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Government Purchase Card
Conditions for Schools

Government purchase cards are issued by the Programme Administrator to an agreed list of users.  The users are required to comply with the attached guidance.  This guidance is necessary to ensure that adequate records are maintained for tax and vat purposes and that there is sound financial management and corporate governance.

The issue and use of a purchase card is subject to council’s financial regulations.  The following sets out the key areas of responsibility which are explained in more detail in the attached annexes: - 

The Programme Administrator will - 

· Issue guidance on the accounting for and use of charge cards
· Authorise users and set the card credit limit and transaction limit
· Authorise which product/merchant category for each card issued
· Establish, implement and monitor accounting procedures for cards
· Act as the “Business Representative” as per the Bank’s conditions of use 
The User will - 

· On issue of the purchase card sign the acceptance and undertaking below
· Comply with the Bank’s and Council’s conditions of use (see attached)
· Keep the card, its number and the PIN safe and secure
· Ensure that the card is used for authorised purposes only

· On leaving council employment to make arrangements to return card to Programme Administrator
The Authoriser will
· Authorise expenditure

· Ensure that the card user is aware of their responsibilities
         The Head of Finance and Business Services will

· Authorise staff who qualify for issue of charge card

Attached to this document is a copy of the bank conditions of use, the council’s conditions of use, a description of the roles and responsibilities, the process for payment and accounting of transactions for the charge card. 

Acceptance and Undertaking 
I understand and accept the Bank and the Council’s conditions of use. 

I understand that I am personally liable for any expenditure charged to the card that does not comply with the conditions of use. 
I undertake to repay any such sums to Bracknell Forest Borough Council 

Signed: ……………………………………………Date: ………………….. 
Name: ……………………………………….
Lloyds TSB - Conditions of Use
(extracted from Government Procurement Cards – conditions of use)

If there is any conflict between the Banks conditions of use and the Councils conditions of use then the Banks conditions of use have precedence.

1
Each cardholder must sign their Purchase Card as soon as they receive it

2 
The Cardholder must not allow any other person to use the Purchase Card, its number or PIN and must always keep them safe.  The Cardholder must always follow any instructions we give in connection with the use and safe-keeping of the Purchase Card, Purchase Card Number and PIN.

3
The Cardholder must memorise the PIN and then destroy the slip on which it is printed.  The PIN must be kept secret.  Do not let anyone else know it or to use it.
4 
The Cardholder should not write the PIN on the Purchase Card or on anything which is kept at any time with the Purchase Card.

5 
The Cardholder must give us any information or help we ask for, to recover the Purchase Card.  We may pass this information to the police.

6
If a Purchase Card is found after the Cardholder or the Business has told us it has been lost or stolen, it must not be used.  The Cardholder must ensure that it is destroyed immediately by cutting off the bottom left hand corner, and through the smartcard chip.

7
If either we or the Business asks the Cardholder to return the Purchase Card, the Cardholder must do so immediately, with the bottom left had corner cut off, through the smartcard chip.

8 
The Cardholder Account may only be used for Business purposes and may not be used for any other purposes, including personal, family or household purposes.  The Cardholder shall be liable to the Business for payment of any Card Transactions made by him/her which are not authorised by the Business. The Business will remain liable to us for all Card Transactions and any Charges until payment is made of the full amount outstanding.

9 
The Business shall be liable for payment of all reasonable expenses incurred by us:

· as a result of any breach by the Cardholder of these Conditions of Use, as amended from time to time:

· in recovering any Purchase Cards which should have been returned to us.

10
We may deduct from the Cardholder Account any charges we may make for information or other services that a Cardholder asks for which we have not agreed to provide elsewhere in the Agreement or in these Conditions of Use, as amended from time to time. 

11
We may also debit the Cardholder Account with any costs or expenses we incur in enforcing our rights under the Agreement or in these Conditions of Use, as amended from time to time.

12 
All Expenses, costs and charges referred to in these Conditions of Use, as amended from time to time, shall be debited to the Cardholder Account.

13 
The Purchase Card, Purchase Card Number or PIN must not be used for any illegal purpose or outside the period shown on the Purchase Card or if we have cancelled or suspended it.

Other Bank instructions

Lost or Stolen Cards

If the Purchase Card is lost or stolen, or the PIN becomes known to any other person to the Purchase Card or PIN are for any reason liable to misuse, the relevant Cardholder or the Business must notify us as soon as possible by telephone on 0870 513 4588 (if abroad, +44 1908 544059).  If a Purchase Card is subsequently found it must not be used and the bottom left hand corner should be cut off immediately, through the smartcard chip, and disposed of.

