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1. [bookmark: _Toc105080741]Policy Objective
To document the Corporate Purchasing Card Policy and associated procedures that will ensure the effective implementation, use and administration of purchasing cards within the City of Greater Dandenong.
2. [bookmark: _Toc105080742]Background
The Purchasing Card system is an alternative purchasing and payment mechanism.  

The main objectives of the purchasing/corporate card are to:

· provide efficiencies in the procurement of high volume but low value (for e.g. $5,000 or less) purchasing transactions which reduce the reliance on petty cash and the number of small orders that are raised each month.
· reduce Councils internal costs by streamlining internal purchasing, receipting and payment systems and reducing the number of suppliers dealt with.

The development of this Policy will ensure that Council officers that have been issued with purchasing cards and their Managers and Directors clearly understand the responsibilities that are associated with holding such a card.  By clearly outlining the applicable responsibilities this will minimise the risk of unauthorised or inappropriate use of such cards.  Furthermore, should an officer attempt unauthorised purchasing, adequate controls will be in place to limit such purchases and to promptly highlight these to the appropriate Council officers.
3. [bookmark: _Toc105080743]Scope
This policy applies to all employees of Greater Dandenong City Council who have been issued with a Council purchasing card and all supervisors of the abovementioned cardholders.

Cardholders and their Managers are responsible for adherence to this policy, ensuring internal control procedures are followed to reduce the risk of fraudulent or inappropriate use of Corporate Purchase Cards.

This policy should be read in conjunction with the Procurement Policy and Procurement Guidelines
4. [bookmark: _Toc105080744]DEFINITIONS 
Unless otherwise specified within this policy, the following words and phrases are defined to mean the following in terms of this policy.

	Description
	Definition

	Cardholder
	The person in the organisation to whom the Purchasing Card is issued. The card is embossed with the person's name and bears their signature.

	Credit Limit
	Monthly limit that applies to each individual card. Once reached card will cease to work until the following calendar month.

	Flexi Purchase
	The National Australia Bank system (provided by Fraedom) to manage the acquittal of purchasing card transactions.

	Council business expenditure
	Are bona fide business transactions that are required by a cardholder undertaking normal duties in the course of their employment with Council and would otherwise be undertaken by purchase order or petty cash.

	Financial Delegate
	Council or staff member with an approved Financial Delegation.

	NAB
	National Australia Bank (NAB) – card issuer.

	Personal Expense
	Any expense that is not related to the Council’s business operations. 

	Purchasing Card Administrator
	The staff member responsible for administration of Councils purchasing card system.

	Purchasing Card
	In this policy refers to cards issued for use by City of Greater Dandenong employees on which liability for charges attaches to Council for which the cardholder works rather than to the individual cardholder.

	Supervisor
	The staff member’s supervisor who is assigned in Flexi Purchase to approve purchasing card transactions.

	Tax Invoice
	Proof of payment containing the following information: 
 The supplier’s ABN 
 The name of the supplier 
 GST Inclusive price of the taxable supply 
 The words ‘Tax Invoice’ 
 The date of issue, and 
 A brief description of each item supplied



5. [bookmark: _Toc105080745]Policy
The following policy provisions apply:
[bookmark: _Toc105080746]5.1	ALLOCATION OF PURCHASING CARDS
Council officers will only be issued with a purchasing card once approval has been received from both their respective Manager and Director.

Purchasing cards are available to authorised Council employees provided they have a legitimate business need.  The following worker types are not authorised to hold a purchasing card: 

· Independent Contractors: 
· Labour Hire workers or temporary personnel placed with the City by a temporary agency.
· Employees denied a purchasing card through the application process.
· Employees who have not signed the Cardholder Acknowledgement of Conditions of Use Form
· Suspended employees.
· Terminated employees; and 
· Student or work experience placements


[bookmark: _Toc105080747]5.2	USAGE OF PURCHASING CARD
Purchases must only be made for appropriate Council business-related purposes (Council Business Expenditure). in accordance with the Local Government Act 2020, the Council’s Corporate Purchasing Card Policy, and the Procurement Policy and Procurement Guidelines.

