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	TITLE
	USE OF COMPANY CREDIT CARDS


	1  Background


	This policy covers the guidelines and rules around company credit cards issued to staff in order to enable card holders pay for approved company expenditure for items such as travel, hotels, subsistence, conference-related items, meetings and entertainment. All expenditure must be in line with Expenses - staff policy.


	2  Objectives


	Abbeyfield is committed to providing services that enhance the quality of life for older people and developing services that will meet the needs of future generations. This commitment is based on the Mission and Values of Abbeyfield. Abbeyfield will also comply with all relevant and current legislation.



	3   Scope
	This policy is for the centrally managed operation, regional and divisional management and for volunteer regional strategy based roles. The scope of use does not include the areas covered by the procurement card policy.


	4  Policy

4.1
	Who can be issued this card

This card is aimed at senior managers who are deemed to have to incur regular company expenditure within their core duties, which is not covered by the procurement card policy or our normal supplier payment processes. Occasional expenditure in a year will not qualify someone. If someone meets these guidelines, it is still at the judgement of the line Director to approve an application for a card. If these guidelines are not met, a card will not be issued.
 

	4.2
	Authorisation to have a credit card

A formal request for a person to be a credit card holder needs to be made by email to the Receipts & Payments Manager by the Line Director.
Process:

· The individual applying will be sent a Barclaycard form by the Receipts & Payments Manager.

· The completed forms are to be sent to the Receipts & Payments Manager who will require the applicant’s Line Manager and Line Director to authorise it and also propose the limit described within Section 4.3 below. 
· All applications will additionally require: 

· The applicant’s name to be verified by Payroll/Divisional HR managers as working for Abbeyfield.

· The applicant needs to have completed their probation period.

· These card applications will then be authorised by the Director of Finance and forwarded to Barclaycard.

· The bank then forwards the card to the Receipts & Payments Manager who forwards it on to the individual. This process can take up to three weeks.
· The cards and relevant PINs are sent separately by Special Delivery with the policy documents and letter. An email is sent by Receipts & Payments to inform the recipient cc HR that the card has been dispatched – asking for confirmation of receipt and confirmation that the policy has been read and understood.

· Non confirmation within two weeks by the applicant of card receipt and policy acceptance will result in the card being cancelled by the Receipts & Payments team.

· A record of all credit card numbers, date of receipt and policy acceptance is held and recorded by the Receipts & Payments team within Finance.


	4.3
	Credit card limits

The limit on the cards is set at the discretion of the Finance Director and CEO.

Appropriate limits can be suggested by the proposers up to £2,000. The limits on existing cards can be increased on a permanent or temporary basis if authorised as per the controls stated above.


	4.4
	Use of credit card

The credit card is intended to enable cardholders to pay for approved company expenditure for items such as travel, hotels, subsistence, conference related, meetings and entertainment. This card is not to be used in place of a procurement card in any circumstances.


	4.5
	Responsibilities of a credit card holder

· All receipts must be kept in order for them to be reconciled against expenditure on the Barclaycard cardholder’s monthly statement.
· A copy of the monthly statement will be sent to the relevant members of staff once received by Head Office. It is the individual’s responsibility to attach all relevant receipts and code all expenditure on the monthly statement.
· These monthly expense statements must then be authorised by the line manager and returned to the Receipts & Payments Manager for processing within 5 working days of every month. This includes NIL returns, though a NIL return need not be authorised.
· Non-compliance with the above process may result in card withdrawal at the discretion of the Finance Director and Receipts & Payments team if returns are consistently late or inaccurate.
· If the credit statements are not returned on a monthly basis, management has the right to give two warnings before withdrawal of the facility. This withdrawal will be for a minimum of six months, being at the Finance Director / CEO discretion to reinstate the card. The Receipts & Payments team will handle the withdrawal actions when required.
· Where a cardholder is not clear on the use of a card, they should seek appropriate clarification.

· A cardholder must not use the card for personal expenditure or to withdraw cash for personal use

· It is the cardholder’s responsibility to ensure that the company funds are spent prudently. 

Responsibilities of Line Manager

· It is the responsibility of the line manager to check the accuracy of the expenditure, to ensure returns are completed monthly and to check that the expenditure is in line with current policies.

Responsibilities of Finance Department

· A copy of the monthly statement will be sent to the relevant members of staff once received by Head Office
· The monthly statement with all cards individually itemised is given to the Finance Director for authorisation.

· A record is kept of the return on expenditure

· All transactions are posted as detailed on the return of expenditure into QL by R&P Team. 

· Non return of expenditure results in the costs sitting on suspense.



	4.6
	Security of the Card

The cardholder is responsible for the security of the card. The card must be kept in a secure place at all times.  The cardholder is the only authorised user of the card; the card must not be loaned to a third party to make purchases or to withdraw cash. 

Cards are issued with a PIN number; under no circumstances can the PIN be disclosed to anyone other than the cardholder.  The PIN must not be written down or stored in an easily recognizable form, e.g. in reverse, nor should it be a commonly known number associated with the member of staff or the house/home, e.g. a date of birth or telephone number.

Cards must be safeguarded against loss and theft at all times.


	4.7

4.7.1


	Lost or Stolen Cards

If the Company Credit Card is lost or stolen, the cardholder should immediately notify Barclaycard (Telephone: 0844 8222140).  

Personal Liability for Lost or Stolen Cards

The cardholder must advice Barclaycard and the Receipts & Payments Manager as soon as they become aware that the card is no longer in their possession.  If the card is found to be lost or stolen as a result of the cardholder’s negligence, then the cardholder may be liable for part or all of any loss incurred as a result.

	4.8
	Personal Use of the Credit Card

The Company Credit card is provided for genuine business use only.  It is not intended, and must not be used, for personal expenditure or to withdraw cash.


	4.9
	What happens if a cardholder leaves Abbeyfield?

· If a cardholder resigns their position, on or before their last working day: 
· the card should be returned to the Line Manager. 
· the line manager must return the card to their HR officer.
· HR will destroy the card and notify the Receipts & Payments team.
· HR will update personnel records to state the card has been returned
· Receipts & Payments Manager will contact the card issuer to confirm the card is no longer in use.
· 

	4.10
	Audit 

The Company reserves its absolute right to audit the use of any credit card issued to any party at any time.  Audits may be conducted without any notification to the Cardholder.

	4.11
	Non-Compliance with this Policy

Abbeyfield views the misuse of Company Cards as very serious.  Abuse of the Company Card may lead to formal disciplinary action up to and including dismissal.  Abbeyfield, in its absolute discretion, has the right to notify the Police and to instigate criminal proceedings against any person thought to be acting fraudulently.


	5  Finance / Value for Money & Social Value 
	N/A

	6  Supporting 

    Appendices


	N/A

	7  Linked

     Policies
	Expenses – Staff Policy

	8  Legislation / Regulation

	N/A

	9  Review
	Every 3 years, subject to any regulatory or legislative updates.



	10  Procedure/
Guidance
	

	11 Supporting 

    Appendices


	N/A
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