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Purchasing Card scheme 
 
The County Council Purchasing Card is for use on council business only and you will be 
committing council funds each time you use it. 
 
Employees must be authorised by their Cost centre manager/budget holder for Card use.  
 
The Card is intended for purchases where raising a Purchase Order is not possible or 
impractical as agreed with the Corporate Procurement Team (CPT).  Examples of where 
a Purchasing Card may be a suitable alternative to raising a Purchase Order are for 
essential Internet purchases, foreign purchases and for authorised business travel and 
accommodation bookings (e.g. school trips).. 
 
Goods and services must be delivered to a county council location unless specifically 
authorised by your cost centre manager or Approving Officer. The Card is non-
transferable as it is issued in the name of the individual Cardholder to be used for 
specific purposes only.  
 
The Cardholder is responsible for the security of the Card and the transactions made 
against the Card. 
 

The Card may be used for travel related expenses such as travel tickets and hotel 
accommodation for purely business use.  The Card must not be used to purchase goods 
and services that may result in a benefit in kind tax liability.  In no way must any “payment 
in kind” be made to an individual for services provided to the County Council by way of a 
gift voucher.  Any payments to “employees” must be made through the payroll system via 
the Pay and Employment Information team. 

 
 
Purchasing Cards must not be used to add funds to retailer gift cards which are then 
passed to other members of staff to use.  This effectively constitutes the distribution of 
funds for use at the discretion of other personnel, which may not be accurately recorded. 
 
PAYMENT: the supplier automatically debits Your Card; therefore you are NOT required 
to submit a statement or invoice to be paid. 
 
The balance owing to the Card issuer is paid in full on or around the same date each 
month. 
 
Goods and services must only be bought from preferred suppliers, unless otherwise 
agreed with CPT. 
If you leave the County Council your Card must be destroyed (preferably by cutting 
through the card number and a change of details form must be completed informing the 
IBC that you are leaving. 
 
Cardholders must not accept and redeem for personal use loyalty offers such as Airmiles, 
Nectar and ClubCard points on purchases made with the card.   
 
Purchasing cards cannot be used for cash withdrawals from ATM’s. 

https://hampshire.firmstep.com/default.aspx/RenderForm/?F.Name=E64gEMbarpT&HideToolbar=1
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Use of the Card for any purpose which is not in accordance with the guidelines 
established for this programme, will result in disciplinary action.  
 
Please refer to the Purchasing and Embedded Card Policy for further information 
on the correct use of Purchasing Cards. 
 
SPENDING LIMITS 
 
The Cardholder transaction limit will normally be set at £500 and the total allowable 
monthly expenditure limit will normally be set at £2,500.  Limits can be raised on a 
temporary or permanent basis if there is a justifiable business need.  If you need to 
increase the limit you will need to complete the change of transaction limit form. 
 
CARD SECURITY 
 
The Purchasing Card should be kept in an accessible but secure location 
 
 NEVER display your Card Number around your work area 
 
 NEVER give your Card Number to someone else 
 
 ONLY the Cardholder should place an order using his or her Card Number 
 

 
LOST or STOLEN CARDS 
 
Contact the Royal Bank of Scotland if your card is stolen or lost.       
The card provider will cancel the Card and arrange for the issue of a new Card. 
 
MISUSE or ABUSE OF CARDS 
 
The use of the Card for any purpose that is not in accordance with the guidelines in this 
document will be dealt with under the formal disciplinary procedure. 
 
If fraud is detected the Card will be immediately cancelled and necessary measures 
taken. 
 
Fraudulent usage will be viewed as gross misconduct and may result in summary 
dismissal. 
 
Please Note: Both the Cardholder and the approving officer are jointly liable for the 
integrity of all transactions and proper and controlled use of the Purchasing Card. 
 
ROLES and RESPONSIBILITIES 
 
CARDHOLDER 
 

 
REMEMBER you are responsible for the integrity of everything 

charged to your Card. 
 

https://intranet.oxfordshire.gov.uk/cms/sites/default/files/folders/documents/support/finance/procurementforms/purchasing_card_policy.pdf
https://hampshire.firmstep.com/default.aspx/RenderForm/?F.Name=anuNvyhchQ8&HideToolbar=1
http://personal.rbs.co.uk/personal/support-centre/contact-us.html
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 Places orders with suppliers. 

 Contacts supplier for any returns. 

 Resolves disputes with the supplier and/or card provider as appropriate. 

 Retains support documentation (receipts/confirmations etc) for all transactions  

 Reviews transactions on the Monthly Transaction Log on the Purchasing 
Card management information system, including recording of VAT and 
alternative General Ledger codes (where appropriate) and description of 
goods purchased.   

 The cardholder must retain all statements and supporting documentation for VAT 
purposes and for recall in case of an audit.  

 Upon departure from the cost centre or County Council, all statements must be 
forwarded to the Cost Centre Manager or an Approving Manager.  (Retention 
period is 6 years) 

 
APPROVING MANAGER (usually Cost Centre Manager/Budget Holder) 
 
(If a Headteacher is a card holder, the Chair of Governors should be reviewing and 
signing off the expenditure) 
 

 Ensures receipt of monthly statements/supporting documentation and completion 
of Monthly Transaction Log by cardholders on the Purchasing Card management 
information system.  