Under no circumstances should a purchasing card be used for any personal purposes or prohibited purchases (Appendix A) whatsoever.

The cardholder must not split purchases into smaller amounts to circumvent normal quotation or purchasing card thresholds.  

Inappropriate use of a purchasing card may result in the cancellation of the card and initiation of disciplinary action, which could result in termination of an officer's employment.  Cardholders must comply with any terms and conditions of use provided by the card issuer and should follow the guidelines and recommendations of the issuing institution

Delegation of a card to anther user

Where a cardholder chooses to delegate to another officer the ability to make a phone purchase using their card, they do so at their sole discretion and retain full accountability for all expenses incurred on the card.  For this reason, it is recommended that a signature, authorising use of the card, is obtained prior to each purchase transaction.  Under no circumstances should an officer delegate use of their card for an over-the-counter purchase or during periods of leave.

[bookmark: _Toc105080748]5.3	LEAVE AND EXTENDED LEAVE
Where leave taken is greater than four weeks, cardholders must hand in their Corporate Purchasing Card to their Manager/Supervisor or the Purchasing Card Administrator in the Financial Services Unit.

When a cardholder takes leave for more than three months the Purchasing Card will temporarily be suspended for the period of absence.  

[bookmark: _Toc105080749]5.4	TRANSACTION AND CARD LIMITS
The credit limit on any purchasing card will be limited to (Inclusive of GST);

	Cardholder category
	Monthly limit

	Chief Executive Officer
	$10,000

	Directors/Executive Managers
	$5,000

	Mayor and Councillors Office Coordinator
	$5,000

	Emergency Management
	$5,000

	IT Coordinator/service desk (or equivalent)
	$5,000

	Prosecutions Coordinator (or equivalent)
	$3,000

	Managers
	$2,000

	Other staff *
	$2,000



* Limited to $2,000 per month based on Manager and Director discretion.

Each officer's credit limit shall be tailored to their respective departments purchasing needs up to this maximum.  These may be adjusted as necessary, subject to review and approval by the Chief Financial Officer.  There is no individual transaction limit on the purchasing card. 

CEO purchasing card transactions will be approved by the Manager Governance, Legal and Risk.

Purchasing cards do not allow the issue of cash advances from bank branches, merchants, or ATMs.

Transactions must not be incurred through inappropriate vendors (i.e. those in conflict with the Council’s contracted supplier relationships or procured through vendors which might expose the Council to potential reputational damage). 
[bookmark: _Toc105080750]5.5	AMENDMENTS TO MONTHLY CREDIT LIMITS
A cardholder may apply for a variation to the credit limit as a temporary variation. 

Short term variations to the monthly limits may be granted in special circumstances and must be:

· supported by a business case detailing the reason varying monthly limit, forthcoming purchases expected and amount to justify the need for variation.
· approved by two authorising officers – the responsible Director/Executive Manager and the Chief Financial Officer.
· an authoriser cannot authorise variations for their own purchasing card limits.
· Not greater than the positions financial delegation.
[bookmark: _Toc105080751]5.6	FINANCIAL DELEGATIONS
The City of Greater Dandenong’s financial delegations (instrument of delegation) will be aligned to the approved individual purchasing card limits to support efficient and effective procurement and purchasing of low value and high-volume transactions.  Cardholders must hold a Financial Delegation to make transactions on a Purchasing Card.

· Cardholders must hold a Financial Delegation to make transactions on a Purchasing Card. 
· The appropriate Financial Delegation should be submitted to the Chief Executive Officer at the same time as the Request for a Corporate Purchasing Card is submitted.
· Financial delegations are verified and reviewed by the purchasing card administrator at the time of request.  Periodic reviews are also to be undertaken.
[bookmark: _Toc105080752]5.7	RECEIPTS AND DOCUMENTATION FOR EVERY PURCHASE
Cardholders must obtain valid tax invoice in support of transactions as Council cannot claim the GST credit for purchases over $82.50 (GST inclusive) without a valid tax invoice.  Please contact suppliers for original tax invoices if necessary.  Transactions without GST do not require a valid tax invoice; however, an invoice or receipt must still be obtained.  Transactions in this category would normally be for purchases from overseas, GST free supplies, or from smaller suppliers not registered for GST.

