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CERES UNIFIED SCHOOL DISTRICT 
VISA CAL-CARD PURCHASING GUIDELINES 

 
DEFINITION 
 
The Cal-Card is a unique business VISA card intended to simplify the purchasing and 
payment process. 
 
GENERAL INFORMATION 
 

1. You have been given 2 limits on your cards: the maximum per transaction 
limit, and the maximum limit on your card for a 30 day cycle. When you sign 
for your card you will be notified of your card limits in both areas. 

 
2. The VISA Cal-Card you receive will have your name on the card.  If you sign 

your credit cards, you may sign the back.  You may also sign the card “see 
ID” or “check ID”.  

 
3. No member of your family should use this card. If you allow your Office 

Manager or Secretary to use your card, all charges are your responsibility.  
 

4. The Cal-Card is to be used for OFFICIAL Ceres Unified School District 
business and MAY NOT BE USED FOR PERSONAL PURCHASES. 

 
5. You will be asked to sign an Agreement to Accept the U.S. Bank VISA Cal-

Card for Ceres Unified School District (see attachment page 9).  Upon 
signature of this acceptance you are agreeing that you have read and 
understand these procedures.  Your transaction limit and card limit are listed 
on the agreement. 

 
6. The issuance of this Cal-Card in your name does not allow the credit card 

company to do any credit check on your personal credit.  They will not 
request any personal information from you, nor should any personal 
information be furnished. 

 
7. The use of this Cal-Card is not intended to replace effective planning in 

advance where vendors might offer discounts for School Districts that they 
would not offer with a credit card purchase. 

 
8. If a purchase made with your card is questioned, you must be able to explain 

the nature of the purchase.  If you cannot substantiate the purchase was 
necessary and for official use, you will be asked to immediately issue a 
personal check to cover the questioned purchase. 
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9. The following guidelines must be met when using the Cal-Card: 
 

a. To the maximum extent possible, the Cal-Card should be used in lieu of 
emergency purchase orders, walk through purchase orders, small purchase 
orders, and reimbursement purchase orders. 

  
b. Each single purchase may comprise multiple items, but the total cannot 

exceed the single purchase dollar limit on your card. 
 
c. The least expensive item that meets your basic needs should be sought. 
 
d. You must verify that budgeted funds are available prior to making any 

purchases.  Your site/department will be responsible to cover all charges 
through your budgets. 

 
10. The cardholder or designee will reconcile and prepare the monthly Statement 

of Account, obtain the signature of the card holder (do not sign as approver) 
and forward to ACCOUNTING for payment processing within 5 days of 
receiving your statement. Any late payment interest penalty will appear on the 
cardholder statement and will be charged to the cardholder budget.  

 
11. All travel expenditures charged to your Cal-Card must follow Board Policy 

#3350 (a).  If you would like to be paid the per-diem amount for your meals, 
do not charge the meals on your Cal-Card.  Instead, you must turn in 
reimbursement for per-diem meals by the regular purchase order process.    

 
12. Proper accounting procedures must be followed.  It is the responsibility of all 

CUSD cardholders to utilize this card in a responsible and auditable fashion. 
 

13. You are responsible to keep your card in a secure location.  You must 
immediately report lost or stolen cards to the Chief Financial Officer (ext. 
1563). 

 
 
 CARD RESTRICTIONS 

 
The Cal-Card can be used to purchase supplies, materials, equipment under $500, phone 
orders for materials or books, subscriptions, and for travel expenditures. 

 
  Some examples of what the Cal-Card CANNOT be used for are: 
 

1. Cash Advances 
2. Purchase of items carried in our Warehouse.  
3. Purchases of communications equipment such, cellular phones, two-way 

radios etc. 
4. Rentals of Equipment or Facilities 
5. Furniture and Equipment purchases over $500.00  
6. Services performed by an individual or business 
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7. Fuel purchases for your personal vehicle.  If you are using your personal 
vehicle for District business, reimbursement for mileage should be 
submitted.  If you are renting a vehicle for District business, you may use 
your Cal-Card for fuel purchases. 

8. Payment for personal memberships 
9. Purchase of any technology equipment (printers, monitors, etc.) 
10. Awards for staff and students (except as explained below) 
11. Gift Cards (regardless of funding source) 
 

Exceptions to some of the above may be allowed on an individual basis with pre-approval 
by the Superintendent or the Assistant Superintendent of Business Services. 
  