 Reviews and approves each Monthly Statement on the Purchasing Card 
management information system. 
 

 Informs Corporate Procurement if there are discrepancies or compliance questions 
when reviewing monthly statements. 

 Ensures that the APPROPRIATE method of ordering has been used, i.e. 
Procurement Card or IBC Purchasing system  (If in doubt, contact Corporate 
Procurement) 

 Ensures that the Card is cancelled and destroyed when the Cardholder leaves the 
County Council, or no longer requires use of the Card.   

 To ensure the continued success of the Purchasing Card scheme, Approving 
managers should ensure that items billed to the Card have been received and that 
procedures are being followed as stated in this document.  Any violation should be 
immediately reported to Corporate Procurement 

 Ensures that the cardholder keeps all documentation in relation to Purchasing 
Card transactions for 6 financial years plus the current financial year.  If the 
cardholder changes position or leaves the authority, the approving officer must 
ensure that all such documentation is kept. 

 
 
HOW DO I PLACE AN ORDER? 
 
Decide it is appropriate to use a Purchasing Card. 
Check that Corporate Procurement approves the chosen supplier and that the supplier 
can accept payment by Purchasing Card. 
The process is then similar to using your personal debit or credit card. 
 
All purchases will usually be made against preferred suppliers or are ad hoc, infrequent 
requirements and will be of low value. 
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Prices must be inclusive of delivery and VAT. 
 
When the supplier and price is confirmed, place the order by quoting the following details: 

Your name and Card Number 
Expiry Date of Card 
Delivery Address (as given on your Purchasing Card application) 
Department Name and Location 
Agreed inclusive price 
Delivery date required 

 
When collecting goods in person, a transaction slip must be obtained from the supplier.   
 
When ordering by e-mail, telephone or Internet some acknowledgement of your order 
should be provided and kept for reference as proof of order pending receipt.   
 
Some suppliers operate at what is known as ‘Level 3’ in terms of the amount of detail they 
hold in their sales order processing system for each transaction. These are usually the 
larger commercial suppliers.  In these cases you will be asked for additional information 
about the transaction, e.g. a job number, cost code or other identification reference.  It is 
important to give this information as enables purchases to be allocated correctly to both 
you and the cost centre or job concerned. 
 
Any invoice sent in error should be sent back to the supplier, NOT to the IBC. 
 
More specific information on how to use your Purchasing Card for the various methods of 
purchase follows: 
 

Buying on the suppliers’ premises 

 Check that the supplier accepts Cards as a method of payment.  Suppliers who 
currently accept Mastercard credit cards will accept the Mastercard Purchasing 
Cards. If the supplier does not accept Mastercard as a method of payment then a 
Purchase Order will need to be raised. 

 Ensure that the purchase is within your monthly budget limit. 

 The cashier will ask you to insert your Card into the Chip & Pin machine and enter 
your PIN. Providing the details are in order the transaction will then be authorised 
by the bank immediately. 

 You will need to remove your card and make sure you are given a receipt or paid 
invoice which must be kept safe to update and file with the monthly transaction log. 

 Please Note: The invoice is for record keeping purposes only and must not be 
sent to the IBC as it has already been paid. However, they are auditable 
documents and are therefore required for possible audit inspection.  

 Your transaction log will be updated with your purchasing information via the 
Purchasing Card management information system.  Your invoices relating to card 
transactions support the transactions listed on your Transaction Log and upon 
receipt of your Procurement Card statement will be a reference source to assist 
you with your month end reconciliation.  
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 Do not divulge your PIN number to any other person.  

 

Telephone Ordering 

 Check that the supplier accepts Purchasing Cards as a method of payment. 
Suppliers who currently accept Mastercard credit cards should accept the Card. If 
the supplier does not accept Mastercard as a method of payment the normal 
purchase ordering system must be used. 

 Ensure that the purchase is within your monthly budget limit. 

Obtain budget holder authorization before making a purchase.  

 You will be asked for your card details including the card number and start and 
expiry dates.  Frequently, you will also be asked the card security number which is 
the last 3 digits on the signature strip on the reverse of the card. You may also be 
asked to confirm the cardholder address and postcode (which is your work address 
as provided when the card application was completed).  Please note, this 
information is requested to increase the security of the card use for the supplier 
and is not a comment on your personal security status. 

 Ask the supplier to send the invoice which will usually be stamped "Paid by 
Mastercard" directly to you at the appropriate Oxfordshire County Council delivery 
address or by email.  

 Please Note: The invoice is for record keeping purposes only and must not be 
sent to the IBC as it has already been paid. However, they are auditable 
documents and are therefore required for possible audit inspection. 

 Your transaction log will be updated with your purchasing information via the 
Purchasing Card management information system.  Your Mastercard invoices 
support the transactions listed on your Transaction Log and upon receipt of your 
Purchasing Card Mastercard statement will be a reference source to assist you 
with your month end reconciliation.  