Please refer to Appendix E – Appropriate Documentation to Support transactions.

6. [bookmark: _Toc105080753]Responsibilities 
[bookmark: _Toc105080754]6.1	RESPONSIBILITIES OF THE PURCHASING CARDHOLDER
Conditions of use

Adhere to the City of Greater Dandenong Council policy on the use of cards. 

Prior to being issued with a card, you must: 
· Complete the “Request for Purchasing Card” online form (Appendix B).
· Complete the National Australia Bank Card application form online form (Prefilled from the “Request for Purchasing Card” form).
· Complete 100 Point Cardholder Identity check.
· Complete the cardholder training, including Flexi Purchase system training. 
· Receive and understand the “Purchasing/Corporate Card Policy”.
· Complete the “Cardholder Acknowledgement and Undertaking” online form (Appendix C).

Reconciliation

It is the responsibility of the cardholder to provide sufficient tax invoices or documentation to justify all expenditure incurred on their purchasing card.   An electronic funds transfer at point of sale (EFTPOS) receipt is not adequate, as it does not itemise what a cardholder purchased.  Refer Appendix E for sufficient documentation samples.

All expenditure that includes GST must comply with relevant GST legislation (i.e. a compliant tax invoice).

Responsibility for the use of the card rests with the cardholder.  When the cardholder signs the City of Greater Dandenong Cardholder Acknowledgement and Undertaking Form online (Appendix C), they are agreeing to protect the card and adhere to the policies and procedures of this Policy.  The cardholders and Purchasing Card Approver's within each department are responsible for the integrity and accuracy of their department's purchasing card purchases.

Cardholders must ensure that the card is not used for any unauthorised or inappropriate purchases. Cardholders must also keep their card and associated Personal Identification Number (PIN) safe and to adhere to banking policy at all times.

For example, the cardholder must be aware of potential risks in distributing their card and PIN number or other associated details to anyone else.

Ensure all expenditure incurred is directly related to the requirements of their position within the Council and are in accordance with their financial delegation.  Cardholders must maintain an up-to-date knowledge of the purchasing card policy and other related procurement policies at all times.

At the end of each month the cardholder must reconcile the current month transactions in the card expense management system (Flexi Purchase) and attach the relevant documentation (tax invoices).  This information must then be forwarded to their manager for approval.  If cardholders are consistently late in reconciling the monthly transactions the Chief Financial Officer has the discretion to suspend or cancel their respective card.  

Non-compliance with purchasing card transaction acquittals timing is set as follows:
· 30 days late = email reminder.
· 45 days late = email reminder to Cardholder and their Manager.
· 60 days late = card limit reduced to zero until acquittal completed. 

Electronic file of the approved transactions is indefinitely stored in Flexi Purchase.

Cardholders are at no time to use their card in conjunction with any rewards programs for personal benefit.  There shall be no personal gain whether it is monetary or other reward when using the purchasing card.  Refer to (Appendix A) for Prohibited Purchases.

Cardholders must at all times ensure that all purchases on the card comply with applicable Council policies including Council's Procurement Policy.

Cardholders must complete the online “Request for cancellation of the purchasing card” online form (Appendix D) and return the purchasing card to the Council’s Purchasing Card Administrator upon cessation of employment with the Council.  During periods of absence (exceeding four weeks) the card must be handed in to either their Manager/Supervisor or to the Purchasing Card Administrator in the Financial Services Unit.  Where leave is greater than three months, the card will be suspended temporarily.  (Refer to Leave and Extended Leave section in this policy).

Disputed Transactions

The purchasing cardholder must respond immediately to the service provider (NAB) in the event of loss or theft of the card.  NAB contact details will be provided to the purchasing cardholder at the time the card is issued.  In addition, the Purchasing Card Administrator in the Financial Services Unit must also be advised as soon as possible of the loss or theft of an officer's card. 

Any disputed transactions must be referred to the supplier in the first instance and then escalated to the Purchasing Card Administrator if reconciliation is not feasible.  The bank must also be notified by completing the dispute form (available in Flexi purchase system) of any disputed transactions as soon as possible.  The Purchasing Card Administrator can assist with this process to ensure appropriate dispute procedures are instigated with the NAB as soon as practicable.


