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E. Approval of Purchasing Card Purchases 

1. Each purchasing card transaction must be reconciled by the cardholder and supervisor through the 
Bank of America WORKS website (https://payment2.works.com/works/.)

2. All account codes need to be checked for accuracy and approved prior to the 7th day of the month
following the month in which the purchases were made.

3. All transactions require approval of the cardholder and the cardholderôs supervisor.  The Purchasing
Card Administrator will approve all transactions in excess of $100.  Additionally, the Purchasing Card 
Administrator will approve transactions less than $100 on a sample basis.  More consistent reviews 
will occur of transactions made by new cardholders and of transactions made by cardholders who 
have received past warnings or whose cards may have been suspended.

F. Suspension of Purchasing Cards 
1. The Program Administrator will suspend the cardholderôs account if transactions have not been

reconciled by the cardholder and supervisor or if a transaction is missing proper documentation after 
the 7th of the following month.  The cardholderôs account will be reinstated after completion of the 
reconciliation or addition of proper documentation. 

G. Purchasing Card Webpage: 

1. https://www.cpsk12.org/Page/5771

2. Departments / Business Services / Purchasing Card




