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Resources Directorate
Guide to Schools using Purchasing cards

(November 2015)

Benefits:
· A quick and easy way to make a low value purchase, increasing efficiency.

· Less administration therefore a reduction in the costs involved.

· Accountability, it is easy to see what has been bought, where and by whom

· Suppliers are paid within 4 days reducing the risk of penalties for late payment.

· Review and Approve your payments quickly and efficiently online each month. 

Who should be issued with a purchasing card:

· The Governing Body receives its delegated powers from the City Council under the Fair Funding Scheme of Delegation (FFSD). The Governing Body is responsible for the observance of Financial Regulations as contained in the FFSD and compliance with procurement rules on quotes and tenders.

· Governors by issuing cards are giving a delegated authority to make purchases on behalf of the school to the limit on the card. (Limits cannot exceed budget values for the department or expense concerned.)

· The card is issued in the name of an individual as part of the school's account. Governors should therefore issue cards to those they have delegated responsibility, Heads, Deputy Heads, Budget Holders and Business Managers, and set the limits according to regulations and budgets. 

· The card must not be used by anyone other than the cardholder. All cardholders should be informed of their limits and responsibilities in writing. The statement should include the card's monthly limit, transaction limit as well as the limits and procedures imposed by procurement rules. (See form attached). The cardholder should sign this form when the card is issued. 

How to use your card:

· You can use your Purchasing card anywhere that accepts VISA - by phone, Internet, or in person.

· Always obtain documentary support for your transaction. You will not be able to identify the VAT element of your purchase from all suppliers so get a VAT receipt where possible. If you are unable to obtain a VAT receipt the school cannot reclaim the VAT on the purchase, and therefore the cost to the school will be higher. Certain exemptions to this apply for till receipts below the value of £250.
· Do not claim Loyalty (eg Clubcard) point on personal loyalty cards

· Your Purchasing card must not be used in conflict with any Procurement Rules, Procedures and Limits approved by Governors or where accounts already exist with suppliers and purchase orders are available or contracts are already in place. The principles of value for money still apply to purchases made using the card.  
· Use is for official school purchases only - all purchases must be legal and within budget provision. Cards must not be used for personal use.

· The card number, security code (last 3 digits on rear of the card) and your PIN number must always be kept confidential.

· Most Cards have a £1,000 monthly limit with a £250 limit per transaction. These limits can be set differently if required. The figure includes VAT. You must not split purchases to avoid the limits on your card.

· Every supplier that accepts VISA has a merchant category. Category 34 – cash must be blocked on all cards.  Other merchant categories can be blocked – see attached list of categories.  (There is no provision to block individual suppliers).  

· If you try and buy above your transaction or monthly limit your purchase will be declined.  This also applies if you try and purchase on a category that has been blocked.

Security:

· Keep your card in a safe place on your person (e.g. purse, wallet etc).

· Do not let anyone else use your card. Cardholders may only use the card for official school purchases. Any misuse of cards could result in the card being withdrawn and may lead to disciplinary action.

· Use of cards will be audited. 

· Lost, stolen or damaged cards to be reported to Barclays Bank Customer Services on 0844 822 2409. Also report to procurement Services on 024 7683 2765
· Cards reported lost or stolen and then subsequently found must not be used, but put beyond use and returned to Barclaycard.

· Misuse of the card may result in withdrawal of the card and disciplinary action.

Returned Cards:

· Prior to leaving school employment the cardholder must return the card to the school administrator together with any receipts and transaction logs. Headteachers should ensure that the cards are returned, cut up and that Barclaycard are notified. 
How to complete the Transaction Log:

· All purchases are to be recorded on a transaction log. A log must be kept for each month the card is used – see attached form.

· If goods are faulty or returned to the supplier you must have your purchasing card account credited for the relevant transaction and record this on your transaction log.
· If the transaction log is completed by school finance staff receipts and details of transactions should be passed to finance on the next working day to facilitate accurate recording of school expenditure.

· A separate transaction log must be completed for each card. 

· Record date of transaction I.e. date of purchase or order
· Record name of supplier
· Record description of goods purchased

· Record transaction amount. Vat amount.
· Record total (including VAT) as this helps you to know that you are still within your monthly spend limit. 

· Record Date goods received
· Enter the Statement date when it appears on your monthly statement from the bank

· All VAT receipts / paperwork to be attached to the transaction log.

Reconciling Card Statements:
· You will receive a statement from Barclays each month. The total amount for the school is directly debited from the school bank account two weeks after the statement is issued.

