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Objective

To provide clear direction on the use of the City’s corporate credit cards to approved cardholders
thereby mitigating the risk of fraud and inappropriate use.

Policy

a) The issue and use of corporate credit cards shall be strictly in accordance with this
policy.

b) The procurement of goods or services using corporate credit cards shall only occur in

instances when the standard methods of raising purchase orders/invoices and/or manual
EFT/cheque practices are not available from the preferred supplier.

C) The procurement of goods and services on corporate credit cards shall be in accordance
with the Policy and Procedure for Procurement of Goods and Services.

d) The overall limit of the City’s corporate credit card facility shall not exceed $30,000.
This overall limit can only be increased by Council resolution on the recommendation
of the City Audit Committee.

General Practices
a) Corporate credit cards will only be issued to employees of the City of Armadale.

b) The CEO shall approve the issue of all corporate credit cards. In the case of the CEO,
Council may (in accordance with this Policy) approve the issuing of a corporate credit
card as part of the CEO’s contract of employment.

C) The City's corporate credit cards shall only be used for City business related purchases
and within approved budget allocations. Under no circumstances are corporate credit
cards to be used for personal or private purposes.

d) The cash withdrawal feature on all cards, shall be disabled by arrangement with the
City’s financial institution.

e) The maximum credit limit on any card shall not exceed $5,000, unless specifically
approved by the Chief Executive Officer (CEO) for sound demonstrable purposes or in
the case of the CEQ, as provided for in the contract of employment.

f) It is the cardholder’s responsibility to ensure, prior to any purchase, that there are
sufficient funds/credit limit available on their corporate credit card so as not to exceed
the card’s limit. The cardholder can verify their corporate credit card balance with the
Finance Department.



Terms of Corporate Credit Card Use by Cardholders

a)

b)

d)

An Agreement between the cardholder and the City of Armadale shall be signed which
sets out the cardholder’s responsibilities, legal obligations, details of goods and services
the cardholder has authority to purchase and actions that will be taken in the event that
the cardholder fails to comply with the terms of the Agreement.

A Register of all corporate credit cards issued/returned/cancelled, will be maintained
by the Finance Department. The Register will record the following details:-

— The cardholder’s name and position;

— The card number;

— The card expiry date;

— The card credit limit, and

— The signature of the cardholder to signify they have received the card.
— The signature of the cardholder to signify they have returned the card.

On the cessation of a cardholder’s employment, the corporate credit card is to be
returned to the Manager Financial Services who will cancel and destroy the card. The
Register will be updated with the cardholder’s signature to signify they have returned
the card.

If a cardholder’s corporate credit card is misplaced, damaged or stolen, the cardholder
is required to report it immediately to the City’s financial institution and the Manager
Financial Services.

Cardholders are responsible for the purchases made on their corporate credit card and
must sign the statement received at the end of each month certifying they have checked
that all transactions listed match their purchases for that month. Cardholders are to
obtain in all instances a compliant tax invoice or receipt which records an adequate
description of the goods or services obtained and shall write on the statement or the
supporting documents for each transaction, the applicable expense account budget
number for cost allocation purposes.

1. All corporate credit cards statements from the City’s financial institution shall
be mailed directly to the Finance Department who will distribute to cardholders.
il. Corporate credit card statements (including supporting documentation of the

goods or services acquired) when signed by the cardholder as being true and
correct, are to be returned to the Finance Department.
1. The Finance Department will:

— Reconcile the corporate credit card statements to the total monthly payment
made to the City’s financial institution.

— Review the transactions and supporting documents on each corporate credit
card statement, and report any irregularities or discrepancies to the Manager
Financial Services.
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— File all corporate credit card statements and supporting documentation.
The Mayor (who will not have access to a Corporate credit card) will review the
Chief Executive Officer’s Corporate credit card statement (including supporting
documentation of the goods or services acquired) and approve them.

The Executive Director Corporate Services (who will not have access to a
Corporate credit card) will review all other Corporate credit card statements
(including supporting documentation of the goods or services acquired) and
approve them.

The Corporate credit card statements will be included in the monthly payment
listing report to Council.

Applicable legislation

Act Local Government Act 1995 Section 2.7 — The Role of Council Local
Government Act 1995 Section 6.5 — Accounts and records

Regulation Local Government (Financial Management) Regulations 1996
Regulation 11 — Payments, procedures for making etc

Local law N/A

Related Policy Procurement of Goods and Services

Delegation of Power

Nil

Link to influencing strategies or plans

Nil

Link to procedure

N/A

Other implications

Financial/Budget Implications

There are no financial/budget implications directly associated with this Policy. All
expenditure incurred through the use of a corporate credit card must be in line with approved
budget allocations.

Asset Management Implications

Nil

Environmental Implications




Nil

Occupational Safety and Health Implications

Nil

Administrative information

Adopted on

28 June 2021 - CS43/6/2021
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