




 
 

 
 

Policy Manual of the Board of Trustees 

budget accounts must submit itemized receipts from all purchases. Items purchased for personal use are not eligible to be 
charged to the College. 

Kishwaukee College Board of Trustees Policy Manual – 5.11 (Purchasing Policy - Page 3 of 3) 
 
Bookstore Purchases 

Apparel and gift cards purchased from the Bookstore, using College funds, must have pre-approval provided to the Bookstore 
manager (via e-mail from a member of the Senior Leadership Team prior to each purchase).  
 
College Credit Card Purchases 
The College Credit Card is intended to provide increased flexibility for authorized travel and/or business 
related expenses. It may not be used for personal expenses. Participation in the College Credit Card Program is a convenience 
that carries responsibilities along with it. The card is College property and should be used with good judgment. Employees 
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