The Business and the relevant Cardholder will assist us or our agents in the investigation of the loss, theft or possible misuse of the Purchase Card or the disclosure of the PIN, and will assist us to recover the Purchase Card.  The Business and each Cardholder consent to the disclosure to third parties of any relevant information concerning the relevant cardholder account in connection with such matters.
Bracknell Forest Borough Council - Conditions of Use
1. Purchase Cards used in the day to day business are intended to facilitate transactions only in certain circumstances, to provide an easier means of booking and paying for travel and subsistence and goods and services in connection with official business. 
2. Purchase Cards do not replace the current process of raising purchase orders on the Agresso system and are to be used in accordance with the Council’s Contract standing orders (available on BORIS).
3. The card must not be used for: - 

• 
Any type of personal expenditure 
4. The card may be used for: - 

• 
The purchase of goods and services required for business purposes only 
 
5. Only officers who have been authorised by the The Head of Finance and Business Services may use the card. 

6. Before the Card is issued, the user must sign the Acceptance and Undertaking document.  A copy should be retained for personal reference and the original sent to the office of the Programme Administrator. 

7. Purchase Card usage will be subject to audit and management checks to ensure compliance with current policies for claiming travel and subsistence and to guard against fraud. 

8. The user is responsible for completing the normal expenses form and ensuring that items charged to the Card have been solely and necessarily incurred in the conduct of official business.  Details are required for each occasion of use together with relevant receipts or vouchers.  Any expenditure for which supporting receipts or vouchers are not presented may become the liability of the user. 
9. If any loyalty scheme points are available whilst using a Purchase Card the loyalty card used must be in the name of Bracknell Forest Council and the points used against business transactions. Loyalty scheme points must not be accumulated on a personal card.
10. Use of the purchase card for non-business purchases is not allowed.

E.g.
• Flowers for a sick member of staff

• Meal/lunch for staff (non working lunch)

• Tea & Coffee for staff
11. Unauthorised usage of a Purchase Card will result in the withdrawal of the card and will be considered a disciplinary offence. 
12. In a case where a genuine mistake has occurred, the user must inform their Finance Section and make arrangements to reimburse the Council immediately. Details of this need to be shown on the expenses claim form.
School conditions of use
Each cardholder is to be provided with a copy of conditions of use as agreed by the relevant committee of governors.

Frequently Asked Questions.
Note these are not specific to school staff so not all are relevant.

What do I do if my card is lost or stolen or if I think my card has been misused or my PIN is compromised?

You must telephone the Bank immediately.


Telephone 

 
0870 513 4588 (within the UK)

                                 

+ 44 1908 544059 (if calling from abroad)
If you don’t inform the Bank promptly, the Council may be liable for any loss incurred and disciplinary action may be taken against you.

After speaking to the Bank, email treasury.management@bracknell-forest.gov.uk notifying him of the lost/stolen card.  Also notify the card approver of the situation.

Do I get any training in how to use the card?

When you collect your card you will be given the guidance on policy and process. If you are unclear on any points please contact treasury.management@bracknell-forest.gov.uk , Ext 2404.
Why is it important to get a VAT invoice/receipt?

If you don’t get the correct VAT documentation, the Council will not be able to claim back the VAT paid, and your cost centre will have to pay the gross costs of the item. 
Aren’t there different VAT rates and aren’t some products exempt from VAT?

Yes. If you have any queries on this, please contact Gary Cooper  e-mail gary.cooper@bracknell-forest.gov.uk for advice.  VAT guidance is available on the following link. 
http://boris.bracknell-forest.gov.uk/vat-manual.pdf 
Are there any limits to what I can spend?

Yes, there is a monthly credit limit and also a maximum value for each transaction. These will have been agreed in advance with you, your manager and Corporate Finance. They include VAT and any delivery or postage charges. 

Can I change my limits?

If the limits set for your card are too low, please agree with your manager what changes you need, then fill in the request for a change in limit form, and send it to the Purchase Card administrator treasury.management@bracknell-forest.gov.uk .Not all changes will be agreed.
What happens if I change my name?

If you need to amend your name on the card (e.g. because of marriage) contact the Purchase Card administrator at least three weeks before you need the new card. The obsolete card should be cut in half across the smartcard chip and then returned to the Purchase Card administrator following receipt of the new one. 

What happens if I don’t receive a replacement card?