[bookmark: _Toc105080755]6.2	SUPERVISOR RESPONSIBILITIES
The following supervisor responsibilities form part of the conditions of use of the Purchasing Card Policy. 

The nominated purchasing card supervisor agrees to:

· Monitor and satisfy themselves of the appropriateness of all expenditures incurred by purchasing cardholders under their supervision prior to approving all transactions (failure to adequately review and monitor transactions of subordinates may result in disciplinary action being taken with respect to the supervisor).
· An approver must not approve transactions that relate specifically to themselves or subordinate transactions to another cardholder to circumvent normal approval channels. 
· Ensure timeliness of all approvals (prior to end of month).
· Provide the Purchasing Card Administrator with details of any suspected inappropriate card transaction activity.
· Only delegate approvals to a recognised employee within the same financial delegation band as themselves. 
· Business Unit Managers are to conduct spot checks on purchases by subordinates to ensure validity and compliance with procedures 
[bookmark: _Toc105080756]6.3	RESPONSIBILITIES OF PURCHASING CARDHOLDER'S MANAGER/DIRECTOR/EXECUTIVE MANAGER 
Managers and/or Directors/Executive Managers of officers holding a Council Purchasing Card are responsible for the following: 

· Approval of cardholder applications. 
· Setting of monthly credit limits that accord with this policy.
· Ensuring their department cardholder delegations are current and are to advise the Purchasing Card Administrator of any cards to be cancelled.
· Analysing monthly transactions and pursue any irregular or unusual transactions with the respective cardholder to ensure compliance with all Council policies.
· Follow up cardholders delaying the coding/approval of their transactions.
· Follow up cardholders with flagged transactions. Flexi purchase system flags the prohibited purchases with colour codes.

[bookmark: _Toc105080757]6.4	RESPONSIBILITIES OF PURCHASING CARD ADMINISTRATOR
The responsible Purchasing Card Administrator in Council is the Coordinator Financial Accounting in the Financial Services Department. 
The responsibilities of the purchasing card administrator include: 

· Requesting purchasing cards from the service provider upon receipt of correctly completed documentation from prospective cardholders.
· Records Management receives the card and PIN, records the receipt of it on their register and informs the card holder for collection (held in safe by records until collection), cardholder must sign the register and collect the card and PIN.  Once it has been collected then the cardholder must sign the Cardholder Acknowledgement and Undertakings form (Appendix C) and return to Coordinator Financial Accounting.  All signed forms stored in Objective.
· Un-mapped card report generated by Flexi Purchase system on the 24th day of each month and emailed to the Flexi Purchase system administrator.  This report lists the new cards issued during the month, control account and fee account, which has not been linked to an employee in the system.  Coordinator Financial Accounting reviews and comments on un-mapped cards report and forwards to the Chief Financial Officer for approval. 
· Monitoring all transactions through the electronic download received from the service provider and advising the cardholder's Manager of transactions that may not conform to the guidelines stated in this Policy.
· Ensuring that an appropriate response is received from the cardholder's Manager on any queries made on a transaction and informing the Chief Financial Officer if such a response is not forthcoming or the response is considered unsatisfactory. 
· Immediately informing the Chief Financial Officer of any concerns that may arise from time to time in the operation of the purchasing card system; and 
· Following up with the service provider on any disputed transactions that are not recognised by the cardholder. 
· Document and prepare exception and standard reports used on a regular basis.
· Verify that cardholder transactions and limits are within approved guidelines.
· Ensure all outstanding transactions of a terminated employee have documentation to substantiate transaction. 
· Conduct spot checks on purchases by reviewing monthly statements to ensure validity of the transaction, compliance with GST legislation and council policies.
· Forward the quarterly report on “Supplier Spent” to contracts unit for review the compliance with council policy.
· Periodically review data regarding card activity and notify the appropriate cardholder regarding cards that have not been used during the past 12 months. The review of inactive purchasing cards is important to ensure that inactive cards have not either been misplaced or exposed to the risk of inappropriate use.


