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 Non-Instructional/Business 
 Operations  

 
 
 
 
SUBJECT: USE OF THE DISTRICT CREDIT CARD 
 
General 
 

The Board of Education permits the use of the following district credit cards, including store and 
gasoline credit cards, by authorized district officers, board members and school employees to pay for 
actual and necessary expenses incurred in the performance of work-related duties for the district. All 
credit cards will be in the name of the school district only or in the name of the school district and an 
authorized user. 
 

CARD AUTHORIZED USER(S) MAXIMUM  
CREDIT LIMIT 

District VISA card #1 

 School Business Administrator/Purchasing Agent 
 Accounts Payable 
 Officer, Board Member, or employee with an 

approved purchase order and an approved Request 
for Use and Temporary Custody of a District 
Credit Card Form 

$5,000

District VISA card #2  Superintendent 
 Confidential Secretary to the Superintendent 

$5,000

Mobile gas/diesel #1 

 Accounts Payable 
 Approved Personnel with an approved purchase 

order and an approved Request for Use and 
Temporary Custody of a District Credit Card Form 

$4,000

Mobile gas/diesel #2  Transportation Supervisor  
 Designee of the Transportation Supervisor 

$4,000

Mobile gas/diesel #3   Director of Facilities 
 Designee of the Director of Facilities 

$4,000

Wegman’s store card 

 Accounts Payable  
 Officer, Board Member, or employee with an 

approved purchase order and an approved Request 
for Use and Temporary Custody of a District 
Credit Card Form 

$5,000

Lowes store card 

 Accounts Payable  
 Director of Facilities 
 Designee of Director of Facilities 

Officer, Board Member, or employee with an 
approved purchase order and an approved Request 
for Use and Temporary Custody of a District 
Credit Card Form

$7,500

 
(Continued) 
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SUBJECT: USE OF THE DISTRICT CREDIT CARD  (Cont'd.) 
 
Credit cards may be used only for authorized and legitimate school district business expenditures. The 
use of credit cards is not intended to circumvent the district’s policy on purchasing. Using the district 
credit card for purchases such as books, computer equipment, and materials and supplies, will require 
a purchase order signed by the Purchasing Agent. This gives proper authorization for credit card use.  
 
Credit card use is the last resort for purchases. Purchases made to vendors that accept purchase orders 
should be made through the purchase order process if at all possible.   
 
Safeguarding of District Credit Card 
 
It shall be the duty of the Accounts Payable Clerk to oversee the use and custody of the credit cards. 
The cards shall be maintained in a secure location with limited access only when a purchase order is 
not practical. The credit cards may only be used by authorized users, except that in limited 
circumstances (such as travel to conferences or in the event that an authorized user is unavailable), the 
School Business Administrator may authorize the temporary transfer of custody of the Credit Card per 
Regulation 5321-R. 
 
The district credit cards will not leave the custody of the Accounts Payable Clerk or authorized users, 
except in limited circumstances as authorized by the School Business Administrator. Expenses 
incurred on each credit card shall be paid in such a manner as to avoid interest charges and sales tax. 
The theft or loss of the district credit card must be reported to the credit card company and district 
office immediately. 
  
 
 
 
NOTE: Refer also to Policies #5410 - Purchasing: Competitive Bidding and Offering 
                                                     #5411 - Procurement of Goods and Services  
       
 
 
 
 
 
 
 
 
 
Adopted:   06/27/07  
Revised:    05/22/13  
Revised: 05/06/15 



5321 – E.1 
 

Request for Use and Temporary Custody 
of a District Card 
 
 
 
 
 
    
Printed Name of Person Requesting Authorization 
 

 
 

 

 

 

 

 

 

 

 

 

My signature above indicates that I have read and understand the attached Naples CSD Credit Card 

Policy #5321 and Regulation #5321‐R. Any authorization below is limited to specific purposes, dates, and 

dollar amount as listed above. I understand that I am responsible for submitting itemized receipts for all 

authorized purchases at the time I return the credit card. I also understand that I will responsible for any 

unauthorized purchases.  