PURCHASING ITEMS TO COMMEND STAFF/STUDENTS 
 
STAFF 
Awards or recognitions for staff should be limited to certificates or small mementos (such 
as pens, rulers, pencils etc).  For recognition of an individual accomplishment, a plaque 
or desk decoration (glass apple, etc.) is appropriate.  Meals should not be provided for the 
sole purpose of recognizing staff.  Meals provided as part of an in-service are appropriate 
within per diem guidelines.  Gift cards should not be purchased from District funds for 
staff awards or recognitions. 
 
STUDENTS 
Incentives, awards or recognitions for students should be limited to certificates or small 
mementos (such as pencils, pens etc.).  For recognition of a significant individual 
accomplishment, a plaque is appropriate.  Gift cards should not be purchased with the 
Cal-Card.   
 
 
CAL-CARD PURCHASES OVER $1,000 for SUPPLIES AND MATERIALS 
 
The following are guidelines and procedures when making a purchase over $1,000 for 
supplies and materials with your Cal-Card. 
 

• The $1,000 dollar limit does not apply to conference expenses, i.e. registration, 
hotels etc. 

 
• Purchases over $1,000 for all other expenses must be pre-approved. 

 
• Pre-Approval should be received from the Assistant Superintendent of Business 

Services through e-mail.  Prior to making a purchase for $1,000 or more for non-
conference expenses, please send an e-mail with the details of the request and the 
reason for the expenditure to be paid by Cal Card rather than a purchase order.  If 
the purchase is approved, please save and attach the reply e-mail approving the 
expenditure to the Cal-Card statement when it is turned into Fiscal Services.  The 
reply e-mail is your “proof” of pre-approval. 
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EARNING REWARDS FROM VENDORS 
 
Earning a free gift from vendors or accumulating points towards a free gift from a vendor 
should never be a reason to use that vendor.  The vendor should be used because their 
products have been proven to be the best purchase for the District.  If you do find you are 
earning free gifts from a vendor, the gift must be for District use only and considered 
School District property.  If you find the item cannot be used at your school site, the item 
can be used for a free give-away to your staff based on a fair and equitable manner. If 
you have a free gift that appears on your receipt, please make a note as to what you have 
used the gift for.  
 
USING YOUR CAL-CARD FOR TRAVEL 
 

1. The per-diem for the County you are in applies to all meals. The per-diem will be 
calculated on the total charges, including tips. 

2. If you are paying for a group, the total bill (including tip) must be within the per- 
person, per-diem amount. 

3. All meals charged on the Cal-Card require both the itemized receipt and the 
“charge” receipt. 

4. Hotel internet charges can be added to your hotel bill. This is allowed for 
Administrators only. 

5. The District will not pay for tips added to anything except meals. 
6. No snacks, bottled water etc. can be included on your hotel bill.  
7. The District will pay for the least expensive form of transportation. 
8. The District will pay for room service for meals for the Cal-Card holder only.  

Per-diem rates also apply to room service and you are required to include an 
itemized receipt. 

9. No alcohol purchases can appear on your receipts, even if you intend to reimburse 
the District. These must be paid by you on a separate receipt.  

 
CAL-CARD USE PROCEDURES 
 
1. Your card will be activated when you receive it. You may use the card 

immediately. 
 
2. You may use this card at any merchant which accepts a VISA card for payment of 

purchases.   
 

3. Upon selecting your purchases, present them and your card to the merchant.  The 
merchant will complete a sales draft that includes the following information at 
minimum: 

 
• Card number 
• Date and amount of purchase 
• Brief description of item(s) being purchased 
• Merchant name and identification 
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4. Before you sign the sales draft, (if you are completing the transaction in person), 

verify the amount is correct and the sales tax has been added.  You will receive 
one copy of the signed sales draft.  RETAIN THIS COPY until you receive your 
monthly statement of account.   

 
MAIL ORDER PROCEDURES 
 

1. If you place an order through the mail, maintain a copy of your order form 
with your Cal-Card receipts.  Attach the copy of the order form, packing slip 
and sales receipt to the statement in which the charge appears. 

 
2. You should have the items shipped to your site/department address, and to 

your attention. Do not use the Warehouse address without prior approval and 
never use your personal home address.  

 
ONLINE PURCHASING PROCEDURES 
 

1. If you are placing an Internet order with your Cal-Card, use only suppliers that are 
reputable. Don’t use companies that you are not familiar with or firms that have 
offers that seem too good to be true. 

 
2. The shipping address should be your site/department street address.  The billing 

address should be CUSD, Accounting Department, P.O. Box 307, Ceres, CA  
95307. 

