Opp City Board Of Education

Purchasing (Instructional Fee) Card Agreement – Cardholders Responsibilities
Online Ordering – Not Allowed With Card
1. The cardholder agrees to use the card exclusively for classroom instructional support used either by classroom teachers or students in each teacher’s classroom.

2. The cardholder agrees to be the sole user of the card.  If two or more teachers wish to make a joint purchase, the purchase order method must be used. 

3. The cardholder agrees to reimburse Opp City Schools for purchases that are determined to be unallowable expenditures. 

4. The cardholder agrees to obtain a legible receipt with an itemized listing for each purchase made with the card.

5. The cardholder agrees to reimburse Opp City Schools for purchases made with the card if he / she does not have and cannot obtain and itemized listing and a receipt. 

6. The cardholder agrees to inform the merchants that purchases made with the card are exempt from Alabama sales tax.  If the vendor will not exempt the card from Alabama sales tax, then you will need to use another vendor.  Inform the central office of any vendor that will not honor the school’s tax exempt status.  

7. The cardholder agrees to reimburse the Opp City Schools for Alabama sales tax charged to the card.  If the vendor will reimburse the charged tax, it will need to be credited to your card.

8. The cardholder agrees to reimburse the Opp City Schools for purchases made in excess of the individual purchase limit.  

9. The cardholder understands the balance on the card only reflects purchases made with the card.  If you also make purchases using purchase orders, your available balance should be reduced accordingly. Check with your local school bookkeeper if there is a question regarding the balance of your fee money. 

10. The cardholder understands the use of the purchasing card for personal use is subject to criminal prosecution. 

11. The cardholder agrees to reimburse Opp City Schools for purchases made for personal use.  

12. The cardholder agrees to adhere to the Opp City Schools Board Of Education guidelines for purchasing cards. 

13. The cardholder understands that purchasing card privileges may be suspended upon failure of the cardholder to follow the terms of this agreement. 

14. After two violations, privileges will be revoked and cardholder will be required to forfeit his


      his/her credit card for the remainder of the school year.

· TIPS:  Be sure to tell the cashier you are making a tax exempt purchase before they begin scanning your items.
· Our Walmart tax exempt number is 99743.  This number is valid only in Andalusia and Enterprise. 
· If Opp City Schools doesn’t have a tax exempt customer account setup with a vendor, this can easily be done.  Our federal ID number is 63-6001019.  The state doesn’t issue us a sales tax exemption number because we are exempt under Alabama state law.   
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