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COLLEGE TOWN PRIMARY SCHOOL

PROCEDURES FOR SCHOOL USE OF BFC PROCUREMENT CARDS

Introduction

1. Certain individuals within the school have been issued with BFC Procurement Cards. They are:

· Trudi Sammons, Head Teacher.

· Cath Wadsworth, School Business Manager
2. The named card user will be responsible for collecting the card from BFC Corporate Services. 

3. The following notes contain guidance for members of staff who wish to make online purchases, or other purchases which need to be paid for using a procurement card.

4. Staff must not use personal credit cards for any transactions; personal credit card transactions will not be recognised as a school liability.  

5. Misuse of the BFC Procurement cards will be considered a disciplinary offence and will be subject to the provisions within the Governors’ policy on Staff Discipline and Grievance.

Online purchases

6. Either:

Card holders can make online purchases in accordance with the terms and conditions of card issue. Details of each purchase must be transferred to the monthly transaction log together with the receipt / copy order and forwarded to the School Business Manager for FMS update. Card holders are responsible for ensuring there is sufficient budget to fund any purchases before they place an order. School purchasing procedures must be followed and where possible an official Purchasing Order raised before an order is placed. Online purchases can only be completed on websites that have a secure payments area, which is activated before card details are entered.

Or:

Online purchases can be arranged by providing the School Business Manager with the link to the website with details of the items to be purchased.  The School Business Manager will enter the order on FMS to record the commitment against the appropriate department. The School Business Manager will then complete the purchase using the Procurement Card, provided sufficient budget exists. Online purchases will only be completed on websites that have a secure payments area, which is activated before card details are entered
7. Normal purchasing procedures, as set out in the Financial Procedures and in the Ordering section of the Staff Handbook, will apply. This includes the requirement to obtain 3 written quotations for orders over £10k and where possible to obtain 3 written quotes for purchases over £3k.


Use of online auction sites (e.g. eBay)

8. Purchasing from online auction sites will be permitted under the following conditions:

· The Head teacher’s authorisation must be obtained in advance, who will set a limit on the amount which may be bid. An official purchase order will be raised on FMS with the maximum bid as the order value.
· The member of staff requesting the purchase must demonstrate to the satisfaction of the School Business Manager and the Headteacher that the item is unavailable elsewhere, or they can obtain the goods at a price at least 33% below that at which they would be able to buy them elsewhere.

· The amount bid must not exceed the limit set by the Headteacher.

· Purchases may only be made from a trader with a minimum feedback score of over 10, and with a 98% or higher positive feedback result.

· Purchases must be made using the School’s eBay account, details of which are available from the School Business Manager.
· If any of these conditions are not adhered to, the transaction may not be recognised as a school liability.
9. If a member of staff bids successfully for an item, they must send an e-mail to the vendor to inform them that it is a school purchase and that payment will be made on the next working day. They must then pass the details to the School Business Manager promptly for settlement using the Procurement Card

Requirements on Cardholders

11. Cardholders must comply with the conditions of use set by the issuing bank and by Corporate Finance, both of which they will receive when they apply for a card.  The conditions set out in this document are additional to the above.

12. Cards are provided to named Cardholders and are not transferable. Upon receipt the Cardholder must memorise and destroy the PIN in confidential waste. When the card is in use the Cardholder should retain the card on their person at all times, and never leave it unattended. When the GPC card is not in use, it must be locked in a secure place and should only be accessed by the Cardholder.

13. Individual transaction limits and overall credit limits will be set by governors on advice of the Headteacher and the School Business Manager.

14. Restrictions on the type of goods which may be purchased on each individual card will be set by governors on advice of the Headteacher and the School Business Manager.

15. Cards may not be used for withdrawing petty cash. Neither can cards be used for non- business related expenses or personal items.
16. Cardholders may not use personal loyalty cards (e.g. Nectar, Clubcard etc) in conjunction with the card. If any such use is made, it will give rise to a taxable benefit in kind which the individual will be liable for.