 
3. Make sure you print the screen where there is a detailed list of what you have 

ordered and dollar amounts of each item. 
 

4. After you submit the order, you should receive a confirmation number for 
tracking purposes; print and keep this for your records as well.  This may be the 
backup you need to reconcile your statement. 

 
5. Most companies will require either an e-mail address or fax number for 

confirmation notification.  The company will most likely send a confirmation to 
your e-mail address when the order ships.  It is a good idea to print and keep this 
for your records as well; however you may choose to keep this in a personal 
folder in Outlook for access later if needed.   

 
6. You should have the items shipped to your site/department address, and to your 

attention. Do not use the Warehouse address without prior approval and never use 
your personal home address. 
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PROCEDURES AFTER PURCHASE 
 

1. At the close of each billing cycle, you will receive a Statement of Account from 
the bank (see page 10).  The statement will itemize each transaction that was 
charged to your Cal-Card account.  Upon receipt of the statement, complete each 
of the steps below: 

 
• Review the statement for accuracy. 
 
• Complete the Cal-Card Reconciliation and Summary Forms (see pages 15-

20) and pages 16-20 for detailed directions on how to complete the forms.  
Indicate the transaction date, vendor name and amount. The “Description” 
line on the form should be used to provide a complete description of the 
charge, i.e. supplies for teacher in-service for 13 people, Lunch meeting 
with Principal and Assistant Principal, toner for office, airfare for CASBO 
conference for 3 people (list names) etc. 

 
• All charges must be entered on the Reconciliation Form (see page 10).  No 

handwritten forms will be accepted.  Email the completed form to all three 
Accountant III’s – Kassandra Baker (kbaker@ceres.k12.ca.us) Crystal 
Garcia (cgarcia@ceres.k12.ca.us) and Jesus Garcia 
(jogarcia@ceres.k12.ca.us) . 

 
• Indicate the appropriate budget account number (all 22 digits) by each 

transaction.  If you are charging more than one account per transaction, 
indicate the dollar split to be applied to each account. 

 
• Attach all sales receipts and necessary supporting documentation to the 

statement. 
 
• Every charge on your statement should have a matching itemized receipt, 

conference registration form, hotel reservation form, or other required 
documentation attached to the back of the statement when it is sent to 
Accounting. Failure to attach proper documentation could result in late 
payment of your statement.  If you have several small receipts we ask that 
you tape them on an 8 ½” x 11” sheet of paper.  Faster processing will 
occur if your receipts are attached in the order they appear on the 
statement. 

 
• Sign and date the statement and forward it with your receipts and the 

reconciliation form to ATTN:  Accounting/Cal-Card within five (5) 
working days of receiving your statement. 

 
• If you have returned an item you purchased and a credit for this item does 

not appear on the statement within this billing cycle, the cardholder must 
complete a “Cardholder Statement of Questioned Item” form (see page 11) 
and attach the documentation showing the item was returned.  You would 

mailto:kbaker@ceres.k12.ca.us
mailto:cgarcia@ceres.k12.ca.us
mailto:jogarcia@ceres.k12.ca.us
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then deduct the disputed amount from the statement total and approve the 
remaining balance for payment.  A copy of this form should be attached to 
your statement. 

 
• If you have a credit voucher and a credit appears for an item that was 

already paid previously, you need to attach the credit voucher to the 
statement and indicate the appropriate account number for credit. 

 
2. If you are charged for an item incorrectly or have any issues disputing the charge, 

contact the vendor first to try to resolve the dispute.  If this approach is not 
successful, provide a complete explanation of the error on the Cardholder 
Statement of Questioned Item (see attachment page 11).  Any item that is on your 
statement that you question and you are unable to resolve with the vendor should 
be followed up with using this form. This form must accompany your statement 
when it is sent to Accounting for payment.   

 
3. If you will be unavailable to review your Statement of Account, please make sure 

someone has all your receipts and complete directions on how to process your 
statement in your absence.  You will be asked to come to Accounting and sign 
your statement upon your return. 

 
4. If you would like to make copies of your monthly statements and receipts, please 

do so before it is sent to Accounting. 
  