7. [bookmark: _Toc105080758]Response to the Overarching Governance Principles of the Local Government Act 2020
This policy considers the overarching governance principles outlined in section 9 of the Local Government Act 2020.  Also, in giving effect to the overarching governance principles above, Council has also considered
the following supporting principles (with Act references) in the Purchasing Card Policy in particular:

· the financial management principles (section 101).
· financial polices (section 102).
· accounts and records (section 105).

Council’s procurement activities shall be carried out to the professional standards in accordance with best practice and in compliance with the Act and applicable policies and procedures including Codes of Conduct for Councillors, Council staff and others. 

Compliance will be monitored by Council’s Financial Services department and minor issues will be appropriately addressed by Council staff in leadership positions.  Where required, significant compliance issues will be reported to the Audit and Risk Committee and Council.

The three year review and approval of this policy ensures the transparency of Council decisions, actions and information in relation to the usage and administration of purchasing cards.

8. [bookmark: _Toc105080759]Charter of Human Rights and Responsibilities Act 2006 – Compatibility Statement
The Charter of Human Rights and Responsibilities Act 2006 has been considered in the preparation of this policy but is not relevant to its contents. You must explain why you have come to this conclusion.

9. [bookmark: _Toc105080760]Response to the Gender Equality Act 2020
Council’s Diversity, Access and Equity Policy and the Gender Equality Act 2020 have been considered in the preparation of this policy. While it is predominantly administrative in its nature and does not have the potential to influence broader social norms and gender roles, this policy contains considerations for all gender groups.

10. [bookmark: _Toc105080761]Consideration of Climate Change and Sustainability
One of the overarching governance principles of the Local Government Act 2020 is that the economic, social and environmental sustainability of the municipal district, including mitigation and planning for climate change risks, is to be promoted. 

Council’s Declaration on a Climate and Ecological Emergency, Council’s Climate Change Emergency Strategy 2020-2030 and the requirements of the Local Government Act 2020 in relation to the overarching governance principle on climate change and sustainability have been considered in the preparation of this policy.

Council will support sustainability through its purchasing activity and prioritise purchases that minimise waste generation and maximise energy efficiency, water conservation and reductions in greenhouse gas emissions. Council will monitor and report on Council procurement activities and programs that have an impact on or contribute to the wellbeing and sustainability of the environment.

11. [bookmark: _Toc105080762]REPORTING, Monitoring and Review
This policy is subject to amendment at any time if required and is to be reviewed at least once in every three years.

Purchasing card allocation and purchasing limits are to be reviewed at the same time as the policy review or as required by changes in the business that warrant such a review.  Variations to this policy will be subject to Executive Management approval.

Routine review of issued cards, specifically to verify that purchasing cards are issued to staff with an identified business requirement and appropriate financial delegation (to purchase goods or services on behalf of the council) and to ensure that each Cardholder is still the appropriate recipient of a card (includes corporate purchasing card activity to identify inactive or under-used cards that may warrant cancellation).

Independent periodic monitoring and review of purchasing card use, management and overall performance across the council, the applicable billing cycle and standardising the approval, acquittal and authorisation of transactions, the retention of appropriate supporting documentation (including electronic documentation) to be retained in connection with the use of credit cards.  This should include information about actions to be taken where the appropriate supporting documentation is unavailable or has been misplaced, or for unusual transactions that might require more than standard supporting documentation

Chief Executive Officer 

Full corporate purchasing card transaction history for the respective financial year will be presented to the Audit and Risk Committee for periodic review.



12. [bookmark: _Toc105080763]References and Related Documents
Legislation 

· Local Government Act 2020

Related Council and Other Policies, Procedures, Strategies and Guidelines 

· Audit Reports and Audit and Risk Committee
· Greater Dandenong City Council Procurement Policy (and Guidelines)
· Greater Dandenong City Council Expenses, Support and Accountability Policy
· Greater Dandenong City Council Annual Financial Statements
· Greater Dandenong City Council Annual Budget
· Greater Dandenong City Council Conflict of Interest Policy
· Greater Dandenong City Council Councillor Code of Conduct
· Greater Dandenong City Council Fraud and Corruption Control Plan

Related Documents 

The following forms are associated with the administration of the purchasing card system and are to be submitted online.  Each appendix provides a sample only for information purposes.

