











6.5

6.6

6.7

6.8

6.9

6.10

6.11

6.12

6.13

6.14

6.15

Each card shall be stored securely by the holder and ideally in each
school safe when not in use

In the event of loss of the pin number the bank will be able to provide
cardholders only with the information.

The card transaction should be entered in the accounts as soon as
possible, to ensure the completeness of the accounting records and
ready to be reconciled when the bank statement reaches the school.

All payments shall be authorised by the relevant budget holder or
Principal

All orders placed using the Charge cards must only be placed by
authorised Finance Staff and then only if they have the written
approval of either the budget holder or Principal Finance officer in
the form of a signed purchase order.

Cardholders shall be made aware of the action to take in the event
of a card being stolen, lost or missing

A VAT (if applicable) receipt must be obtained

Cardholder must present the receipt for goods/service to the
Finance Office

Purchasing records must allow correct coding in accounts
All orders must be delivered to the school address

If online ordering using the security code the cardholder must have
a purchase order signed in advance by the Budget Holder.

7 PROCEDURES: CARD REPAYMENT

7.1

All credit cards are linked to the relevant HSBC Bank current
account and will be paid off in full monthly by a direct debit charge.