17. When using an internet purchasing site, the user must delete the credit card details on completion of every transaction.
18. Online purchases can only be completed on websites that have a secure payments area, which is activated before card details are entered.
19. Card users are responsible for keeping receipts for any purchases made using the card. All transactions on the receipt must be allowable purchases; it is not acceptable to make any personal purchases using the card, even if reimbursement is made to the school.

20. On receipt of the statement each month, the cardholder must match each transaction to a receipt and attach the receipt to the statement.  If a receipt is missing, the cardholder may be liable to reimburse the school for that transaction.  The statement and receipts must all be passed to the School Business Manager.  

21. The School Business Manager will check that all the transactions are valid and supported by receipts, and will then code the transactions on a transactions log for posting onto Agresso.  The completed transactions log will be returned to the cardholder for signature to confirm that all the purchases were for the business purposes of the School.  The documents will then be passed to the Head, or the Chair of Governors in the case of purchases by the Head for checking and authorisation of payment. 

22. If a card is lost or stolen the cardholder must contact the Bank as soon as possible to notify them of the loss or theft. They must also notify the School Business Manager as soon as possible and in any event within five days of contacting the Bank.  The Bank can be contacted on:

· 0870 513 4588 (from the UK)

· +44 1908 544059 (from overseas)

23. If unauthorised use is made of the card, the cardholder must notify the Bank immediately.  They must also notify the Council and the School Business Manager.

24. If the cardholder leaves the School’s employment they must return their card to the School Business Manager.

ADMINISTRATION OF BFC PROCUREMENT CARDS

Issue and Administration of cards

25. The issue of BFC Procurement cards and the financial limits set on their use must be approved by the relevant committee of governors.  The School procedures for the issue and use of BFC Procurement cards and the individual financial limits will be reviewed by the relevant committee of governors on an annual basis.

26. The School Business Manager will provide new users with the following documentation:
· Lloyds TSB Cardholder Application

· BFC Purchase Card Request Form

· Government Purchase Card Conditions of Use
· Copy of these procedures
School Procedures

27. The cardholder should complete the BFC Purchase Card Request Form and Page 1 of the Lloyds TSB Purchasing Card Cardholder application and return both documents to the School Business Manager along with the signed Acceptance and Undertaking on Page 1 of the Government Purchase Card Conditions for Schools. The cardholder should retain the other pages of the Conditions of Use for future reference.

28. On receipt of a completed application, the School Business Manager should check details fro completeness and accuracy and then forward the verified documents to Education Finance.

29. The School Business Manager will be responsible for updating these procedures as necessary and presenting them to the relevant committee of governors for review.  The School Business Manager will also be responsible for reviewing the use of the cards and making recommendations to the relevant committee of governors with regard to individual cardholders’ credit limits.

30. The School Business Manager will report the loss, theft or misuse of a card to the BFC Purchase Card Administrator immediately.

31. If a cardholder leaves the School’s employment, the School Business Manager will ensure that their card is cut in half across the smartcard chip and returned to the BFC Purchase Card Administrator.
Ordering and accounting for purchases

32. The School Business Manager will validate that purchases made using the cards comply with the School’s procedures for ordering included in the Finance Procedures and the Staff Handbook and with the cardholder procedures for the use of Procurement Cards and online purchasing.

33. On receipt of a request from a budget holder, the Finance Administrator will raise an order on FMS to create a commitment, and then make the purchase online.  
34. On receipt of the monthly statements from the cardholders, the School Business Manager will check that all transactions are legitimate and appropriate and are supported by receipts.  The School Business Manager will enter the transactions onto a transaction log and enter the appropriate FMS codes.  This will then be returned to the cardholder for signature to confirm that all the purchases were made for the business of the School. Where any transactions are considered not to be legitimate, these will be referred to the Headteacher who will determine the course of action in accordance with the provisions within the Governors’ policy on Staff Discipline and Grievance.