 

 

 

 

 

 

Directions: Complete all sections above the dashed line and submit 
                     your request to the School Business Administrator. 

Credit Card Requested: 

VISA 

Gas Card 

Wegmans 

Lowes 

Date(s) You Request to Have 
Temporary Custody of 
District Credit Card:  

   

Requested Maximum Dollar 
Value of Authorization:  
 

$ 

Purpose(s) of Request & Explanation & Description of Items/Services to 

be purchased:  

 

 

 

 

Is the requested purchase backordered?:   YES   or   NO   (circle one) 

Account Code: 

    
Signature of Person Requesting Authorization 

Credit Card Signed Out: 
 
Employee Signature                Date 
 
Accounts Payable Signature               Date 

 

The Above Request is (circle one):                      Approved                 Denied 
 
 
Signature of the School Business Administrator:                                                                                 Date: 

Credit Card Returned with Receipt(s): 
 
Employee Signature                Date 
 
Accounts Payable Signature               Date 

*NOTE: You must pick up a 

tax exempt form from 

Accounts Payable. The 

school district will not be 

responsible for any sales 

tax paid. 



5321 – E.1 
 

Request for Use and Temporary Custody 
of a District Card 
 
 
 
 
 
    
Printed Name of Person Requesting Authorization 
 

 
 

 

 

 

 

 

 

 

 

 

My signature above indicates that I have read and understand the attached Naples CSD Credit Card 

Policy #5321 and Regulation #5321‐R. Any authorization below is limited to specific purposes, dates, and 

dollar amount as listed above. I understand that I am responsible for submitting itemized receipts for all 

authorized purchases at the time I return the credit card. I also understand that I will responsible for any 

unauthorized purchases.  

 

 

 

 

 

 

Directions: Complete all sections above the dashed line and submit 
                     your request to the School Business Administrator. 

Credit Card Requested: 

VISA 

Gas Card 

Wegmans 

Lowes 

Date(s) You Request to Have 
Temporary Custody of 
District Credit Card:  

   

Requested Maximum Dollar 
Value of Authorization:  
 

$ 

Purpose(s) of Request & Explanation & Description of Items/Services to 

be purchased:  

 

 

 

 

Is the requested purchase backordered?:   YES   or   NO   (circle one) 

Account Code: 

    
Signature of Person Requesting Authorization 

Credit Card Signed Out: 
 
Employee Signature                Date 
 
Accounts Payable Signature               Date 

 

The Above Request is (circle one):                      Approved                 Denied 
 
 
Signature of the School Business Administrator:                                                                                 Date: 

Credit Card Returned with Receipt(s): 
 
Employee Signature                Date 
 
Accounts Payable Signature               Date 

*NOTE: You must pick up a 

tax exempt form from 

Accounts Payable. The 

school district will not be 

responsible for any sales 

tax paid. 



2015                           5321-R 
 
Non-Instructional/Business 
Operations 

 

DISTRICT CREDIT CARDS - REGULATION 

Use of a district credit card shall be limited to expenses incurred in performance of the job 
function of the officer, board member or school employee. Officers, board members and school 
employees incurring expenses through the credit card shall be responsible for submitting 
itemized original receipts and charge slips to the Accounts Payable Department for every 
purchase identified that will be identified on the district’s monthly statement. Itemized receipts 
must be signed and dated by the officer, board member or employee making the purchase. If a 
receipt is lost or destroyed, it is the responsibility of the officer, board member or school 
employee to obtain a duplicate copy from the vendor as soon as possible. The district will only 
pay claims for which adequate documentation is provided. 
 
If adequate documentation is not provided the officer, board member or school employee shall 
be held personally responsible for the purchases made. 
 
