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How to Use Your CAL-Card 

1. Make sure your purchases are within your budget.  

2. Contact the merchant or vendor and agree to price, quantity, and delivery date. The merchant 
or vendor will ask for your CAL-Card number, expiration date, and the “ship to” address. 

3. Keep a receipt for each item you purchase with your CAL-Card. At the time of purchase, you are 
required to obtain a receipt showing your purchase(s). If your purchases are via phone or mail, ask 
the supplier to include the receipt with the goods when the product is shipped to you. Receipts are 
the only original documentation that will be accepted. 

6. If your purchase(s) is made via the Internet, request from the supplier a confirmation receipt 
and ask that an original receipt be included with the goods at the time the products are 
shipped to you. 

 
 

How to Make Online Purchases 

Your CAL-Card can facilitate the purchase of goods and services via the Internet. Purchases made online 
are subject to the same policies as any other CAL-Card transaction. You must follow these guidelines 
when making online purchases: 

 Purchase only from known and trusted vendors. 

 Make sure the site is secure. 

 Use caution when providing personal information. 

 Make sure your desktop is secure. 
 
Purchase Only From a Reputable Merchant or Vendor 

Be sure the merchant or vendor is legitimate. Avoid online auction sites and only do business with 
companies that you know and trust outside of the web. The best sites will fully disclose warranties and 
additional costs (i.e., shipping) before you enter your purchase information. Some vendors will provide a 
safe shopping guarantee. 
 
Make Sure Your Internet Communication Is Secure 

When you switch from browsing to buying, the merchant should issue a prompt that tells you the 
transaction is being switched to a secure system. A safe site will display a symbol of an unbroken key or 
a picture of a closed lock. In addition, the web address should begin with “https//” (look for the letter “s”). 
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Protect Your Privacy 

Look for a clearly stated privacy policy on the merchant’s web site. If you don’t see one, reconsider 
divulging personal information. 
 
In general, security rests with your browser. The browser you use should contain software that supports 
encryption.  
 
Make Sure Your Desktop Is Secure 

Install a program on your computer that will allow you to lock your computer whenever you step away 
from your desk, enable a screen saver to prevent others from reading information displayed on your 
computer screen, and scramble your password to prevent others from reading information they are not 
entitled to read or from using your password to gain access to other applications (i.e., e-mail, financials, 
etc.). 
 
If the vendor site requires a login/logoff, always log off when done. 
 
Remember to exit your browser session when done. 
 
 

Authorized Purchases 

Purchases must be made in accordance with TUSD policies and procedures. Purchases made outside of 
these policies and procedures are considered an inappropriate use of funds. 
 
Authorized purchases include the following items: 

 Books (not textbooks) 

 Classroom supplies 

 Conference registration and training, only with pre-approval from the Superintendent 

 Educational incentives—rewards based on school-related activities/projects (i.e., 7
th
-grade essay, 

etc.)  Incentives may not conflict with District Wellness Policy (i.e., no candy.) 

 Equipment costing less than $500 (Unless CAL-Card program administrator has issued you an 
exception); no computer or copier equipment is allowed to be purchased with a CAL-Card 

 Fuel for TUSD vehicles only—indicate the vehicle ID number and the license plate number on your 
receipt 

 Computer hardware—may be purchased only by authorized employees from Information Technology 
and the Assistant Superintendent of Business Services 

 Office supplies 

 Postage stamps 

 Services—except those noted in this document as not allowed 

 Tools 

 Travel expenses 

  Only individuals authorized by the Superintendent are allowed to charge business (travel and 

travel-related) expenses with their CAL-Card 

  Authorized travel charges include airfare, vehicle rental, meals, lodging, parking, ground 

transportation, and miscellaneous transportation for employees 

 Videos—only education and/or school-related videos may be purchased with the CAL-Card 
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Prohibited Purchases 

Remember—the CAL-Card is a privilege granted to you by Travis Unified School District, and it is 
expected that you will use your card responsibly. You may use your CAL-Card only for legitimate 
business purposes. You may not use your CAL-Card to purchase any items included on the list of 
prohibited purchases (below).  
 
TUSD will seek restitution for any inappropriate charges made to the CAL-Card. Fraudulent or intentional 
misuse of the CAL-Card will result in revocation of the card and/or the filing of possible criminal charges. 
Misuse of the CAL-Card will subject the cardholder to disciplinary action in accordance with policies and 
procedures of Travis Unified School District relating to disciplinary action and termination for cause.  
 
Prohibited purchases include, but are not limited to, the following items: 

 Adult magazines, videos and/or other adult related materials 

 Beverages of any type (alcoholic, soda, bottled water, etc.) 

 Animals—dead or alive (Except For Science Lab Purposes) 

 ATM or bank transactions, including cash advances, money orders, traveler’s checks, or loan 
payments 

 Beauty spa or health spa services 

 Biological organisms 

 Car wash services 

 Casino services and/or gambling transactions 

 Chemicals or hazardous materials 

 Contributions 

 Controlled substances or drugs of any type 

 Copiers  

 Counseling services 

 Dating or escort services 

 Dental, vision,or medical services 

 Educational Professional Dues 

 Entertainment equipment (DVD, stereo, video, etc.) 

 Equipment Purchases over $500.00 

 Federal Grant Funded Purchases 

 Financial institution services 

 Fines and penalties 

 Firearms, ammunition, explosives, or weapons of any type 

 Flowers or plants 

 Furniture—including chairs of any kind (standard, desk, folding, stools, side, stacking, etc.), 
tables of any kind (coffee, end, conference, standard, etc.), desks of any kind, file cabinets, 
bookcases, credenzas and hutches, wardrobes, sofas, computer furniture, workstations, 
modular office systems, dorm furniture, and outdoor furniture 

 Gifts (anniversary, appreciation, bereavement, birthday, retirement, etc.) 

 Gift Cards  
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 Internet Services/Providers (i.e., AOL, Comcast, Direct TV, SBC-Yahoo, etc.) 

 Juices, except for Special Education incentives 

 Local business meals 

 Long-distance telephone calls where there is no billing from the merchant itemizing the calls 

 Lottery purchases 

 Massage parlor services 

 Pay phone calls where there is no billing from the merchant itemizing the calls 

 Personal expenses 

 Purchases from TUSD employees 

 Purchases involving trade-in 

 Purchases in which a TUSD employee who participates in the purchase process has a conflict 
of interest  

 Purchases not appropriate for use within Travis Unified School District 

 Purchases requiring a contract and anauthorized signature. (These purchases must be routed 
through the Purchasing Office.) 

 Radioactive materials 

 Rare and precious metals 

 Reimbursements to TUSD employees 

 Services from 1099 reportable vendors. (These are vendors who do business using their 
social security number or merchants who provide medical and legal services.) 

 Snacks 

 Splitting purchases to circumvent the daily or monthly transaction limits. 

  A split purchase occurs when the individual cost of any single item, including shipping, 

exceeds one of the purchase limits. 

  Cardholders are not to split purchases over time or over sources with the intent to 

circumvent the purchase limits. 

 Travel Club memberships 

 


