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Objectives:

This policy is designed to provide clear direction on the use of Council’s corporate
credit cards.

Policy:

The shire, in order to enhance daily purchasing processes and reduce administrative
costs, will authorise the issue, by its preferred financial services provider, of three (3)
corporate credit cards with a maximum credit limit of $15,000 in total, to the Chief
Executive Officer (credit limit $9,000), the Deputy Chief Executive Officer (credit limit
$3,000) and the Works Manager (credit limit $3,000) for which the use is subject to
the following conditions:

The corporate credit cards are only to be used for the purchase of goods and
services on behalf of the Shire of Goomalling such as, but not limited to,
accommodation, meals, travel, fuel, conference/seminar fees, and subscription
to professional memberships, journals, publications where the use of a
purchase order is impractical or not possible.

The corporate credit cards shall not be used for cash advances.

The corporate credit cards shall not be used for expenditure on personal items
or services.

The corporate credit cards shall not be tied to any type of personal benefit or
reward.

If the corporate credit card is lost, stolen and/or damaged it shall be reported to
Bendigo Bank immediately, as well as to Council.

The following are the approved methods of processing transactions subject to the
cardholders on each occasion maintaining a documented record of such
transactions:

Across the counter (the cardholder authorises a purchase by PIN at the time of
purchase).

By telephone (the transaction is completed by quoting corporate card details to
the supplier).



e By mail, quoting card details on orders to suppliers.
e By internet (the transaction is completed by quoting credit card details to the
supplier).

It is the responsibility of the Chief Executive Officer, Deputy Chief Executive Officer
and Works Manager (cardholders) to retain purchase/expenditure documentation,
tax invoices and Creditors/Finance Officer to reconcile with credit card statements at
the end of the each month.

The Chief Executive Officer, Deputy Chief Executive Officer and Works Manager
(cardholders) must sign the credit card statement in the space provided to validate
the transactions shown on the statement. The Chief Executive Officer is to sign off
on the summary of transactions as further verification and validation for the Deputy
Chief Executive Officer and Works Manager Cards and the Deputy Chief Executive
Officer is to sign off on the summary of transactions as further verification and
validation for the Chief Executive Officer.

Any disputed amounts on the credit card statement must immediately be brought to
the attention of the Shire President.

Termination of Employment

The corporate credit card will be cancelled immediately upon the termination of
employment of the Chief Executive Officer, Deputy Chief Executive Officer and
Works Manager (cardholders). The Chief Executive Officer, Deputy Chief Executive
Officer and Works Manger remain responsible for providing details of any
expenditure included on the corporate credit card statement up to and including their
final day of employment.

Cardholder Acknowledgement

The Chief Executive Officer, Deputy Chief Executive Officer and Works Manager
must sign a “letter of acknowledgement and declaration” acknowledging their
responsibilities to comply with the Shire of Goomalling’s policy when using the
corporate credit card.

Improper Use of Credit Card

The Chief Executive Officer, Deputy Chief Executive Officer and Works Manager are
the custodians of the corporate credit cards and in a position of trust in regard to the
use of public funds and improper use of that trust may render the Chief Executive
Officer, Deputy Chief Executive Officer and Works Manager liable to
disciplinary/legal action/criminal prosecution. Improper use includes misuse and/or
fraudulent use.