Misuse of District Credit Card 
 
Misuse of the district credit card will result in disciplinary action as necessary and appropriate. 
At no time is a district credit card to be used to purchase alcoholic beverages or for a transaction 
that is strictly personal in nature. Any individual who makes an unauthorized purchase with a 
School District credit card shall be required to reimburse the School District for the purchase. 
 
Safeguarding of District Credit Cards 
 
Each employee shall sign a receipt for all credit cards placed in his/her custody and he/she shall 
take all necessary precautions to safeguard these card(s) against unauthorized use. 
 
The theft or loss of any card(s) must be reported by the officer, board member or school 
employee to the district credit card company and district office immediately. 
 
Use of Credit Card by Those Other Than Authorized Users 
 
The district credit cards may only be used by authorized users, except that in limited 
circumstances (such as travel to conferences, in emergencies, to make purchases from vendors 
that do not accept purchase orders, or in the event that an authorized user is unavailable), the 
School Business Administrator may authorize the temporary transfer of custody of the Credit 
Card by approving a Request for Use & Temporary Custody of a District Credit Card – Exhibit 
5321 – E.1. 
 
 
Adopted:  05/06/15:  



Committee Recommendations for Board of Education Review with Details (May 6, 2015)

Meeting Alt ID# Age Grade Committee Reason Decision Disability Recommended School

04/16/2015 9007 13:7 Ungraded CSE Reevaluation/Annual Review Classified Multiple Disabilities   Honeoye Central School

  Program/Service Start Date End Date Ratio Freq. Period Duration

Special Class 05/01/2015 04/30/2016 12:1+1 1 Daily 6 hrs

Speech/Language Therapy 05/01/2015 04/30/2016 Small Group 2 Weekly 30 mins

Speech/Language Therapy 05/01/2015 04/30/2016 Individual 2 Weekly 30 mins

Special Class 07/06/2015 08/14/2015 12:1+1 1 Daily 3 hrs

Speech/Language Therapy 07/06/2015 08/14/2015 Small Group 2 Weekly 30 mins

BOE Info: Recommendation: Continue special education programs and services per current IEP.

04/16/2015 03-43 17:0 11 CSE Annual Review Classified Learning Disability   Honeoye Central School

  Program/Service Start Date End Date Ratio Freq. Period Duration

Special Class 05/01/2015 04/30/2016 12:1+1 1 Daily 3 hrs

BOE Info: Recommendation: Continue special education services and supports per current IEP.

04/08/2015 13:11 08 Section
504

Annual Review Section 504 Limited Major Life Activity   Naples Jr/Sr High School

  Program/Service Start Date End Date Ratio Freq. Period Duration

Psychological Counseling
Services

05/01/2015 04/30/2016 Individual 1
Every 2
weeks

41 mins

BOE Info: Recommendation: Continue supports and services per current 504 Accommodation Plan.

04/08/2015 13:11 08 CSE Annual Review Classified Other Health Impairment   Naples Jr/Sr High School

  Program/Service Start Date End Date Ratio Freq. Period Duration

Integrated Co-teaching Services 05/01/2015 04/30/2016 1 Daily 41 mins

Integrated Co-teaching Services 05/01/2015 04/30/2016 1 Daily 41 mins

Resource Room Program 05/01/2015 04/30/2016 5:1 1 Daily 41 mins

Psychological Counseling
Services

05/01/2015 04/30/2016 Individual 1
Every 2
weeks

41 mins

BOE Info: Recommendation: Continue programs and services as indicated on the current IEP.
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04/29/2015 16:10 10 Section
504

Reevaluation/Annual Review Section 504 Limited Major Life Activity   Naples Jr/Sr High School

BOE Info: Recommendation: Continue accommodations as indicated on the 504 plan.

