Harlyn Primary School                                                          
  GPC Guidance

GOVERNMENT PROCUREMENT CARD GUIDANCE
Roles and Responsibilities

GPC Authoriser:

Jackie Lack (Headteacher)
The Authoriser must:

· Approve, sign and date the transaction records and purchase card statements as reconciled.

GPC Operator:

Sheila Quigley (Finance Officer)
The Operator must: 

· keep records of all cardholders and issue rules of use;

· review cardholder card statement, transaction record and receipts to ensure all purchases have been pre-ordered and authorised by the correct budget holder;

· keep a record of all transactions for audit purposes;

· deal with statements, reconciliation and payment processing;

· must add any assets purchased over £250 to the school inventory. 

GPC Cardholder 

Simon Jones (Deputy Headteacher)
 

The Cardholder must:

· record each transaction on a Transaction Record Form and pass to the school’s Card Operator every month, so that the expenditure incurred can be checked and passed for authorisation.

· attach delivery notes, invoices, VAT invoices and payment slips to the transaction record.

Cards to remain on school premises and kept in the cash safe. 

CARDHOLDER RULES and EMPLOYEE AGREEMENT 
Cardholder Security

· The Cardholder agrees to use the card only for appropriate London Borough of Hillingdon Harlyn School business purchases, to use good judgement and act responsibility when using the card. 

· The Cardholder must sign the card as soon as it is received. 

· Only the Cardholder named on the card may use the card, it must not be lent to anyone else. It will be assumed that activity has been incurred solely by the named cardholder. 

· The card pin number must not be written down, kept with the card or communicated to anyone else.   Once the pin number has been memorised the notification should be destroyed. 

· The card number should be known only to the Cardholder and Card Operator and should not be written down or communicated to anyone else except in the course of a purchasing transaction. 

· The Card Operator must maintain a secure record of card numbers and respective cardholders. 

· The Cardholder is responsible for the safekeeping of the card, which is to remain on school premises and kept in the school’s safe.

· The Cardholder must report any discrepancies/errors to the Card Operator. 

· The Cardholder must retain all receipts and delivery documentation and attach to the Transaction Record, until passed to the Card Operator. 

· Fraudulent or misuse of the card may result in either revocation of user privileges or any other disciplinary actions, up to and including the possibility of termination of employment/prosecution. 

· The card is to be returned immediately on request or upon changing jobs or on giving notice to terminate employment. The card should be cut in half across the magnetic strip and returned to the school officer appointed to administrate Purchase Cards. 

· Random audits may be conducted for both card activity and retention of receipts and invoices.  Suspension of the card or Disciplinary Procedures/Prosecution could be invoked for improper use of the card. 

· If the card is lost or stolen, notify the School’s Card Operator as soon as possible in order to notify the bank.

Transactions 

Before buying goods or services with the card, the Cardholder must: 

· Ensure that the goods or service that they propose to buy are not available from suppliers with whom the school already has a contract.

· Before using the purchase card, a “Permission to Spend” form should be completed and authorised (to be the equivalent of a purchase order). This is to ensure that expenditure will be within budget limits. 

· Check that the value of the purchase is within their transaction limit. 

· Check that the value of the purchase will not, when added to the existing balance on the card account, exceed the credit limit.

· Ensure that the supplier is able to accept payment by the card. 

The following must not be purchased using the card: 

· Personal or private goods or services 

· Cash 

· Goods or services from statutory bodies (e.g., electricity, gas, water) 

· Payments to individuals including supply or permanent staff. 

Placing an Order 

The Cardholder must place the order themselves, but only after authorisation of the expenditure is confirmed.  The order is then placed in one of five ways: 

1. By telephone, quoting the card number.  Telephone orders must be delivered to the school’s address. 

2. By mail, where an application form can be completed with details for card payment. 

3. By fax, providing the necessary card and delivery details. 

4. Over the Internet (the golden rules are included as Appendix 5) 

5. Over the counter in a shop or premises where a VAT invoice can be provided. 
6. The following is a guide to the details which are required on a VAT invoice: 

	Details required 
	Invoices less than £250 

	Suppliers name and address 
	YES 

	Suppliers VAT registration number 
	YES 

	Date of supply 
	YES 

	Description of goods or services 
	YES 

	Overall cost of invoice 
	YES 

	Cost of goods and services, identifying the VAT rate and amount separately for each item 
	YES (for each VAT rate but not item) 

	The school’s full name and address 
	NO 


In all instances you must inform the supplier of: 

· the full card number and date of expiry;

· the full name of the cardholder (as shown on the card);

· school’s name;

· the full delivery address;

· a clear description of the goods required. 

The Cardholder should ask the supplier for the total transaction amount and a customer reference (they may not provide this but the cardholder should ask – this will help in case the cardholder needs to query it in the future). 

For some suppliers, details from the reverse of the card may be asked for or details of the billing address.  This is for security reasons to help prevent fraud. 

Once the order is placed, do not leave paperwork containing your card number on view and keep it secure. 

Card Declined 

If your transaction is declined, contact the school’s Card Operator.  Potential causes are exceeding the monthly card limit or exceeding the individual transaction limit. 

Rejection of Goods/Goods Incorrect 

If you reject the goods, ensure that you tell the supplier directly, as it is they who will arrange a credit to your purchase card account.  The credit will appear on the monthly account statement and, therefore, must be entered on your transaction record.  If you cannot come to mutual agreement with the supplier, you should inform the school’s Card Operator. 

Transaction Record 

Your Transaction Record must be kept up to date.  Details of goods/services received must also be recorded on the record.  All receipts and delivery notes should be kept safe and reconciled to your transaction record.  Where the supplier or shop provides receipts, these documents must be retained as evidence of the transaction. 

Where VAT has been incurred on a transaction, the amount of VAT should be clearly identified on the transaction log.  VAT can only be reclaimed by the school where a VAT invoice or receipt is held by the school. 

Authorisation 

Each month you must sign your Transaction Record and pass it to the school’s Card Operator for reconciliation with the card account statement and entry onto the school’s accounting system. It will also be subject to review/authorisation by the headteacher or other designated authorised signatory. 

I confirm receipt of a school Purchase Card; that I have read and understood the Cardholder Rules above and “Regulations and User Guidance” and agree to comply with them.

Cardholder’s signature .........................................................     Date ............................

Headteacher’s signature ......................................................     Date ............................

Card Operator’s signature ....................................................     Date ............................

APPENDIX

PURCHASE CARD

PERMISSION TO SPEND FORM

This form is required to be authorised before any expenditure on behalf of the school is undertaken by a member of staff.   

STAFF NAME   ………………………………....
REASON FOR EXPENDITURE   ……………………………………………..
………………………………………………………………………………….....
………………………………………………………………………………….....
………………………………………………………………………………….....
ESTIMATED COST  £ …………………
If at the point of purchase the actual cost is more than 5% of the estimated price then the purchase will not be made.  A new Permission to Spend should be completed with a more accurate spend.

Authorised……………………………........  Date....………………………....
(Headteacher)
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