· Appendix A – Schedule of Prohibited Purchases
· Appendix B - Request for New Purchasing Card Online Form - This online form is to be completed by the appropriate Manager and Director/Executive Manager when requesting a new purchasing card for a Council officer. 
· Appendix C - Cardholder Acknowledgement and Undertaking Online Form - This form is to be completed by the purchasing cardholder when they initially collect their card.
· Appendix D - Request for Cancellation of Purchasing Card Online Form - This online form is to be completed by the purchasing cardholder and their respective Manager when the purchasing card needs to be cancelled or has been stolen or lost. 
· Appendix E - Appropriate documentation supporting transactions (Attachment E)
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APPENDIX A
	
Schedule of Prohibited Purchases




Prohibited Payment methods/other

Automatic periodic debit authorities - Where the merchant automatically debits your card on a set date until you tell them to stop.

Bank cheques, travellers cheques or money orders (purchase of)

Cash advances - Cash must not be withdrawn from the Council Purchasing Card 

Paypal  - whilst PayPal can be an effective method of payment for certain purchases. Its use creates an increased risk as the purchasing card is required to be linked to a Paypal account, which could result in the officer’s personal expenses being recorded with Council’s transactions.  If there is a valid business case for the use of PayPal, this must be reviewed and approved by the Chief Financial Officer.

Prohibited purchases

Alcohol purchases – (without prior written approval from the relevant Director or Chief Executive Officer).

Capital Assets - any tangible item costing $3,000 or more with expected useful life more than one year. Example: A piece of office equipment, costing $4,000 with an expected useful life of five years.

Employee Benefits - The Council Purchasing Card must not be used for employee benefits including, but not limited to:
· Airline Club and/or Frequent Flyer Memberships.
· Child Minding Expenses.
· Clothing unless covered by employment conditions i.e., safety clothing, uniforms.

Entertainment (personal)

Expenditure from Non-Contracted Suppliers where a Contracted Supplier Relationship exists.  The Council Purchasing Card must not be used for purchasing goods and/or services from external suppliers where existing contracts are already in place.

Fines such as library or parking fines (staff members and visitors).

Fuel purchases - Except hire cars, new Council vehicles waiting issue of a fuel card, in an infrequent manner or in emergency situations.

Gift cards – gift cards for example, Apple iTunes, Westfield, Hoyts/Village etc are prohibited unless authorised under Council’s Reward and Recognition program or for delivering Council related services/events.

Gratuities / Tips - The Council Purchasing Card must not be used for tips/gratuities within Australia.

APPENDIX A - CONTINUED
	
Schedule of Prohibited Purchases – continued



chases
Insurance e.g., personal insurance policies, including professional indemnity for work outside normal Council duties, or involving private outside earnings.  Only the Council’s Risk Management area is to arrange insurance cover on behalf of the Council. 

IT software – are prohibited and must adhere to licensing agreements and regulatory standards. These purchases are better managed through formal procurement processes and must be coordinated with the Digital Technology department.  The Chief Information Officer can approve exceptions if needed.

Personal transactions - The Council Purchasing Card must only be used for official Council business.  Personal expenses must not be charged to the Council’s Purchasing Card except in the case of a genuine emergency and reimbursement must be made within 14 days and be separately signed off by supervisor.  Where an expense incurred by the cardholder comprises both official Council business and personal expenditure, the personal expenditure must be paid separately by the cardholder and only the portion that relates to the Council be charged to the Purchasing Card.

Regular and recurring expenditure - Expenditure including but not limited to waste management, electricity accounts, laundry services or other expenditures of a recurring nature must be paid through Council’s finance (accounts payable) system.  For example: A software maintenance agreement that must be paid once a year. Since you pay the maintenance every year this is a recurring purchase and must be established as a purchase order and cannot be paid on the purchasing card.

Reward programs - cardholders are at no time to use their card in conjunction with any rewards programs for personal benefit.

Staffing (Agency Hire, Temporary Staff or Contractors) - The payment of employees must at all times occur through the Council’s payroll or accounts payable systems.  The payment of agency hire, temporary staff and contractors must occur through the Council’s finance system and in accordance with procedures established for the engagement and payment of such ‘staff’.