04/15/2015 5:8 Kdg. CSE Reevaluation/Annual Review Classified Learning Disability   Naples Elementary School

  Program/Service Start Date End Date Ratio Freq. Period Duration

Resource Room Program 05/01/2015 04/30/2016 5:1 1 Daily 40 mins

Occupational Therapy 05/01/2015 04/30/2016 Small Group 2 Weekly 30 mins

Physical Therapy 05/01/2015 04/30/2016 Individual 2 Weekly 30 mins

Speech/Language Therapy 05/01/2015 04/30/2016 Small Group 2 Weekly 30 mins

Special Class 07/06/2015 08/14/2015 12:1+1 5 Weekly 3 hrs

Speech/Language Therapy 07/06/2015 08/14/2015 Small Group 2 Weekly 30 mins

BOE Info: Recommendation: Continue special education services and supports per current IEP.

04/22/2015 3:5 Preschool CPSE Initial Eligibility Determination
Meeting

Classified Preschool Preschool Student with a

Disability  
Home

  Program/Service Start Date End Date Ratio Freq. Period Duration

Speech/Language Therapy 05/07/2015 04/22/2016 Individual 2 Weekly 30 mins

BOE Info: RECOMMENDATION: Student qualifies for special education related services as a Preschool Child with a Disability.

04/24/2015 15:10 10 CSE Annual Review Classified Learning Disability   Naples Jr/Sr High School

  Program/Service Start Date End Date Ratio Freq. Period Duration

Consultant Teacher Services 05/01/2015 04/30/2016
Direct and
Indirect

1 Weekly 1 hr

Resource Room Program 05/01/2015 04/30/2016 5:1 3
6 day
cycle

41 mins

Psychological Counseling
Services

05/01/2015 04/30/2016 Individual 1 Bi-weekly 41 mins

BOE Info: Recommendation: Continue programs and services as indicated on the IEP.

04/08/2015 08-30 11:11 06 CSE Annual Review Classified Other Health Impairment   Naples Elementary School

  Program/Service Start Date End Date Ratio Freq. Period Duration

Consultant Teacher Services 05/01/2015 04/30/2016 Direct and Indirect 1 Daily 30 mins

BOE Info: Recommendation: Continue classification and services as specified on current IEP.
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04/22/2015 05-25 18:0 12 Section
504

Annual Review Exited Limited Major Life Activity   Naples Jr/Sr High School

BOE Info: Recommendation: Discontinue Section 504 Accommodation Plan.

04/22/2015 08-62 16:8 11 CSE Annual Review Classified Other Health Impairment   Naples Jr/Sr High School

  Program/Service Start Date End Date Ratio Freq. Period Duration

Consultant Teacher Services 09/08/2015 04/30/2016 Indirect 1 Weekly 2 hrs

Resource Room Program 05/01/2015 06/26/2015 5:1 3 6 day cycle 41 mins

Psychological Counseling Services 05/01/2015 04/30/2016 Individual 1 6 day cycle 41 mins

BOE Info: Recommendations: Continue classification and services as specified on the IEP.

04/13/2015 00-01 18:6 Ungraded CSE Annual Review Classified Intellectual Disability   School of the Holy
Childhood

  Program/Service Start Date End Date Ratio Freq. Period Duration

Special Class 05/01/2015 04/30/2016 12:1+1 1 Daily 6 hrs

Occupational Therapy 05/01/2015 04/30/2016 Small Group 1 Weekly 1 hr

Speech/Language Therapy 05/01/2015 04/30/2016 Small Group 2 Weekly 30 mins

Special Class 07/06/2015 08/14/2015 12:1+1 1 Daily 5 hrs 30 mins

Occupational Therapy 07/06/2015 08/14/2015 Small Group 1 Weekly 30 mins

Speech/Language Therapy 07/06/2015 08/14/2015 Small Group 1 Weekly 30 mins

BOE Info: Recommendation: Continue special education programs and services as indicated on the current IEP.

