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Credit Card Policy and Procedures

	Purpose
	This document provides a guidance on how our organisation manages credit cards by defining the parameters surrounding the cards and how we control and mitigate the risks around credit card use.

	Scope
	This policy and procedure applies to credit cards, vehicle ﬂeet cards, purchasing cards, and similar cards used to obtain goods and services before payment is made.

	Policy
	· Cards must be considered organisational property and only be used for business-related, reasonable, appropriate expenses and within budget
· Cards must only be used by the cardholder to whom the card was issued to. Under no circumstances should the details of a card be shared with another person or used by another person on the cardholder’s behalf
· The cardholder must adequately safeguard the card from loss and theft by keeping it on their person or in a secure location
· Cards should not be used to obtain cash advances. 
· Authority to use a card is reviewed yearly by Click or tap here to enter text.
· Any breach of this policy and the related procedures result in disciplinary action, dismissal or legal proceedings.

	References

	Guidelines
	Controller and Auditor-General: Using credit cards and purchasing cards.
IRD: Records of income and expenses
Note: Most accounting software programmes have systems for credit card management and a guide how to use it.

	Related
organisational
documents
	Fraud and Theft 
Sensitive Expenditure 

	Issuing Cards

	· Cards are issued only after being authorised by Click or tap here to enter text..
· A register of cardholders shall be maintained by Click or tap here to enter text.
· Each card has a credit limit.
· Limits are set by Click or tap here to enter text., not by the cardholder.
· Prior to the card being issued, the recipient shall receive a copy of this policy and procedure, conditions of use, and sign a statement that they have understood it, and that they will adhere to it. 
· Cards are issued to one  cardholder who is responsible for it.
· People with previous conviction of fraud will not be issued with a credit card.
· The conditions of use is specified for each card (for example: business related travel expenses, training or conference attendance expenses, items needed for service delivery such as household related expenses).
· What the card can not be used for is also clearly stated and explained (for example: Alcohol and tobacco products). 
· The conditions of use are clearly documented and signed by the person having authorised the card and the cardholder.

	Additional safety measures

	· The cardholder agrees to never share the PIN number of the card with anyone.
· Loss or theft of the card is communicated immediately to Click or tap here to enter text.who will cancel the card immediately.
· The cardholder provides itemised GST receipts of all purchases and submits them to Click or tap here to enter text.
· The Click or tap here to enter text. validates the card statement, signs it and processes it to Click or tap here to enter text.
· The card must be returned to Click or tap here to enter text. immediately when the role of the cardholder  at our organisation changes or at any time on request by Click or tap here to enter text.

	Internet purchases using credit cards

	· Credit card payments made on the internet can only be made if purchasing only from reputable companies known to our organisation. 
· The card holder needs to keep a copy of any online order forms completed when making purchases. 
· Internet purchases have to be consistent with our usual purchasing controls. 

	Discretionary benefits

	· Benefits of the card (for example: membership rewards programme) are only to be used for the benefit of our organisation - they shall not be redeemed for personal use.

	Monitoring card use

	· A detailed record of the individuals card use is maintained and monitored before credit card account payment is made by Click or tap here to enter text.
· Any discrepancies are reported immediately to Click or tap here to enter text. and responded to.

	Payment of credit accounts

	· The accounts will be paid no later than the due date by Click or tap here to enter text.

	Cancelling and destroying cards

	· The  Click or tap here to enter text. ensures the cancellation and/or destruction of credit cards:
· When the card is stolen.
· When the card has been misused.
· When accounts are closed.
· When the card has not been used for 12 months.
· The cardholder cannot make decisions to cancel or destroy the card.
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