
	APPENDIX 2
SCHOOLS EMPLOYEE AGREEMENT
	[image: ]


Terms and Conditions
Please read the following information carefully:

a) I, FULL NAME OF APPLICANT, hereby request a Procurement Card. As a cardholder I agree to comply with the following terms and conditions regarding my use of the card.

b) I understand that when using the card, I will be making financial commitments on behalf of the school and Council. 

c) I understand that the card limit will be restricted to a maximum of £ENTER AMOUNT per month and individual transactions must not to exceed £ENTER AMOUNT.

d) Purchases may be made over the phone, in person or via the Internet.

e) I understand that the school and Council are liable to the card provider for all the charges made on the card.

f) I agree to use this card for school business purchases only and agree not to charge personal purchases. I understand that the school and Council can audit the use of this card and report and take appropriate action on any discrepancies.

g) I agree to keep the card secure at all times and not allow unauthorised people use it.

h) I will follow the established procedures for the use of the card. Failure to do so may result in either revocation of my use privileges or any other disciplinary actions, including termination of employment.

i) I agree to return the Card immediately upon request or upon termination of employment (including retirement). Should there be any organisational change, which cause my purchasing requirements to change, I agree to return my card and arrange for a new one, if appropriate.

j) If the card is lost or stolen, I agree to notify the NatWest Bank immediately by telephone and the Procurement Card Administrator and relevant personnel within the school as soon as possible thereafter.

k) I understand that as a cardholder I must sign confirmation of receipt of the card and these conditions of usage.

l) No Air Miles etc. to be collected by the Card Holder. These must be allocated to the school or Council for use as agreed centrally.

m) All purchase vouchers and till receipts or invoices must be retained for attachment to the Card Statement, as proof of purchase and for VAT purposes.

n) All orders must be authorised. 

o) Any queries on the account to be addressed immediately with the NatWest Bank and/or the relevant supplier.

p) Breaches of these Conditions of Use will result in the card being withdrawn.



	Employee Signature

	SIGNATURE OF APPLICANT

	
	Date

	CLICK OR TAP TO ENTER A DATE.	

	
	
	
	








In order to apply for a Natwest credit card you need to complete a Business Case Form and a Natwest Application Form and send both to: procurementcards@wokingham.gov.uk. By signing this form both the cardholder and line manager confirm they have read and understood the terms and conditions of use as above.
Please complete the Business Case Form below
	Government Procurement Card: Business Case Form



	NAME OF SCHOOL:
	



	FULL NAME OF NEW CARDHOLDER:
	

	POST:
	



	CARDHOLDER’S LINE MANAGER (RESPONSIBLE FOR AUTHORISING MONTHLY EXPENDITURE):

	NAME:
	

	POST:
	



	HOW AND WHERE DO YOU EXPECT THE CREDIT CARD TO BE USED?

	



	NATURE OF GOODS TO BE PURCHASED:

	



	WHAT BENEFITS DO YOU EXPECT TO GAIN FROM A CREDIT CARD? 
(E.G REDUCE COSTS, GREATER SECURITY, AID TO STAFFING ETC)

	










	MONTHLY CREDIT LIMIT REQUIRED:
	£

	SINGLE TRANSACTION AMOUNT REQUIRED:
	£

	CURRENT VALUE OF IMPREST/PETTY CASH ACCOUNT HELD:
	£



	CONTROL ARRANGEMENTS:

	PLEASE BRIEFLY DESCRIBE THE CONTROL ARRANGEMENTS APPLIED TO ENSURE MONTHLY STATEMENTS ARE CORRECT, ANY MISUSE OR ERRORS ARE QUICKLY IDENTIFIED AND SPENDING IS APPROPRIATELY AUTHORISED BY THE LINE MANAGER
e.g 
· All purchases to be pre-approved by the line manager before spend occurs
· Cardholder to keep a separate record of all receipts and purchases to be reconciled with monthly bank statements
· The card to be kept safe by the cardholder at all times as they are responsible for all expenditure made through the card

	



	ACKNOWLEDGEMENT:

	I, the applicant, and Line Manager have read and agree to abide by the rules governing usage of Government Procurement Cards (GPC) and the Financial Regulations set out in this document if my application is successful. Failure to comply with these rules and regulations may lead to disciplinary action in accordance with the Council’s disciplinary procedures.

	Applicant’s signature:
	Date:

Click or tap to enter a date.

	


	

	Line Manager’s signature:
	Date:

Click or tap to enter a date.


	


	



	CHIEF FINANCIAL OFFICER APPROVAL/REFUSAL SIGNATURE:

	Signature:
	Date:

Click or tap to enter a date.
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