5. If you have lost a receipt it is the cardholder’s responsibility to get a replacement 
receipt.  Losing a receipt is not a reason to hold your statement, payment 
must still be made.  As soon as you realize you have lost a receipt you must 
contact the vendor immediately and try to get a replacement receipt.  If the vendor 
does not give you a replacement receipt within enough time to meet your 
statement due date deadlines, you must complete the CUSD form:  Information on 
Lost Receipts (copy attached page 12).  This form must be signed and turned in 
with your monthly statement so that payment can be made in a timely manner.  
When you receive the replacement receipt, you must send that receipt to 
Accounting/Attention: Kim Erb.  You will have 30 days to recover your lost 
receipt.  If you do not have your receipt within 30 days you may be asked to 
personally pay for this expenditure. A card holder that continues to loose receipts 
may be asked to return their Cal-Card to the district.     

 
Although it may take as long as 60 days, as a last resort you may ask US Bank to 
assist you in replacing a lost receipt. You are required to fill out the “Cardholder 
Statement of Questioned Item” form. This form should be sent to accounting. 
 

COMPENSATORY EDUCATION EXPENDITURES GUIDELINES 
 
1. Usage of the Cal-Card for categorically funded purchases will need advance 

approval to charge it to categorical programs. 
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2. All Cal-Card expenditures must be justifiable and related to the approved school 
site plan. 

 
3. Every categorical funded purchase with the Cal-Card must have an e-mail 

approval from the appropriate Ed Services administrator with all the required 
information on the e-mail (site plan page etc.).  This e-mail must be attached to 
the proper receipt.  

 
4. Any charge on your statement coded to a categorical resource that does not have 

an approval attached when it arrives to Accounting will have the account code 
changed to your General site budget.  It will not be our responsibility to get 
approval for you.   

 
 
 











TRANSACTION DATE:
VENDOR NAME:
DESCRIPTION:

ACCOUNT CODE: AMOUNT $
PLAN REFERENCE:

ADDITIONAL APPROVALS:
NOTES:

TRANSACTION DATE:
VENDOR NAME:
DESCRIPTION:

ACCOUNT CODE: AMOUNT $
PLAN REFERENCE:

ADDITIONAL APPROVALS:
NOTES:

TRANSACTION DATE:
VENDOR NAME:
DESCRIPTION:

ACCOUNT CODE: AMOUNT $
PLAN REFERENCE:

ADDITIONAL APPROVALS:
NOTES:

TRANSACTION DATE:
VENDOR NAME:
DESCRIPTION:

ACCOUNT CODE: AMOUNT $
PLAN REFERENCE:

ADDITIONAL APPROVALS:
NOTES:

TRANSACTION DATE:
VENDOR NAME:
DESCRIPTION:

ACCOUNT CODE: AMOUNT $
PLAN REFERENCE:

ADDITIONAL APPROVALS:
NOTES:

TRANSACTION DATE:
VENDOR NAME:
DESCRIPTION:

ACCOUNT CODE: AMOUNT $
PLAN REFERENCE:

ADDITIONAL APPROVALS:
NOTES:

TRANSACTION DATE:
VENDOR NAME:
DESCRIPTION:

ACCOUNT CODE: AMOUNT $
PLAN REFERENCE:

ADDITIONAL APPROVALS:
NOTES:

CARD-HOLDER'S NAME: 
STATEMENT DATE:

7

4

5

□  Ed Services Approval Attached     □ $1,000 Limit Approval Attached 

6

□  Ed Services Approval Attached     □ $1,000 Limit Approval Attached 

□  Ed Services Approval Attached     □ $1,000 Limit Approval Attached 

□  Ed Services Approval Attached     □ $1,000 Limit Approval Attached 

□  Ed Services Approval Attached     □ $1,000 Limit Approval Attached 

3

□  Ed Services Approval Attached     □ $1,000 Limit Approval Attached 

CAL-CARD RECONCILATION FORM

□  Ed Services Approval Attached     □ $1,000 Limit Approval Attached 

1

2

PAGE 1 OF 15



CARD-HOLDER'S NAME: 
STATEMENT DATE:

MASTER   CAL CARD # 4246 0445 5562 9397                                                             VENDOR #  122112

Account Code Amount Amount Amount Amount Amount Amount Amount Amount Amount Amount Total Use Tax
0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

Grand Total -$                  -$                  

PV# 

Audited by:

CAL-CARD RECONCILATION SUMMARY FORM

Batch #:
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Cal-Card Reconciliation Instructions 
REQUIREMENTS FOR BACK UP DOCUMENTATION SUBMITTED WITH STATEMENT: 

1. EVERY CHARGE on your statement should have a matching ITEMIZED receipt or final 
invoice, quotes or packing slips are not considered a receipt/invoice. 

