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Use of Company Credit Cards

1. Background
This policy covers the guidelines and rules around company credit cards issued to staff to enable
card holders to pay for several approved company expenditure items. The preferred method of
payment for expenditure is through the Purchase Ledger using BACS.

2. Objectives
Abbeyfield The Dales Limited (ATD) is committed to providing services that enhance the quality of
life for older people and developing services that will meet the needs of future generations. This
commitment is based on the Mission and Values of ATD. ATD will also comply with all relevant and
current legislation.

3. Scope
This policy is for all staff who are authorised to hold or use a company credit card. The Finance
Team will maintain a list of the roles eligible to hold a card, and details of who holds a card, and
the card details.

4. Policy

4.1. Who can be issued with a Credit Card?
A credit card may be issued to staff who are deemed to have to make regular company
expenditure within their core duties, which is not better covered by our normal supplier
payment processes. Occasional need in a year may not qualify someone to be issued with a
card, and even if a person meets these guidelines, it remains the judgement of those
approving as to whether a card is issued. Even if these guidelines are met, a card will not
necessarily be issued as our bank will perform credit checks and they have the ultimate say.

4.2. Authorisation to have a Credit Card
A formal request for a person to be a credit card holder needs to be made by email to the
Chief Executive (CE) for ATD.

An individual may only apply for a credit card if their roles determines they should be issued
with a card, and they have successfully completed their probationary period.

The individual applying will be sent a form by the Finance Team.

The completed forms are to be sent to the CE and the proposed limit will be authorised by
the ATD board and forwarded to the bank.

The bank then forwards the card to the individual. This process can take up to three weeks.

The individual holding the card must confirm they have received their card and PIN to the
Finance Team within 3 working days of receipt.

4.3. Credit Card Limits
The limit on the cards is set at the discretion of the CE following consultation with the
Financial Controller.
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Appropriate limits will be set by the proposers and these limits will be:

- up to £3,000 but can be up to £10,000 for Directors
- upto £3,250 for Property and Registered Managers

Under exceptional circumstances existing credit card limits can be increased (permanently
or temporarily) if authorised by the CE for a Director’s credit card or by a member of SLT for
all other staff.

Spending on individual items must be in line with an individual’'s delegated authority
spending limits, unless prior approval is given by either the CE or The Board.

The limits will be formally reviewed annually, and adjustments proposed to the CE as
appropriate.

4.4. Use of Credit Cards
The credit card must only be used to enable card holders to pay for approved company
expenditure.

» Responsibilities of a Credit Card Holder

e Obtain a receipt or invoice to support each transaction.

e When finance receive the credit card bill each month, a copy will be emailed to the credit
card holder.

e The credit card holder must attach receipts in the order that they appear on the credit
card statement, record the reason for the transaction and ensure that the amounts
reconcile.

e The copy of the credit card statement complete with receipts must be returned to
finance within 2 working days.

e The Finance Officer will reconcile the information provided, check the nature of the
expenditure for appropriateness and inform the Financial Controller of any concerns.

e The CE will authorise all Directors’ credit card statements and the Director of Operations
will authorise all Managers’ credit card statement and the remaining members of SLT will
deputise as needed.

e Where a cardholder is not clear on the use of a card, they should seek appropriate
clarification with their line manager.

e |t is the responsibility of the cardholder to ensure that company funds are spent
prudently and appropriately.

NB: The card will be withdrawn if the above is not adhered to and misuse may result in the
instigation of disciplinary procedures.

4.5. Security of the Card
The cardholder is responsible for the security of the card. The card must always be keptin a
secure place. The cardholder is the only authorised user of the card; the card must not be
given under any circumstances to a third party to make purchases or to withdraw cash.

Cards are issued with a PIN number; under no circumstances can the PIN number be
disclosed to anyone other than the cardholder. The PIN number must not be written down
or stored in an easily recognizable form, nor should it be a commonly known number
associated with the member of staff.

Cards must be safeguarded against loss and theft at all times.
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10.

4.6.

4.7.

4.8.

4.9.

4.5.1. Lost or Stolen Cards
If the Company Credit Card is lost or stolen, the cardholder must immediately notify
the credit card issuer (using the telephone number on the back of the card, the CE
and the Financial Controller.

4.5.2. Personal Liability for Lost or Stolen Cards
If the card is found to be lost or stolen because of the cardholder’s negligence, then
the cardholder will be liable for part or all losses incurred as a result, and be subject
to investigation which may lead to disciplinary action being taken.

Personal Use of the Credit Card
The Company Credit card is provided for genuine business use only. It is not intended, and
must not be used for, personal expenditure or to withdraw cash.

What happens if a card holder leaves ATD?
If a cardholder resigns their position, on or before their last working day the card should be
cut in half and returned to their Line Manager or the Financial Controller.

Audit
The Company reserves its absolute right to audit the use of any credit card issued to any
party at any time. Audits may be conducted without any notification to the Cardholder.

Non-Compliance with this Policy

ATD views the misuse of Company Cards as very serious. Abuse of the Company Card may
lead to formal disciplinary action up to and including dismissal. ATD, in its absolute
discretion, has the right to notify the Police and to instigate criminal proceedings against any
person thought to be acting fraudulently.

Finance, Value for Money & Social Value

Adherence to this policy ensures good financial stewardship, the safeguard of company assets and
makes sure there is adequate control and sign off when committing the organisation to a financial
commitment.

Supported Appendices

N/A

Linked Policies

N/A

Legislation/Regulation

N/A

Review
Every 3 years, subject to regulatory and legislative changes.

Procedure/Guidance

N/A
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