
 

 

Blount County Board of Education 
Purchasing Card Agreement 

Fiscal Year 2022 
 

The Blount County Board of Education purchasing card is issued as a convenience for you to 
purchase Instructional Materials and Supplies.   Alabama Code 16-1-8.1 states “Monies 
allocated for materials and supplies may be spent for classroom instructional purposes only, 
to be used either by classroom teachers or students in each teacher’s respective classes. It 
shall be permissible to expend materials and supplies monies on instructional equipment and 
electrical equipment, which is actually utilized with students in the teacher’s classroom.” 

 
The following procedures/agreements for making purchases with the card must be followed: 

 Cardholder represents (Teacher/Administrator) 
 

1. The cardholder agrees to reimburse the School by personal check or certified check for 
purchases that are determined to be unallowable expenditures. 

 
2. Technology items must be preapproved by the Technology Coordinator, Brian Narrell 

(bnarrell@blountboe.net). 
 

3. All schools are tax exempt according to Code of Alabama 1975, Sections 40-23-31 and 40-23-
83. The cardholder agrees to inform merchants that purchases with the card are exempt from 
Alabama Sales Tax and agrees to provide the merchant exemption information or the 
cardholder must pay the sales tax themselves and ONLY charge the product total to the card.  If 
sales tax is charged to the card the cardholder must reimburse the School.  The same pertains 
to mail, phone or internet orders. 
 

4. The cardholder understands that under the Alabama Ethics Law, the use of the purchasing 
card for anyone’s personal use is subject to criminal prosecution.  Any such purchases must be 
reimbursed to the School.  The Board may initiate disciplinary procedures against any 
cardholder who uses the card for personal purchases. 
 

5. The cardholder agrees to complete the “Receipt/Voucher Payment” form with all information, 
sign and attach the receipts (itemized/detailed) no later than the last working day of each 
month to the bookkeeper at the school.  The cardholder and Principal must sign each form 
agreeing that the information is true and correct.   
 

6. In the event that incorrect charges or errors have occurred during the month, the cardholder 
agrees to work with the bookkeeper until reconciliation is complete. 
 

7. The cardholder agrees to inform the Bookkeeper and Principal at the school immediately if the 
card is lost or stolen.  This event must also be reported to Synovus Bank at (888-796-6887).  A 
replacement card WILL NOT be issued and the cardholder must revert back to the purchase 
order system for any further purchases for the fiscal year.  The cardholder will be issued a card 
the next fiscal year. 



 

 

 

8. The cardholder agrees to be the sole user of the purchasing card.  The card may not be given to 
anyone else to purchase or pick up items for the cardholder. Security of the card is crucial. The 
cardholder must store the card in a secure location at all times.  The card information 
should never be saved in online accounts at any time.  
 

9. The cardholder understands that purchasing card privileges with be forfeited upon failure to 
follow the terms of this agreement.  A maximum of 2 reimbursements for an unallowable 
expenditure or sales tax will forfeit card privileges. 
 

10. The card must be returned to the bookkeeper when all funds are expended.  All cards will be 
returned by August 31, 2022 even if funds are not spent.  Upon resignation or termination, the 
cardholder agrees that purchasing cards, Receipt/Voucher Payment forms and receipts must 
be turned in and reconciled prior to the employee receiving his/her final paycheck. 
 

My signature below  acknowledges receipt of the purchasing card and I understand and agree 
to all terms outlined in this agreement and understand that my card privileges may be 
suspended, revoked or forfeited upon failure to comply.    
 
 
 
___________________________ 
School Name 
 
 
____________________________    __________________ 
Cardholder Signature        Date 
 
 
____________________________ 
Cardholder Printed Name 
 
 
____________________________    __________________ 
Principal Signature         Date 
 
 
 
 
 
The card information should never be saved in online accounts at any time.  

 

 


