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St Clare Catholic Multi Academy Trust (the Trust) seeks to demonstrate and evidence the discharge of its financial responsibilities by ensuring the Trust’s funds are used only in accordance with its Articles, Master and Supplementary Funding Agreements and the Academy Trust Handbook.  Principles governing our work are: 
· regularity
· propriety
· probity

In order to adhere to these principles the Trust will ensure that:
· spending has been for the purpose intended and there is probity in the use of public funds
· spending decisions represent value for money and are justified as such
· internal delegation levels exist and are applied within the Trust
· a procurement framework is established to ensure value for money, effective and efficient implementation, and compliance with public procurement thresholds are observed; for example, the Official Journal of the European Union (OJEU)
· relevant professional advice is obtained where appropriate
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The Trust is committed to ensuring the procurement of goods and services is as effectively and efficiently as possible, whilst maintaining adherence to underlying control principles and measures. 

The Multipay Commercial Card (Card) Policy sets out the framework and circumstances where it may be appropriate to procure goods and services with a card and the procedures to be followed when processing these transactions.
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Cards are allocated to individual users based on specific need and therefore the number of cardholders and the associated spend limits are not uniform across the Trust.  The location of a cardholder does not necessarily imply an absolute link between the cardholder and the location, although this approach is used in support of operational effectiveness and efficiency.

The Trust’s banking structure and its unified financial ledger system allows for transactions to be processed and allocated to any location and cost centre within the Trust, irrespective of the cardholders’ location/place of work.  This underlying flexibility is a key factor in developing a resilient operating structure.  

Annually, the Trust Finance and Resources Committee (FARC) will review and approve the schedule of cardholders, their individual and consolidated spend limits.

The Trust’s Chief Financial Officer (CFO) has delegated responsibility for the day-to-day management of the multipay card programme and as such is the Programme Administrator (PA), responsibilities include:
· authorisation of new cardholders
· amendments to spend limits
· suspension/withdrawal of multipay cards
· creation of commercial card internet service (CCIS) passwords
· reporting of suspicious and fraudulent activity
· primary point of contact for Lloyds Bank Corporate Card Services Team (CCST) 
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Individuals provided with a card are in a position of trust and have a responsibility to ensure they are fully compliant with the requirements of this policy and the Conditions of Use provided by Lloyds Bank CCST.

The schedule below provides a summary of the cardholders’ responsibilities:
· your card should only be used to procure goods and services which are wholly and necessarily required for the performance of the Trust and its academies’ objectives.
· expenditure of a personal or inappropriate nature must not be incurred using the card, any instances of personal and/or inappropriate expenditure will be subject to further investigation and may be recovered from the cardholder.
· your card must not be used to procure any of the following goods and/or services:
· alcohol (religious observance exemption)
· tobacco products
· gaming and gambling
· adult content/services
· you must not write the PIN on the card or anything left with the card. If you do write it down, do not write the PIN in a way which would enable someone else to recognise that it is a PIN.’
· ensure you retain safety possession of your card.  Where the named cardholder is not in possession of the card, it must be securely stored.
· do not allow your card and/or its details to be stored on a website, copied or given verbally to anyone other than when procuring goods or services
· you must not circumvent the Trust’s procurement thresholds by splitting purchases into smaller volumes 
· upon receiving your card:
· read, sign and return the accompanying ‘Statement of Responsibilities’ declaration to finance@stclarecmat.org.uk.
· read the Corporate Card Cardholder User Guide accompanying your card 
· register for CCIS with the password created and provided to you by the PA
· activate your card via the CCIS
· sign the reverse of your card
· upload your duly monthly completed reconciliation summary and supporting documents in a timely fashion to the St Clare SharePoint.
· Improper use may result in withdrawal of your card and disciplinary and/or possible legal action.
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Your card provides an alternative but effective and efficient method to procure goods and services alongside the Trust’s substantive purchase to pay process, which is an integral part of the Trust’s financial management software (IRIS Financials).  The use of your card is ideally suited to transactions which demonstrate the following characteristics:
· low value and high volume
· one-off purchases
· initial purchases prior to creation of a suppliers account
· virtual service providers (card only payments)
· immediate/urgent need for goods and service 
· evidence of a fully complete and paid transaction e.g. travel tickets, hotel accommodation

As an alternative procurement route the use of your card is still subject to the Trust’s procurement thresholds and the following requirements: 
· populate details of the proposed procurement activity on the reconciliation statement, details must include the following
· date of transaction
· supplier/service provider name
· cost centre code
· nominal code
· total (gross) cost
· VAT rate and amount
· description of the transaction i.e. goods or service procured and the reason why 
· budget holder details and authorisation
· approval of the budget holder must be secured prior to purchasing any goods or services, the budget holder must sign the reconciliation statement to verify:
· details of the procurement activity
· appropriate selection of cost centre and nominal codes
· budget availability to cover the total cost of the procurement activity
· ensure a receipt for the procurement activity is obtained, this will need to be referenced and submitted at the end of the month
· In instances where a copy of the receipt or invoice is also being sent to finance@stclarecmat.org.uk directly from the supplier, please request the supplier to stamp it ‘paid by credit card’. This will ensure that the item is not duplicated on the financial management software. 

