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QUEEN MARY UNIVERSITY OF LONDON

PURCHASING CARD PROCEDURES
Make sure you understand all the requirements of Departmental Card ownership before making an application.
· Introduction

· QMUL is committed to the use of purchasing cards for all low value orders/purchases, as transaction costs to QMUL are reduced significantly if a purchasing card is used for low value purchases. Anything below £500 and all travel, subsistence and conference payments can be met through the Purchasing Card scheme. For higher value spend or more frequent spend, the Agresso Invoice system should be used. 
· No other method of payment is authorised.
· Obtaining a card
· A Purchasing Card application form and Purchasing Cardholder Approver form are completed by the applicant, the latter of which needs countersigning by their line manager and Head of Department. The Purchasing Card Administrator (PCA) will assess the application and will forward it to Company Barclaycard; typically a new card arriving 3-4 weeks later. 
· Transaction limits are set by the PCA. A single transaction limit of £500 and an overall monthly limit of £3000 (inc VAT) are typical levels. NB. If a larger purchase needs to be made, a temporary limit increase can be authorised by the PCA, though emailed confirmation by the Cardholder is required (with Approver copied in). Higher limits can be introduced permanently in some circumstances, but please contact the PCA to discuss.
· The applicant will be notified when the card has arrived and asked to make a date and time to collect the card. An induction in the use of the card will take place (10 – 15mins) with Individual Purchasing Card Agreement form being signed. This agreement summarises the requirements of Purchasing Card ownership and the consequences if misuse occurs.
· Types of purchases are in the main unrestricted. Categories can be blocked by the Head of the Department or Approver if requested (a selection of commodity groups can be specified on the application form, though these can be opened or blocked at anytime).
There will also be the following general restrictions on the cards use:-

· Cards must not be used for any personal purchases.

· Cards must not be used for cash acquisitions.
· Contracted suppliers must be used wherever possible
· Cards must not be used to obtain items that fall below usual purchasing standards.  
· The cardholder should be aware that the use of a Purchasing Card is simply another means of spending against budgets within their department.  Therefore, the same amount of care should be taken when using it as would be taken for any other purchase or expenditure made from a departmental budget.
· Care must be taken when using the internet for purchases; secure sites must be used. The card is not chip and PIN enabled, and cannot be used in store.
· If making a purchase from different budget codes it is recommended that a note is kept of the budget codes to be allocated to the purchase, this makes reconciling the electronic statement easier.

· Queen Mary uses an electronic reconciliation statement system called Trittor to reconcile the Departmental Card statements. This statement, sent as an email to the card’s Primary administrator once a month (whenever there’s been spend), allows the cardholder to enter the following information against each line of expenditure;
1. Budget Code (E.g. FIN1900B)
2. Account Code (E.g. 3150)
3. VAT amount – some suppliers already provide this
4. Item Description - some suppliers already provide this
This statement needs to be completed within 5 days of receipt and with all the information listed above.

· On a monthly basis the Cardholder must collate ALL receipts (along with Hospitality forms where applicable) and statements. Original receipts must be kept. These records are to be kept in good order, for Audit purposes. These records should be kept securely and be made easily accessible. Dispatch notes, picking lists and any other superfluous documents may be kept but will not be considered in place of a receipt.  
The PCA conducts spot checks from time to time and will request full copies of records. 

· The PCA may contact you if there appears to be any unusual spend on the card; this is typically for purposes of clarity.
· Research Funds and VAT – If the item to be purchased is considered to be zero rated the supplier will need to be advised at the time the purchase is being made and will also need a statement indicating why the purchase is eligible for VAT relief.  

· General Card Management Issues

· Suspected Fraud/Lost cards: It is part of the Cardholder’s responsibilities to ensure the safety of the Purchasing Card at all times. If a cardholder feels a card has been compromised/lost or stolen then stop the card immediately by calling Barclaycard Customer services and also inform the PCA. A replacement card will be re-issued.
· Deliveries, Returns and Credits:  Barclaycard offer payment protection to its customers in the advent of unsatisfactory service. However, the Cardholder should contact the suppliers first to resolve any issues. Should issues persist then call the Barclaycard Customer Services team after approximately 8 weeks.
· Unused Cards: Any Purchasing Card that remain unused for an extended period of time (typically 6 months or more) may be suspended by the PCA.
Warning will be given first, requesting a reasonable reason why the card should be 
kept open. 
· Prior to leaving Queen Mary’s employment the card must be cut in two and returned to the PCA to be cancelled immediately. 
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