04/29/2015 07-30 10:11 05 CSE Annual Review Classified Other Health Impairment   Naples Elementary School

  Program/Service Start Date End Date Ratio Freq. Period Duration

Integrated Co-teaching Services 05/01/2015 04/30/2016 1 Daily 45 mins

Integrated Co-teaching Services 05/01/2015 04/30/2016 1 Daily 45 mins

BOE Info: Recommendation: Continue program and services as indicated on the IEP.

04/24/2015 9342 5:3 PK CPSE Initial Eligibility Determination
Meeting

Classified Preschool Preschool Student with a

Disability  
Naples Elementary School

  Program/Service Start Date End Date Ratio Freq. Period Duration

Speech/Language Therapy 05/07/2015 06/26/2015 Individual 2 Weekly 30 mins

BOE Info: RECOMMENDATION: Student qualifies for special education related services as a Preschool Child with a Disability.
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04/08/2015 13:10 08 Section
504

Annual Review Section 504 Limited Major Life Activity   Naples Jr/Sr High School

BOE Info: Recommendation: Continue supports per the current 504 Accommodation Plan.

04/15/2015 9322 7:4 02 CSE Annual Review Classified Emotional Disturbance   Naples Elementary School

  Program/Service Start Date End Date Ratio Freq. Period Duration

Special Class 05/01/2015 04/30/2016 6:1+1 5 Weekly 6 hrs

Occupational Therapy 05/01/2015 04/30/2016 Individual 2 Weekly 30 mins

Psychological Counseling Services 05/01/2015 04/30/2016 Individual 1 Weekly 30 mins

Psychological Counseling Services 05/01/2015 04/30/2016 Small Group 2 Weekly 30 mins

Special Class 07/06/2015 08/14/2015 6:1+1 1 Daily 3 hrs

Occupational Therapy 07/06/2015 08/14/2015 Individual 2 Weekly 30 mins

Psychological Counseling Services 07/06/2015 08/14/2015 Individual 1 Weekly 30 mins

Psychological Counseling Services 07/06/2015 08/14/2015 Small Group 2 Weekly 30 mins

BOE Info: RECOMMENDATION: Continue special education services and supports per current IEP.

04/22/2015 6:8 01 CSE Annual Review Classified Other Health Impairment   Naples Elementary School

  Program/Service Start Date End Date Ratio Freq. Period Duration

Occupational Therapy 05/01/2015 04/30/2016 Small Group (2:1) 2 Weekly 30 mins

Physical Therapy 05/01/2015 04/30/2016 Small Group 1 Weekly 30 mins

Physical Therapy 05/01/2015 04/30/2016 Individual 1 Weekly 30 mins

BOE Info: Recommendation: Continue special education services and supports per current IEP.

04/29/2015 9:11 04 CSE Annual Review Classified Learning Disability   Naples Elementary School

  Program/Service Start Date End Date Ratio Freq. Period Duration

Integrated Co-teaching Services 05/01/2015 04/30/2016 1 Daily 30 mins

Integrated Co-teaching Services 05/01/2015 04/30/2016 1 Daily 1 hr

Speech/Language Therapy 05/01/2015 04/30/2016 Small Group (5:1) 2 Weekly 30 mins

BOE Info: Recommendation: Continue special education programs and services per current IEP.

04/22/2015 09-22 16:7 11 CSE Reevaluation/Annual Review Declassified Support
Services

Learning Disability   Naples Jr/Sr High School

BOE Info: Recommendation: Student is declassified and continues with a Declassified Support Plan.
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04/24/2015 9321 9:8 04 CSE Annual Review Classified Other Health Impairment   Naples Elementary School

  Program/Service Start Date End Date Ratio Freq. Period Duration

Integrated Co-teaching Services 05/01/2015 04/30/2016 1 Daily 30 mins

Integrated Co-teaching Services 05/01/2015 04/30/2016 1 Daily 1 hr

BOE Info: Recommendation: Continue special education supports and services per current IEP.