Used at auctions or for used equipment on EBay.  Please contact Procurement Services for assistance with these types of purchases

Prohibited Purchases and or notifications are flagged in Flexi Purchase as per below colour codes.
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APPENDIX B
	
Purchasing Card Form
Request for New Purchasing Card




	Name of card holder
	

	Title of card holder
	

	Department
	

	Reason for RequestSAMPLE ONLY Complete online


	

	Financial Delegation*
	
Yes / No       

Amount  $

*Note: At the time of applying for Council’s purchasing card, the card applicant must have an approved financial delegation in accordance with instrument of delegation.


	Monthly Limit Required *
	
Amount $ 

* Note: Monthly limit must be selected appropriate to the cardholder's purchasing needs and in accordance with policy.


	
Authorisation


……………………………………………
Department Manager’s Signature


……………………………………………
Department’s Director/Executive Manager Signature
	



…………………………..
Date

…………………………..
Date





APPENDIX C
	
Purchasing Card Form
Cardholder Acknowledgement and Undertaking




I, ……………………….....................…………………………….,
(Full name (print) of Purchasing Cardholder) 

Acknowledge receipt of Purchasing Visa Card Number 4715 _ _ _ _  _ _ _ _  _ _ _ _ and agree to abide by the following conditions: 

· I have received a copy of the Purchasing Card Policy and forms and I am aware of my responsibilities and duties as a purchasing cardholder,
· I acknowledge that my misuse of the Purchasing Card will carry penalties including the cancellation of the issued Purchasing Card and in cases of serious misuse immediate termination of employment and/or legal action.SAMPLE ONLY Complete online


· I undertake to keep the Purchasing Card and its associated Personal Identification Number (PIN) safe from unauthorised use at all times.
· I undertake to return the Purchasing Card to the Purchasing Card Administrator upon request.  The Purchasing Card will be returned to the Purchasing Card Administrator upon my resignation, or prior to me assuming duties in another position which no longer warrants use of the card facility.
· I also undertake to advise the National Australia Bank (NAB) by telephone (1800 033 103) immediately that I am aware that the Purchasing Card has been lost or stolen or that the integrity of the assigned PIN has been compromised and that I will also advise the Purchasing Card Administrator in such an event.
· Use the Flexi Purchase Card system to allocate all transactions to appropriate account numbers within the timeframe set by the Finance Department and attach invoices.
· Retain tax invoices and receipts for all purchases and allocate GST correctly via the corporate card navigator system, so GST can be claimed by Council. I will also have this information available for regular audits by the Finance Department. 
· Inform the Finance Department of any mislaid invoices and record the purchase for future reference. I understand that continual mislaying of invoices and/or not allocating credit card transactions as per the Finance Departments timeframe may lead to my card being suspended or cancelled. 
· Provide details of any Fringe Benefits Tax (FBT) applicable to transactions in the Flexi Purchase Card system for expenditure relating to entertainment or travel and the percentage of FBT applicable to each receipt. 
· I acknowledge that I have a monthly limit of: $ ................................ 

Cardholder’s Full Name (print): …………………………………….............…….......................................................
Cardholder’s Signature: …………………………………………………..............Dated................................................
Witness’ Full Name (print): …………………………………………………..................................................................
Witness’ Signature: …………………………………………………....................Dated..................................................

APPENDIX D
	
Purchasing Card Form
Request for Cancellation of Purchasing Card





	Name of card holder
	

	Department
	

	Reason for Cancellation

	SAMPLE ONLY Complete online



	If the Card been lost or stolen has the NAB been advised? *
	Yes / No 


	Is a replacement card required?
	Yes / No 

	

……………………………………………
Cardholder’s Signature


……………………………………………
Departments Manager’s Signature

	

…………………………..
Date


…………………………..
Date

	Purchasing Card Administrator Use Only 
Purchasing Card No. .................................................................... . 
NAB Confirmed Cancellation .................... Date ........................ 
Initials ............................... 





APPENDIX E
	
Appropriate documentation to support transactions
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