
District Credit Card Issuance Request Form Instructions 
(Reference “District Credit Card Policy”) 

 

 

Requesting a District Credit Card 
 
Requests to be issued a District Credit Card must be submitted by a prospective cardholder’s manager to 
the Business Services Office for approval using the District Credit Card Issuance Request Form. A District 
Credit Card may be issued where deemed necessary to an employee that will be traveling or conducting 
other authorized business on behalf of Copper Mountain College.  
 
District Credit Cards are issued in the employee’s name and are paid by the district through Accounts 
Payable. Issuance of a District Credit card is subject to approval by the Chief Business Officer. 
 
Completing the Form 
 
Enter Request Date, Name of Requesting Manager, and Name of the prospective cardholder. 
 
Justification. As per the policy, credit cards may be issued “where deemed necessary” and is subject to 
the approval of the Chief Business Officer. The manager is responsible to provide reasonable justification 
for the request. 
 
Examples of justification include, but is not be limited to: 

1. Expected and/or consistent volume of purchasing outside of the normal Purchase Requisition 
process. 

2. Work location of district employee that limits access to purchasing options outside of the normal 
Purchase Requisition process. 

3. Travel needs. 
4. Ease of efficiency in department functions. 
5. Support for Business Services Office functions. 

 
For assistance with determining justifiable need, requester may consult with the Business Office. 
 
Authorization 
 
This form must be authorized by requesting manager, acknowledging that they are requesting a District 
Credit Card to be issued to the stated employee and have provided reasonable justification. 
 
Submission and Approval/Denial 
 
Submission. Please submit a completed form to the Business Office for review. 
 
Approval. Requests are subject to the approval of the Chief Business Officer. Upon approval, a District 
Credit Card will be issued and a credit limit determined (may or may not equal requested limit). Cardholder 
will receive and sign the District Credit Card Policy and be notified when credit card has arrived and ready 
for use. 
 
Denial. If request is denied, justification for the denial will be provided and returned to the requesting 
manager. 
 
 

For additional questions, contact the Business Services Office 



District Credit Card Issuance Request 
Version April 2024 

 

District Credit Card Issuance Request 
 

Request Date:     

Requesting Manager Name:    

Requesting a District Credit Card Be Issued To:   

 
Please state justification for requesting a District Credit Card: 

 

 

Requested Credit Limit: $ 

 

Manager Acknowledgement 
By signing this form, I acknowledge that the above information is correct and that the  
request is reasonable and justifiable in accordance with the District Credit Card Policy 

 

 

 
Manager Signature  Date 

 

Business Office Use Only 

        

 Request Approved   Credit Limit $  

        

 Request Denied*      

        
 *Reason for Denial:  

   

 

 

 

 
Meredith Plummer 
Chief Business Officer 

 Date 
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