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PURPOSE

Salisbury City Council (SCC) recognises that some purchases can only be
made urgently, in advance and/or online. In these situations the preferred
method of purchase order/delivery/invoice/payment is not feasible; instead,
the Council authorises designated officers to use corporate credit cards
drawn on the Council’'s HSBC current account.

This Policy sets out the Council’s rules governing the use of corporate credit
cards by officers. [The Policy was approved by the Finance and Governance
Committee on 28 October 2024].

AUTHORITY

The Responsible Finance Officer (RFO) and Chief Executive Officer (CEQO)
will jointly determine officer requests for a corporate credit card (as per
Financial Regulation 6.5.)

The RFO will prepare instructions for the use of the corporate credit cards
(appended to this Policy). The RFO will regularly review the Policy and
instructions. The RFO will issue revised instructions to officers as required.
Any recommended changes to the Policy will be considered by the Finance
and Governance Committee.

LIMITS

The Council’s bank, HSBC, will issue the corporate credit cards, on
instructions by the RFO. The RFO will specify individual cardholder limits
and instruct the bank accordingly. The limits will be specified in the
instructions to officers. The overall aggregate limit of all cards must not
exceed £20,000 at any time.

Officers must not exceed their individual specified cardholder limit.

The corporate credit card can be used for approved SCC expenditure only.
The credit card must not be used for non-Council expenditure and must not
be used for personal expenditure. If in doubt, officers should consult the
RFO.

Cash withdrawals are not permitted on the credit card.



Corporate Credit Card Instructions

1. AUTHORITY

1.1.

1.2.

2.2.

2.3.

2.4.

2.5.

2.6.

[The Finance and Governance Committee has approved the Council’s
Corporate Credit Card Policy].

The Responsible Finance Officer (RFO) is responsible for issuing, reviewing
and updating instructions to officers on the use of the corporate credit cards.

Instructions to officers

A member of the Senior Management Team (SMT) can request a corporate
credit card for themselves or a member of their department. Such requests
must set out the justification for the officer requiring a corporate credit card.
The request should be submitted to the Chief Executive Officer (CEO) and
the RFO, who will jointly determine whether to issue a card to that individual.
The RFO will instruct the Council’s bank and arrange the card.

The RFO will issue these instructions to new cardholders. The cardholder
must read these instructions and sign a declaration to evidence their
understanding of the instructions and their compliance with them.

The routine and preferred method of paying for Council expenditure is the
raising of purchase orders and payment of invoices by BACS — all as set out
in Financial Regulations. In every possible instance officers should use that
method of payment instead of the corporate credit card.

Cardholders should only use their corporate credit card in exceptional
circumstances when it is impractical to use the routine method of payment in
order to procure the goods or services required by the Council. Such
circumstances may include urgency and obtaining better value for money by
online purchase.

The RFO will specify the way in which cardholders must record any use of
the card. The cardholder must complete the record of the transaction fully
and accurately at the time of the transaction, or as soon as possible
afterwards in the event of having to use the card away from the Council
premises. Failure to so in a timely fashion will lead to incomplete records
arising from memory lapses, which could cause mis-accounting and leave
the officer more vulnerable to complaints about misconduct/theft.

The cardholder must obtain a proper VAT invoice or receipt whenever
possible, or other supporting document to evidence the transaction (such as
email, screenshot, etc). The cardholder must retain such documentation
until they submit it to the RFO with the record of all card usage when
requested by the RFO.
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The RFO or a member of the Finance Department will check receipts against
the credit card statements and will investigate any discrepancies. Failure to
provide a receipt may result in the cardholder being held liable to repay the
sum involved.

The RFO will be responsible for carrying out the monthly reconciliation of the
credit card. The credit card balance will be cleared automatically in full each
month.

Cardholders are responsible for the security of the card issued to them and
information relating to the card such as passwords. Cards should be kept
either on the person of the cardholder or stored securely.

Cardholders are not permitted to share their card, nor share the Personal
Identification Number (PIN), nor divulge the information contained on the
card with any other individual except the RFO and Finance Department
officers.

In the event of loss or theft of the card the cardholder must inform the RFO
immediately, who will instruct the bank to cancel the card and arrange a
replacement.

Repeated loss or misuse of the card will result in the card being withdrawn
from the cardholder; and possible disciplinary action.

Prior to a cardholder leaving the Council’s employment the cardholder, or
their manager, must ensure the card is returned to the RFO for destruction.

Schedule of Corporate Credit Cardholders

Officer Monthly Limit
(£)

Pantry Manager (Abigail Blake) £3,000

Centres and Programmes Manager £2,000

(Sam Johnson)

Head of Business Operations £2,000

Grounds Operations Supervisor £1,500

(Graham Sellwood)

Streetscene Supervisor (Nick Muzariri) | £1,500

Senior Corporate Officer (Andrew Hunt) | £1,500

Events Officer (Lol Wilde) £1,000

Emergency on-call officer (not £2,500
personalised)

Aggregate limit proposed by the Council | £15,000