Your replacement card should be received approximately 14 days before the renewal date. You will need to collect your card from the Purchase Card administrator. If you do not receive notification within the 14 days contact the Purchase Card Administrator.
What happens if I change job or department within Bracknell Forest Council?
Once you know that you are going to be changing job or department, you and your approver must let the Purchase Card administrator know by email/ letter within 48 hours. A decision will then be made on the need for your continued use of the card.   Before changing job or department, all transactions must be reconciled and approved.

What happens if I leave Bracknell Forest Council?

Once you know that you are going to be leaving the Council, you and your approver must let the Purchase Card administrator know by email/ letter within 48 hours. Before you leave, you must cut your card in half and return it to the Purchase Card administrator. 

All outstanding transactions must be reconciled and approved.

If, after you leave Bracknell, an unauthorised card transaction is identified, then the Council may take steps to recover any sums due from you as the authorised cardholder.

What should I do if my authorising manager is absent and I need to get my transactions approved?

If your authorising manager is away for a significant amount of time, then you should contact another Agresso authorising officer who is prepared to certify your claim.  

What should I do if my card is declined?
If a transaction is declined, please contact the Bank. This might happen because you have exceeded the individual transaction limit or monthly card limit or you have attempted to use the card for a product category or merchant that has been blocked for use.  If there are issues, contact the Purchase Card administrator for assistance.
Will using the card affect my credit status?
Although your name is on the Purchase Card, the account and therefore the liability is in the name of Bracknell Forest Council, so there is no impact on your personal credit status.

What happens if I mistakenly use the card for a personal purchase?

The cards are branded differently from personal credit cards so mistakes should not be made. However if a genuine mistake is made, you should contact the Purchase Card administrator as soon as you are aware of the mistake. You will be asked to immediately repay the full costs in one instalment either directly by cash, credit card, cheque or by salary deduction. The incident may be investigated by internal audit.  

If you make a mistake and do not declare it, disciplinary action will be taken and the card withdrawn.
What if the supplier delivers incorrect goods or I want to reject them for some other reason?
If you reject the goods, ensure that you tell the supplier directly, as it is they who will arrange a credit to your Purchase Card account. The credit will appear on your monthly cardholder transaction report for reconciliation. There is no need to await receipt of the cardholder transaction report before raising the problem with the supplier. If you cannot come to mutual agreement with the supplier, contact the Bank, and if the problem can still not be resolved, contact the Purchase Card administrator.

What if I don’t receive my monthly cardholder statement?

 Contact the Purchase Card administrator. Please bear in mind that transactions made close to the month end may miss the statement and appear on the next statement.
What if the amount billed on my cardholder transaction report is wrong?
When checking your receipt/ invoice against the transaction report you may identify a transaction that you are not happy with. In these circumstances contact the relevant supplier to seek explanation/ adjustment. If the discrepancy remains unresolved contact the Bank for further instructions. 

What if I’m billed for something I haven’t yet received?

If you are billed for something that has not been received, contact the supplier to ensure that the goods have been despatched. It is a VISA regulation that the transaction is not processed until the goods are despatched. If you are not satisfied with the supplier’s response, contact the Bank to inform them about the unauthorised payment, and let the supplier know that you have informed the Bank.

What if I’m billed for something that I haven’t ordered?

Contact the bank and explain you have an unauthorised transaction on your card.  If you believe the error to be with the supplier then contact them and arrange for a credit to be put on the card.  If you think your card has been compromised then contact the bank to have it cancelled and inform the Purchase Card administrator.

What if I’ve bought something but the transaction doesn’t appear on the cardholder transaction report?

If any transactions do not turn up as anticipated it is possible that the supplier has forgotten to enter the purchase into the VISA system.  Contact the supplier and if it is not resolved, contact the bank. 

Is it safe to buy goods over the Internet? 

If you use a Purchase Card to purchase items using the Internet you must ensure that the websites you use have a secure payments area, which is activated before you enter the Purchase Card details.

You can check this by ensuring there's a padlock sign in the bottom bar on your screen, and the site address has changed from one starting with 'http' to one starting with 'https'. 
For more information on ICT Best Practice Policies click on the following link. 

http://boris.bracknell-forest.gov.uk/corporate-ict-policies-and-best-practice-principles-for-the-use-of-ict.pdf 
What happens if I haven’t spent anything on the card during a particular month?
You will not receive any statements.

What if I want to unblock a spend category?

If you want to unblock a category, you have to decide with your approver which category you need and why, and then contact the Purchase Card administrator. The final decision will be made by Corporate Finance.
1 of 9

