PURCHASING CARD PROCEDURES

INTRODUCTION

Purchasing Cards are intended to facilitate the purchase of low value and or obscure and irregular items.  They complement the other methods of buying goods and services which are outlined below.  All methods of purchase are subject to the University Financial Regulations (http://www.gla.ac.uk/services/financialregulations/) and therefore financial control, authorisation and accountability issues are paramount at all times.  All financial transactions must be recorded and approved through the Agresso financial management system.
The following guidelines and procedures, which are not intended to be exhaustive, must be read and agreed – by signature – by card-holders.  By accepting a PCard the card-holder also agrees to apply sound common sense principles of probity to its use as they might be understood by a reasonable person, that is to say card-holders will not use the PCard for anything other than operational goods and services required to further the legitimate business of the university and which would have been purchased by another authorised method if PCards had never existed.

Methods of Purchase

E-Procurement.  This route will be the mandatory method of purchasing for those suppliers which are so adopted by the University.  Guidance and training on how to access these suppliers will be provided separately.  The use of E Procurement precludes the need to use PCards.
Purchase Orders.  This route will remain the staple method for buying goods and services where the supplier is not available through E Procurement.  This method also precludes the need to use a PCard.
Purchasing Cards.  This buying route will effectively “fill the cracks” left by the above two methods.  The PCards are useful for items which are usually “difficult” to buy by the above means – examples might be second hand books, downloadable software and direct flights.

Sundry Payments.  Should be used exceptionally for low value items only (eg., less than £1000) usually where the supplier will only be used once and where it is not possible to use one of the other routes (for example the supplier may not accept PCard nor a PO unless a credit account is opened).
HOUSEKEEPING AND SECURITY

If a PCard is lost or stolen or the user has any reason to believe the card has been misused the card-holder must report it immediately to;
Card Administrator, Kathy Watson Kathy.Watson@admin.gla.ac.uk  0141 330 4113 or

Project Manager, Tom McAra T.McAra@admin.gla.ac.uk  0141 330 4415

In their absence inform any member of the Purchasing Office team.  The loss should also be reported direct to the Royal Bank of Scotland on;   0870 6000 459
Any changes required to the PCard, for example a name change, should also be reported to Kathy Watson or Tom McAra.
If your employment is terminated or you resign or otherwise leave the University, Kathy Watson or Tom McAra should be informed in order the account can be closed and the PCard should be cut in two and returned to Kathy Watson in the Purchasing Office.

PCards can only be issued if approved by the Head of School or equivalent budget holder whose budget the PCard holder will be authorised to debit up to their monthly and transaction limits

PCards will only be issued to staff who are Agresso Purchasing Officers. An Agresso Purchasing Officer (APO) must be selected by their College, they must be entered on to Agresso as a Purchasing Officer and they must have Purchase Authority to authorise Requisitions.

PCards will only be issued to members of staff who have undergone Purchasing Training, i.e, a PCard holder must have Purchasing Authority and the limit of their PCard will not exceed the level of that authority.

In this regard card-holders must not, under any circumstances, charge any costs to a budget they are not authorised to charge, for example make a purchase on behalf of another school.
Card-holders should apply common sense to their safekeeping of a PCard.  It is their responsibility to ensure that their card is retained in a secure location both when they are in the office and away from the office.

PCards cannot be taken out of the University under any circumstances.
PCards cannot be used for restaurants, hospitality or entertainment expenditure in any circumstances.  Such expenditure which, in the opinion of the budget-holder can be legitimately charged to the University should be paid for on a personal credit card and reclaimed through the University expenses procedure in the normal manner.  (See Financial Regulations Section 5.08:-

http://www.gla.ac.uk/services/financialregulations/section5expenditure/#5.08)

Card-holders must also attend training on the use of the PCard (please note Agresso training is separately provided).
PCards cannot be used to access cash or foreign exchange including traveller’s cheques.
(See Financial Regulations Section 5.08:-
http://www.gla.ac.uk/services/financialregulations/section5expenditure/#5.08)
PCards do not obviate the requirement to adhere to the normal procurement and financial rules as regards, for example, use of approved suppliers, request for quotes etc.

Only the named person on the PCard can use the card, it must not be lent or otherwise passed to anyone else for any reason whatsoever.  Card-holders should refer to the Project Manager if they feel under any pressure from any source to breach this particular rule. 
PCards should not under any circumstances be used to facilitate personal purchases for the card-holder or anyone else even where the intention is to refund the amount paid.

RESPONSIBILITIES AND DUTIES

Card Administrator
This role is responsible for the day to day operational aspects of issuing, altering and revoking PCards.

Maintain record of card applications ensuring they are properly authorised.
Review monthly and transaction limits requested and discuss with Project Manager if required.
Resolve day to day enquiries from card-holders other than financial issues.
Spot check transaction logs for irregular activity.
Assist in and occasionally deliver training.
Act as main contact with RBS as regards correspondence and queries.
Take an operational overview and discuss as necessary with Project Manager.

Issue, stop, recover and change PCards as required by circumstances.
Project Manager
The Project Manager assumes overall responsibility for the procedural guidance and integrity of the PCard project.
Keep guidance up to date.
Devise and deliver training.
Hold review meetings with RBS as required.
Receive and account for annual rebate.
Arbitrate on disputes which cannot be resolved by Card Administrator.
Liaise with Agresso and Ledger staff as required, for example ledger restructure impact.

Ledger Section
The Finance Office Ledger Section are responsible for processing all payments to suppliers and for upholding the integrity of the ledger.
Receive university wide bank statement.
Arrange Direct Debit payment to RBS.
Recover funds from spending Schools by way of Agresso transaction logs.
Allocate costs to appropriate budget id’s.
Reconciliation of total value of transaction logs to amount paid to RBS.
Card-holder

The card-holder is responsible for the correct use of the PCard in line with the procedures and guidelines outlined in this document.

Obtaining an accurate price for the good or service in question.
Ordering goods and entering the amount on to the transaction log at the time of order.
Receiving goods and taking appropriate Goods Received action.
Reconciling RBS bank statement (generally received by 5th of month) with transaction log and sending to ledger section by 15th of the month.
Resolving any shortages or non–deliveries direct with suppliers (transaction logs should nevertheless be process timeously, ie overpayments should be made and credits noted next cycle).
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