2. Receipts should be placed in order of transactions according to the statement. 
3. If you have small receipts that are not a full-page size, please tape them on an 8 1/2" by 11 

pieces of paper. 
4. An approval email from Cathy Pietanza is required to be attached to EACH transaction that is 

using categorical or LCAP funds.  The email should be numbered with the corresponding 
transaction number for quicker identification and processing. 

**Failure to attach an email to a transaction, will result in the transaction being charged 
to your site general base account code.  Accounting will not be responsible for lack of 
proper approvals.  One copy of an email attached to the statement providing approvals 
for multiple transactions is not allowed.  This places the burden on staff to try and 
determine if the purchase is approved and that is the responsibility of the site to show 
proper documentation that the purchase was approved by attaching a copy of the email 
to each transaction** 

5. If you have fraudulent activity on your statement, you must immediately report it to Carrie 
Smith (ext. 1300) casmith@ceres.k12.ca.us do not submit your statement without emailing her! 

6. Spreadsheets should be printed in single sided-pages, please do not print double sided 
sheets. 

7. Staff will return a reconciled spreadsheet back to the site after completion, please review any 
account code changes made as to avoid recurring coding issues. 

8. Sign and date the statement and forward it with the printed spreadsheet, summary and 
receipts to Accounting/Attention:  CAL-CARD by the due date listed in the email by staff. 

9. The due date is firm and staff must receive your statement IN HAND by that date.  Please 
make every effort to hand carry statements down to staff and not place them in the District mail 
as that will take a few additional days to arrive to our department.  We need every day we can 
get to process statements. 

10. If you are unable to meet the due date, you must email the Supervisor of Accounting 
explaining your extenuating circumstances and request an extension in advance of the due 
date.  Please do not take additional time without requesting prior approval. 

11. Email your spreadsheet to all three Accountant III’s:  

Kassi Baker kbaker@ceres.k12.ca.us  

Jesus Garcia jogarcia@ceres.k12.ca.us 

Crystal Garcia cgarcia@ceres.k12.ca.us 

  

mailto:casmith@ceres.k12.ca.us
mailto:kbaker@ceres.k12.ca.us
mailto:jogarcia@ceres.k12.ca.us
mailto:cgarcia@ceres.k12.ca.us
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RECONCILIATION SPREADSHEET INSTRUCTIONS 

1. Enter the Card-Holder’s Name and the Statement Date 

 

 

 

 

 

 

 

2. Enter the information for your first transaction listed on the statement and enter reach one 
thereafter in sequential order. 

 

 

 

3. If you need to add an additional account code(s)  
o Left click on the row number next to “Account Code” 
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o Click “Copy” from the ribbon on the “Home” tab at the top of the page 

  

o Right click on the number of the row just below the Account Code row that you just copied 
and choose “Insert Copied Cells” 

 

o Enter the new Account Code information and split the dollar amounts appropriately (repeat 
as needed) 

 

 
4. The additional approvals line is to be used after you have printed your sheet to verify you did 

attach all the proper approvals for that transaction 

 

  

5. Once you have completed the reconciliation for all transactions on your statement, move on to 
the Summary 
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RECONCILIATION SUMMARY SPREADSHEET INSTRUCTIONS 
 

1. Print your Reconciliation, highlight all your transactions and go to file print, and print selection 
only. 
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2. Click on the Summary tab at the bottom of the screen 

 

 
 
 

3. List each account code you used on the summary sheet (you only need to list the code one 
time) If you run out of cells to list amounts, list the code on the next line  

 

 

4. Next to the account code, list each amount that was charged to that funding code (the total 
will automatically calculate ate the end of each row) 
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5. Once you have entered all the codes and charges onto the summary sheet, make sure the 
Grand Total at the bottom of the spreadsheet matches the “Total Activity” on your statement.  
If they do not match, you will need to go back and double check your numbers to find the 
amount that was entered incorrectly. 

 

 

 

 

 

6. Once all information is entered, and the Grand Total matched the Total Activity on your 
statement, print your summary.   
 

7. Please DO NOT DELETE any rows or cells on this form to try to make it smaller because this 
causes issues with the formulas.  DO NOT MAKE ANY FORMATTING CHANGES TO THE 
SPREADSHEET!  This spreadsheet has been created by Fiscal Services meeting all the 
necessary requirements for our District to be able to meet auditing guidelines. 

 
 

8. Save the spreadsheets to your computer and name the file with the Card Holder’s name and 
the statement date.   

 
9. Email the document as an attachment to all three Accountant III’s as listed in the beginning of 

the instructions. 
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