· If the statement does not reach you after 1 week of the agreed date please contact Barclaycard Customer Services on 0844 811 6666 and request them to forward a copy of the statement to you.  If you have not spent on the card for that month you will not receive a statement and you will not need to do anything with the log.

· Each transaction must be matched against your transaction log

· If any discrepancy contact the supplier, if you have any further difficulties contact Barclaycard.

· If the latest transactions are not on the statement cut and paste them onto next month's transaction log, if using an electronic log.

· Once you are happy that the statement matches the transaction log the Cardholder should sign and date the log and statement (full signature).

· The log and statement must then be signed and dated by the Head teacher or School Business Manager who will check that all purchases are legitimate.

· The log, statement and all receipts etc. must then be passed to the school finance office for entry into SIMS. 

· Ensure that a copy of the log is kept for your own records.  

Accounting:

· NB: No commitment will show against your budget for Purchasing Card purchases until a temporary order is raised. Actual expenditure will show in the following month i.e. purchases made in June will show in July [see using purchasing cards with the SIMS system Appendix A]
Useful contact Numbers:

· Control & Treasury Management – Mike Revis            024 7683 3713
· Barclaycard Customer Services                                 0844 822 2409

· Fraud Team                                                              0800 318 665
· ICT (for SIMS queries)                                               024 7678 6620
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Government Procurement Card

Employee Undertaking

	School
	

	Card Number (last four digits only)
	XXXX XXXX XXXX………….

	Purchasing Card Issued to
	

	Dept / Cost Centre - Budget
	

	Dept / Cost Centre - Code
	

	Merchant Categories [34 blocked]
	

	Monthly Expenditure Limit (incl vat)
	

	Single Transaction Limit (incl vat)
	


	Purchasing Procedure
At the discretion of the Governing Body

At least 3 written quotations (two of which should be local, if possible competitive tenders on an open tendering basis) 


	Order Value

Up to £10,000 

£10,001 to £50,000 


 Orders or Contracts must not be broken down into smaller orders to avoid using the quotation or tendering process.



I declare that:

· I have received my Government Procurement Card and will keep it in a safe place at all times. The card will never be used by another person. 

· When I receive my card PIN number I will destroy the notification and will not write it down or communicate it to other people.

· I have received and read a copy of the schools guide to using purchasing cards and agree to comply with its requirements;

· I accept responsibility for the security, safe-keeping and confidentiality of the Government Procurement Card issued to me;

· I undertake to use the Government Procurement Card solely for the business of the above named school;

· If I leave the school with purchases outstanding on the card, which cannot be reconciled with business use, I agree to the outstanding monies being deducted from my final salary payment;

· I agree to return the Procurement card if I leave the employment of the above named school.

I understand that misuse of the card and failure to comply with the guidelines may result in disciplinary action.

Signature acknowledging

receipt of card and guidance:




Date:

	Merchant categories

	1. Building Services


2. Building materials

3. Estate and garden services

4. Utilities and non-automotive fuel

5. Telecommunication services

6. Catering and catering supplies

7. Cleaning services and supplies

8. Training and educational

9. Medical supplies and services

10. Staff – temporary recruitment

11. Business clothes and footwear

12. Mail order/direct selling

13. Personal services

14. Freight and storage

15. Professional services

16. Financial services

          17.        Clubs/associations/organisations
	18. Statutory bodies

19. Office stationery, equipment and supplies

20. Computer equipment and services

21. Print and advertising

22. Books and periodicals

23. Mail and courier services

24. Miscellaneous industrial/commercial supplies

25. Vehicles, servicing and repairs

26. Automotive fuel

27. Travel

28. Auto rental

29. Hotels and accommodation

30. Restaurants and bars

31. General retail and wholesale

32. Leisure activities

33. Miscellaneous

Ca            34. Cash  [BLOCKED]
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	Purchasing card transaction log for schools

Attach VAT receipts and paperwork
	Cardholder name……………………………

Month ………Year ………  Page no. ……

Signature……………..    Date ………

Line Manager…………   Date ………

	Ref. 
	Date
	Supplier
	Description of Purchase 
	Amount (£) excl VAT
	VAT Amount (£)
	Running total (£) incl VAT
	Cost centre 
	Ledger code
	VAT code
	Date goods rec’d
	Commitment added to SIMS
	Statement No.
	Journal added to SIMS

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	



DATA PROTECTION ACT 1998 - The data you provide on this log will only be used for the purpose of monitoring and managing purchasing card transactions.  However, Coventry City Council must protect the public funds it handles and so may use the information on this log to prevent and detect fraud and may also share the information, with other organisations that handle public funds for the same purpose.














