North Whidbey Fire and Rescue 		    Policy 102
		Effective February 17th, 2026 
Title: Purchases

ISSUED BY: Fire Chief Chris Swiger
RESCINDS: Policy 102 dated June 3rd, 2025
PREVIOUSLY KNOWN AS: 105.1
SCOPE: All North Whidbey Fire and Rescue (NWFR) Personnel
[bookmark: _Hlk64821292]PURPOSE: This policy establishes the process and guidelines for district purchases including purchase orders, petty cash and credit card purchases, cardholder responsibilities, and prohibited credit card use.

CONTENT
1. Purchaser Responsibility
1.1. Personnel must utilize purchase orders for all purchases regardless of the purchase amount.  Purchase order (PO) numbers shall be obtained and recorded as required in Section 2 of this policy.
1.2. Personnel making purchases with petty cash, purchase order, or credit cards must document all purchases as required in Section 2 of this policy.
2. Purchases
2.1. Purchases with purchase orders, petty cash fund, or credit cards must be approved by personnel authorized by the district to make purchases.
2.2. Purchases must be aligned with an appropriate budget line item and be an 	approved item in that category.
2.3. Expenditures that exceed the line-item budget may be approved by a single board member at their discretion.
2.4. Purchases cannot exceed the purchase authority of the individual making the purchase or the PO or credit card limits in sections 3.2. or 3.5.
2.5. All purchases through the petty cash fund must be made in accordance with Policy 124 – Fiscal Management.
2.6. Travel advances are determined and issued by the accounting manager or the fire 	chief in accordance with Policy 104 – Travel Policy. Receipts supporting travel advances must be turned in upon return.
2.7. A purchase order (PO) is required on all purchases with the vendor, items purchased and amount (or estimated amount) recorded. 
2.7.1. When completing a PO, the number is to be taken from the running list with the user’s name and vendor recorded on the list.
2.7.2. [bookmark: _Hlk61610455]When the purchase is complete, the receipt is returned to the accounting manager or designee.
3. Credit Card Purchases
3.1. Credit card purchases are limited to purchases where a PO, house accounts or corporate charge accounts are not available, or in instances (as approved by a chief officer) when need exists for an immediate purchase.
3.2. The district has seven (7) credit cards issued as follows:
3.2.1. Card 1 – District Office:  Card 1 is for general use and may be checked out of the office by district personnel for specific purchases in accordance with the purchase policy. The card must be signed out by the accounting manager or a chief officer, with a copy of the completed purchase order. Once the purchase is complete the user must return the card with the receipt(s) and have the card signed back in. 
3.2.1.1.  Card 1 credit limit shall be $15,000.
3.2.2. Card 2 – Fire Chief:  Card 2 is issued to the fire chief. Only business purchases for North Whidbey Fire and Rescue are authorized.
3.2.2.1.  Card 2 credit limit shall be $5,000.
3.2.3. Card 3 – Operations Chief:  Card 3 is issued to the operations chief. Only business purchases for North Whidbey Fire and Rescue are authorized.
3.2.3.1.  Card 3 credit limit shall be $5,000.
3.2.4. Card 4 – Maintenance: Card 4 is for maintenance use, with a single purchase limit of $500. In case of a larger transaction, use of Card 1 is available per 2.2.1 above.
3.2.4.1.  Card 4 credit limit shall be $3,000.
3.2.5. Card 5 – Training Chief: Card 5 is issued to the training chief. Only business purchases for North Whidbey Fire and Rescue are authorized. 
3.2.5.1.  Card 5 credit limit shall be $5,000.
3.2.6. Card 6 – Deputy Chief: Card 6 is issued to the deputy chief. Only business purchases for North Whidbey Fire and Rescue are authorized.
3.2.6.1.  Card 6 credit limit shall be $5,000.
3.2.7. Card 7 – Wildland Mobe: Card 7 is for wildland mobilization use. The card will be kept at the district office and must be signed out by the accounting manager or a chief officer for the sole purpose of unexpected expenses incurred by personnel while mobilized. 
3.2.8. Card 7 credit limit shall be $2,000.
3.3. Authorized cardholders will have their name on their corresponding card.
3.4. Each card has a $2,500 single transaction limit.  These limits cannot be exceeded without board approval.
3.5. Cardholder Responsibilities: The following cardholder responsibilities form part of the conditions of use of a district credit card. Cardholders shall:
3.5.1. Ensure their card is used only for official district business.
3.5.2. Ensure all expenditures with their card comply with Policy 124 – Fiscal Management, Policy 102 – Purchase Policy, and Policy 159 – Procurement Policy.
3.5.3. Ensure all expenditures with their card are directly related to the requirements of their position, job responsibilities, and their financial delegation.
3.5.4. Account for all transactions for which their card was used.
3.5.5. Maintain an up-to-date knowledge of all policies and procedures relating to the use of their district card.
3.5.6. Ensure the security of their card and card numbers at all times and immediately report the loss or theft of the card or card numbers to the fire chief.
3.5.7. Return the card upon demand, termination of employment with the district of a leave of absence from the district.
3.5.8. Do not split purchases into smaller amounts to circumvent normal transaction purchasing limits.
3.5.9. Ensure receipts are submitted to the district on the first day back in the office after the purchase.
3.5.10. Ensure cards are not used for personal gain (including family and friends) or personal advantage.
3.5.11. Ensure no purchase is made by a third party with which the cardholder has or has had a personal or non-business relationship which constitutes a conflict of interest.
3.6. Pre-approved Travel Expenses
3.6.1. Pre-approved conference or training class fees, including hotel deposit for incidentals.
3.6.2. Certification fees for members.
3.6.3. Minor goods or services of less than $2,500.
3.6.4. Any other expense approved by the board within the transactional limit of the card.
3.6.5. Gratuity for meals during travel shall not exceed 10% of the cost of purchase.
3.7. Prohibited Use  
District cards may not be used for any of the following:
3.7.1. Expenditures incurred or approved while on annual leave, sick leave or a leave of absence.
3.7.2. Personal goods or services.
3.7.3. Any use which results in personal gain or advantage.
3.7.4. Use of another staff member’s card or number unless authorized by that member.
3.7.5. Use of a subordinate’s card to avoid or circumvent the normal approval process or channel.
3.7.6. To obtain cash for any reason.
3.7.7. Transactions that are intended for district use but are not allowed by district policy, government regulations, or the law.
3.7.8. Gifts or benefits to persons unless approved by the fire chief.
3.7.9. Use of district cards to incur expenses with suppliers which may reasonably be considered disreputable and where the district’s reputation may potentially be adversely impacted.
3.7.10. Capital expenditures.
3.7.11. Entertainment or alcoholic beverages of any kind.
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_____________________________			____________________________
Chairman Marvin Koorn					Fire Chief Chris Swiger
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