The above steps should be followed for each and every card transaction.

Please note purchase orders are not required for card transactions.
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The monthly reconciliation summary is to be used as a schedule of all your card transactions during the statement period and is reconciled against the card statement for the same period.  

To complete the monthly reconciliation summary at the end of the statement period the cardholder must:
· ensure the reconciliation statement is up to date and includes all transactions processed during the period
· download their card statement for the period from their CCIS
· ensure entries on the reconciliation summary have corresponding entries on the card statement and mark these accordingly in the ‘reconcile to statement’ column
· provide details for any items which are not an exact match or are missing from the card statement
· transactions present on the card statement but not on the reconciliation summary should be recorded on the face of the reconciliation statement and marked as such in the ‘unreconciled card statement’ column.
· Clearly reference receipts in line with the following naming convention e.g. 
· 1st initial of your forename + 1st and 2nd initial of your surname
· Underscore
· month (3 characters)
· underscore
· order of entry 
Cardholder, John Smith would reference items as follows: JSM_SEP_1, 
JSM_SEP_2 etc

Once all the relevant fields of the monthly reconciliation summary are complete, the cardholder must sign the declaration and then upload the following documents to the St Clare SharePoint:
· monthly reconciliation summary (naming convention: JSM_REC)
· multipay card statement (naming convention: JSM_STA)
· receipts and invoices (naming convention: JSM_SEP_1, JSM_SEP_2 etc)

The central finance team will review submissions and follow up on any unreconciled items and/or any missing receipts/invoices with cardholders and/or budget holders.  Requests for information or missing items should be addressed as soon as possible.  Continued failure to provide information or missing items may result in temporary suspension of your card facility while the issue is resolved and/or permanent withdrawal of the card subject to the approval of the CFO.
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Cardholders are personally responsible and accountable for the safekeeping of their card. Your card should be kept secure and protected against improper use. 

You must contact Lloyds Bank Corporate Card Service Team (CCST) in the event:
· your card is lost or stolen
· your PIN become known to any other person
· the card or the PIN are for any reason liable to misuse/fraudulent activity

When procuring goods and service online, extra caution is advisable especially if you are accessing a previously unknow supplier/service provider website. Prior to commencing your transaction and certainly before entering any card details into the website, ensure that the site is secure. 

You can do this by checking to see if there is a small padlock symbol in the address bar (or elsewhere in the browser window) and a web address beginning with https:// rather than http:// (the ‘s’ stands for ‘secure’). 

Suggestions on how to confirm trustworthiness include: 
· being suspicious of offers that are ‘too good to be true’
· asking colleagues if they have used the website
· undertaking an internet search to confirm whether reviews are favourable

Using a card online may put you at increased risk of card fraud. You can reduce this by remembering the following points: 
· when undertaking a transaction online, you will never be asked for a PIN or online banking password 
· you will be asked for the three- or four-digit security number (‘CVV2 code’), which is usually found on the back of your card 
· never give permission for a site to store your card details
· If your card is declined or you believe you may have provided your card details to an untrustworthy site then please contact Lloyds Bank CCST immediately 

Contact details for the CCST are available in the Corporate Card Cardholder User Guide supplied with your card and also from the useful contact information section of https://www.lloydsbank.com/business.  You must also notify the PA at your earliest opportunity who will liaise with Lloyds Bank CCST regarding any follow up actions
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Individuals provided with a multipay card are in a position of trust and have a responsibility to ensure they are fully compliant with the requirements of this policy and the Conditions of Use provided by Lloyds Bank CCST.

The schedule below provides a summary of the cardholders’ responsibilities:
· your multipay card should only be used to procure goods and services which are wholly and necessarily required for the performance of the Trust and its academies’ objectives.
· expenditure of a personal or inappropriate nature must not be incurred using the multipay card, any instances of personal and/or inappropriate expenditure will be subject to further investigation and may be recovered from the cardholder.
· your multipay card must not be used to procure any of the following goods and/or services:
· alcohol (religious observance exemption)
· tobacco products
· gaming and gambling
· adult content/services
· you must not write the PIN on the card or anything left with the card. If you do write it down, do not write the PIN in a way which would enable someone else to recognise that it is a PIN.’
· ensure you retain safety possession of your multipay card.  Where the named cardholder is not in possession of the multipay card, it must be securely stored.
· do not allow your multipay card and/or its details to be stored on a website, copied or given verbally to anyone other than when procuring goods or services
· not to circumvent the Trust’s procurement thresholds by splitting purchases into smaller volumes 
· upon receiving your card:
· read, sign and return the accompany ‘Statement of Responsibilities’ declaration to finance@stclarecmat.org.uk.
· read the Corporate Card Cardholder User Guide accompanying your card 
· register for CCIS with the password created and provided to you by the PA
· activate your card via the CCIS
· sign the reverse of your card





· upload your duly complete monthly reconciliation summary and supporting documents in a timely fashion to the St Clare SharePoint.
· Improper use may result in withdrawal of your card and disciplinary and/or possible legal action.
I confirm that I have read and understood the commercial multipay card policy and procedure and agree to adhere to the cardholder statement of responsibilities.

Signature

Cardholder Name							Date
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Excel Spreadsheet
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