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District Policy Statement:

The purpose of the Cal-Card is to provide convenience in making approved travel and conference
arrangements and to facilitate small purchases for amounts less than $100. Here are some basic guidelines for
usage:

Supplies - (Object 43xx items)

Items needed quickly — locally available or purchased online. Each item must be less than $500, and have no
need of tracking for future reference

Conference Costs - (Object 5200)

When Purchase Orders are not accepted
On-line arrangements
Hotel Reservations

Meals must include itemized receipts and a copy of the Travel & Conference reimbursement form as
part of the paperwork. Meals should be purchased for the cardholder only, however, if meals are
purchased for individuals other than the cardholder, names and reimbursement forms must be
included. The IRS per diem rates apply to Cal-Card meals, and tips cannot exceed 15%

Food Purchases — (Object 43xx)

e If working meals are provided (in-service day, staff development, etc.), an agenda and a sign-in sheet
must be attached to the Cal-Card statement, along with the itemized receipt.
e Ifavendor sets up the food at your site, it’s considered a cater (object 5800), which is NOT
an allowable Cal-Card expense. This service should be done through a Purchase Order. (see
services below)
e Meetings may include coffee, water, and a single snack. Include the agenda and sign-in sheet
with the receipt
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Not Allowable

District Policy Statement:

e There are specific purchases that are not allowed with Cal-Cards. Below are some examples with a
brief explanation:

Capitalized and Non-Capitalized Equipment — (Objects 44xx & 64xx)

e Cost of $500 and above per unit. These items must be inventoried to be covered against loss or
vandalism. If they are not purchased with a Purchase Order, they do not receive an inventory number
and have no tracking

Services — (Object 58xx)

e [tems such as personalized uniforms, trophies, signs, lanyards, pencils, etc. are considered a service.
Companies providing services must have an IRS 1099 form in file before a payment is issued. We
can’t enforce this requirement if the payment has been done through a Cal-Card

Gifts (Never allowed)

e Christmas and other Holiday Cards o Staff Apparel
e Flowers and corsages o Staff appreciation gifts
e Luncheons

Gasoline

e Personal vehicle usage should be reimbursed through a mileage reimbursement form.
e Gasoline for a District vehicle or rental vehicle may be purchased with your Cal-Card with appropriate
documentation

Alcohol (never allowed)

e Alcoholic drinks purchased with an allowable meal are not allowed. Please purchase alcoholic drinks
separately rather than reimbursing the District to avoid future questioning

Categorical Approval Process

Categorical expenses must have approval from the State & Federal Director. Please attach pre-approvals and
any backup to your month-end report to speed up the review/approval process. Approval is required before
and after the purchase is made. If the categorical funds are denied, site general funds account will be used
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Timeliness of Submission

Our agreement with US Bank guarantees payment of the total district statement (all Card-Cards) by the
due date. Your paperwork must be received by the 7th of each month with all receipts, account codes,
and appropriate authorizations at the A/P office.

For your convenience, below are the instructions to have online access to your statement. Print your
statements right away to have enough time to meet the submission deadline.

Penalties: The improper use or continuous late submittal of the Cal-Card will be sanctioned with a 30-day
suspension of privileges for the first offense. Future offenses will be suspension of the card for the remainder
of the school year
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CAL CARD ONLINE STATEMENTS

Website: https://access.usbank.com/cpsAppl/AxolPreAuthServlet?requestCmdId=login

Follow the instructions to register your Cal-Card. You’ll have access to view your charges up-to-date and

print statements right away.

You’ll need three pieces of information: Organization Short Name is: calcrd. Account # and Expiration

Date.

M US Bank website - ar xJ_I [ Welcome to Access { x ! -

C 8 https

U.S. Bank Access® Online

(Ebank

access.usbank.com/cpsAppl/AxolPreAuthSy

Welcome to Access Online!

| Contact Us Pleasa entar the information balow and login to bagin.
o] Qrganization Short Name
User D
Password
——— s AaH

M US Bank website - 3
+ C 8 hitps

% [ Licensing Agreemen: x

access.usbank.com/cpsiy

|
U.S. Bank Access® Online

(Ebank.

|

Licensing Agreement

Access Online Terms of Sefvice

Acvess Online, owned and opergied by U

Fieass read and accept e Licensing Agresment o continug.

| 1. ACKNCWLEDGMENT AND ACCEPTANCE OF TERMS OF ACCESS ONLINE

Eank is provided i e cusiomer under e fems and condions

al s Aze|
matmay b - o

#¢3  MUS Bank website - %
antf

150 | g c

ATS &
l In conside|

disclose
egal proe

ttps.

¥ any infod

o uee Azl

0l 2. DESCH]

=

[3 Licensing Agreen |

access.usbank.com

¥ any prowisionds) of e ATS s held by @ court of competent |
" 5) shall be construed, a3 nearty as possible, bo refe
remaining in il force and effect

re 10 xertise or enforce any ightor proisio
0N uniless acknowledged and agreed 1o by LS

Cusbomer and U5, Bank agres Tatany cause of ack

risir

Lommente within ane (1) year afer the cause of H0R anrse
bamed

The section tes in the ATS are solely used for the conwenier
signifieante

Setup your username, password, and other information.

You should be ready to go!

[ =)

= c

B8 https:

(Ebank

Contact Us
Login

™ US_Eank -.En site - a

e, -
%/ [ Add Accounts

_Aab

access.usbank.com,

U.S. Bank Access® Online

Online Registration
Add Accounts

To join Access Onling, you will need a minimum of one valid acco
validate a single account. “Additional Account” will allow multiple
process.

* = raquired

Organization Short Name: *

cabord
Agtount Expiration Daté

Azcount Number: * Month* ‘fear"
Jan v 2016 w

Rgrner e Account S Acdona Account

==Rack ggin P,

<« ()

M US Bank website - a

& https://access.usbank.com/«

T ———
x /' [ Password and Conta: X

psAppl/AxclPreAuth!

U.S. Bank Access® Online

Ebank.

Online Registration
Password and Contact Information

| Contact Us
Login

Organization Short Name: CALCRD
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