35. The signed transaction log, together with the supporting credit card statement and receipts, will be passed to the School Business Manager who will review the transactions before initialling the log and passing it to the Headteacher for authorisation for payment. Transactions relating to purchases by the Headteacher will need to be authorised by the Chair of Governors.

36. Once the Headteacher / Chair of Governors has authorised payment, the log will be returned to the School Business Manager who will enter the transactions onto FMS as order invoices against each order. Once the invoice is authorised the direct payment processing is selected and the appropriate payment card is selected from the list and then saved to create the payment. If no order has been raised the payment will be made as a Cash Book journals. 
37. The total balance outstanding on all cards is paid monthly by direct debit. When the bank statement is reconciled in FMS, one line on the bank statement may reconcile with many lines in FMS. These will be easily identifiable using the reference field.

38. The Cash Book Journals will be picked up in the normal way for inclusion on the Imprest return which reports the expenditure to Bracknell Forest Council.

Approved September 2019 
Review Date September 2020
REQUEST FOR EBAY  PURCHASE

Name:……………………………………………………………………………………………………………………….

Budget to be charged:……………………………………………………………………………………………….

	Item to be purchased


	

	Reason for purchase from eBay (delete as appropriate)
	Item is unavailable elsewhere

Item can be bought on eBay at a saving of at least 33% of next best price (documentary evidence to be provided

	Estimated cost of item 


	£


I understand that if my request is approved I will be issued with a password for the School’s eBay account, which will be valid only for this one transaction.  I also understand that I will be given a limit above which I cannot bid.  Any expenditure over this limit or which is not included in this authorisation will be my own responsibility, and I will be liable to reimburse the school for it.

Signed………………………………………………………………………………………………………………………………………………….

Date……………………………………………………………….

Authorised by Headteacher:……………………………………………………………………………………………………………….

Maximum bid £……………………………

Bid completed date……………………………………………….

Payment date……………………………………………………….

Cardholder signature…………………………………………………………………………………
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Date

Page No.

Date

Reference

Date of 

OrderSupplierDescription of Purchase

Amount 

excl VAT 

£

VAT 

Amount £

Total Incl 

VAT £Fund

Ledger 

Code

Date goods 

received

Entered onto 

FMS

-         

-         

-         

-         

-         

-         

-         

-         

-         

-         

-         

-         

-         

-         

-         

-         

-         

Total0.00

Petty Cash  - unspent cash

RefDateDescriptionAmountFund 

Ledger 

Code

Entered 

onto FMS

I                                     confirm receipt of amount specified in petty cash tinDate:









Statement No.



FMS Reference

Attach receipts (annotated with reference number) and a copy of credit card statement

SCHOOL NAME

I confirm that all purchases have been for business purposes of the above named school.



Cardholder Name:

Signature

Authorised by:

Signature
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		Transaction Log for Government Purchase Card

		SCHOOL NAME

		Cardholder Name:

		Statement No.

						I confirm that all purchases have been for business purposes of the above named school.

		Signature

		Date

		Page No.

		Authorised by:

		Signature

		Date

		FMS Reference

						Attach receipts (annotated with reference number) and a copy of credit card statement

		Reference		Date of Order		Supplier		Description of Purchase		Amount excl VAT £		VAT Amount £		Total Incl VAT £		Fund		Ledger Code		Date goods received		Entered onto FMS

														- 0

														- 0

														- 0

														- 0

														- 0

														- 0

														- 0

														- 0

														- 0

														- 0

														- 0

														- 0

														- 0

														- 0

														- 0

														- 0

														- 0

												Total		0.00

		Petty Cash  - unspent cash

		Ref		Date				Description		Amount		Fund		Ledger Code		Entered onto FMS

						I                                     confirm receipt of amount specified in petty cash tin								Date:
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