Ordering via the Internet 

When using the Internet for buying goods and services purchasers must ensure 
that they are ordering via secure web sites because it is important that your card 
details are not intercepted by a third party.  

Secure Internet trading sites can be identified using the information given below. 

 

 SSL—The Internet Safety Standard 
This is a security protocol, used by both the Netscape and Microsoft 
Internet Explorer browsers. It employs encryption technology, which 
scrambles your personal financial information after you enter it, and then 
only unscrambles it for the people with the right key: the company you're 
buying from.  
 
Your first indication of security will appear in the URL for the site. You 
will see the "http" portion of the name change to "https." The "S" 
indicates security for all browser types.  

For example: "https://www.safeandsecure.com" 
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An unbroken key or lock will appear in the status bar of the browser window 
when you are on the credit card processing pages of the supplier’s web site. 
You will also see that the URL address starts with https: .This indicates that 
credit card or other information is being encrypted to prevent viewing by a 
third party while in transit over the Internet. 

 

 Verisign  

This is the leading provider of Internet security systems. To verify that the 
site is using a VeriSign Digital ID, view the site's certificate from your web 
browser. For servers using VeriSign Digital ID's, the dialogue box will say 
that the certificate is issued by the Secure Server Certification Authority 
under the RSA Data Security root. Connecting to a site in secure mode not 
only provides assurance of the site's authenticity, it enables encryption for 
information exchanged between the site and your browser. In Microsoft 
Internet Explorer, select Properties from the File menu and then select the 
Security tab. 

Ordering Procedure 
Ensure that the web site provides secure Internet ordering facilities as outlined above 
before proceeding. 

 Check that the supplier accepts Mastercard Purchasing Cards as a method of 
payment. Suppliers who currently accept Mastercard cards should accept the 
Mastercard Purchasing Card. If the supplier does not accept Mastercard as a 
method of payment the normal purchase ordering system must be used.  

 Ensure that the purchase is within your monthly budget limit. 

 Obtain budget holder authorization before making a purchase. 

 Enter the supplier’s secure Internet site and proceed with specifying your 
purchasing requirements via their shopping portal.  

 At or before Checkout you will be asked to insert your delivery address and Card 
details.  

 Once your order is processed your goods will be sent to the delivery address 
specified along with your paid invoice.   

 Upon receipt of goods check that the items have been supplied as per original 
order and that the prices and quantities are correct.  

 Please Note: The invoice is for record keeping purposes only and must not be 
sent to the IBC as it has already been paid. However, they are auditable 
documents and are therefore required for possible audit inspection.  

 Your transaction log will be updated with your purchasing information via the 
Purchasing Card management information system. . Your Mastercard invoices 
support the transactions listed on your Transaction Log and will be a reference 
source to assist you with your month end reconciliation.  

What to do when an invoice arrives 

The invoice will usually be delivered along with the goods but some suppliers send them 
out separately in accordance with the instructions you have provided to send them 
directly to the Cardholder.  
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 Check the invoice against your Transaction Log to ensure that the amount is 
correct. 

 If you identify any anomalies raise these with the supplier immediately. If they are 
genuine errors resulting from e.g. under delivery, wrong item(s) supplied or 
incorrect price, the supplier should be asked to credit your Mastercard account with 
the appropriate amount. Remember that the credit will appear on your following 
month’s statement so make a note to check that this has been done. 

 At the end of each month, the invoices and receipts you have received can be 
used to check that the transactions recorded on your statement are all valid and 
correct. 
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RETURNS, CREDITS and TRANSACTION ERRORS  
Call the supplier immediately. Promptness is important and it may be a condition of the 
sale that you notify the supplier of any problems within a specified time.  
Obtain the suppliers approval to return the goods quoting any relevant Order Confirmation 
or Tracking Numbers.  
Record all details to allow later reconciliation.  
Please remember you are still responsible for the goods until they are collected and 
signed for by the supplier. You should obtain signatures as proof of collection. Be aware 
that there may be a cost of returning goods as a result of your error. This will be charged 
to your Card.  
 
CREDITS  
Returning goods to the supplier will require a Credit to be issued to the Card Account. 
The Cardholder must confirm that the supplier will issue the credit to their Card. This 
should be an outstanding item until the credit appears as a transaction on the Purchasing 
Card system.  If you re-order after returning faulty goods the same amount may appear 
twice, with credits taking longer to appear.  
TRANSACTION ERRORS  
If there is a problem with a purchased item or a billing dispute the Cardholder should:  

First try and resolve the problem directly with the supplier, obtaining a credit 
against the card account if necessary.  
If there are items on the statement that have not been ordered, then contact the 
card provider and ask for supporting evidence.  
 

Disputes need to be handled as quickly as possible, since any referral to Mastercard for 
resolution needs to be made within 60 days of the original statement.  
As the Cardholder you are responsible for the transactions identified on your 
statement. If an audit is conducted on your account, you must be able to produce 
receipts and / or proof that the transaction has occurred. If an error is discovered, 
you are responsible for showing that the error or dispute resolution has been 
initiated 

 

 
 
 
 
 