04/08/2015 08-45 12:7 07 CSE Annual Review Classified Learning Disability   Naples Jr/Sr High School

  Program/Service Start Date End Date Ratio Freq. Period Duration

Integrated Co-teaching Services 05/01/2015 04/30/2016 1 Daily 41 mins

Integrated Co-teaching Services 05/01/2015 04/30/2016 1 Daily 41 mins

Resource Room Program 05/01/2015 04/30/2016 5:1 1 Daily 41 mins

BOE Info: Recommendation: Continue programs and services as indicated on the current IEP.

04/29/2015 16:8 11 CSE Annual Review Classified Emotional Disturbance   Naples Jr/Sr High School

  Program/Service Start Date End Date Ratio Freq. Period Duration

Resource Room Program 05/01/2015 04/30/2016 5:1 1 Daily 41 mins

Psychological Counseling Services 05/01/2015 04/30/2016 Individual 1 6 day cycle 41 mins

BOE Info: Recommendation: Continue programs and services as indicated on the IEP.

04/13/2015 04-32 13:5 Ungraded CSE Reevaluation/Annual Review Classified Multiple Disabilities   School of the Holy
Childhood

  Program/Service Start Date End Date Ratio Freq. Period Duration

Special Class 05/01/2015 04/30/2016 12:1+1 5 Weekly 6 hrs

Music Therapy 05/01/2015 04/30/2016 Small Group 2 Weekly 30 mins

Occupational Therapy 05/01/2015 04/30/2016 Small Group (2:1) 2 Weekly 30 mins

Physical Therapy 05/01/2015 04/30/2016 Individual 2 Weekly 30 mins

Speech/Language Therapy 05/01/2015 04/30/2016 Small Group 1 Weekly 30 mins

Speech/Language Therapy 05/01/2015 04/30/2016 Individual 3 Weekly 30 mins

Special Class 07/06/2015 08/14/2015 12:1:1 1 Daily 5 hrs 30 mins

Music Therapy 07/06/2015 08/14/2015 Small Group 1 Weekly 30 mins

Occupational Therapy 07/06/2015 08/14/2015 Small Group (2:1) 1 Weekly 30 mins

Physical Therapy 07/06/2015 08/14/2015 Individual 1 Weekly 30 mins

Physical Therapy 07/06/2015 08/14/2015 Small Group (2:1) 1 Weekly 30 mins
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Speech/Language Therapy 07/06/2015 08/14/2015 Small Group 2 Weekly 30 mins

BOE Info: Recommendations: Continue programs and services as specified on the IEP at School of the Holy Childhood.

04/15/2015 11:11 06 Section
504

Initial Eligibility Determination
Meeting

Section 504 Limited Major Life Activity   Naples Elementary School

BOE Info: Recommendation: Student qualifies for an Initial 504 Accommodation Plan. Provide academic supports per current 504 Accommodation Plan.

04/29/2015 07-09 11:8 06 CSE Annual Review Classified Learning Disability   Naples Elementary School

  Program/Service Start Date End Date Ratio Freq. Period Duration

Integrated Co-teaching Services 05/01/2015 04/30/2016 1 Daily 41 mins

Integrated Co-teaching Services 05/01/2015 04/30/2016 1 Daily 41 mins

Resource Room Program 09/08/2015 04/30/2016 5:1 1 Daily 41 mins

BOE Info: Continue special education services and supports per current IEP.

04/14/2015 11-23 17:8 12 CSE Annual Review Classified Other Health Impairment   Naples Jr/Sr High School

  Program/Service Start Date End Date Ratio Freq. Period Duration

Consultant Teacher Services 05/01/2015 06/26/2015 Indirect 1 Weekly 1 hr 30 mins

Resource Room Program 05/01/2015 06/26/2015 5:1 3 6 day cycle 41 mins

BOE Info: Recommendation: Continue special education programs and services as indicated on the current IEP.
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