[image: image1.png]Kentuckiy™




Education and Workforce Development Cabinet

Office of Career and Technical Education

SECTION 6 – FINANCIAL MANAGEMENT

ProCard
The ProCard is a credit card that can be used for purchasing within specified limits for each cardholder.  All normal purchasing rules and regulations apply when using the ProCard.  

Upon receipt, secretaries shall send their original ProCard invoices to the Procard Administrator (located at either the ABO or the Administrative Services Division in the Office of the Secretary).   The payment accounting information shall be written on the invoices including:


Accounting Template: ED2130, ED2536, ED2160, etc

Unit:  Specific School Unit #

Location:  Specific School Location #

Expenditure Object:   Such as E328 for classroom supplies

Dept Object:  2 Letter code used to identify program or administrative costs such as WL for welding or OP for Operations
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