PROCUREMENT CARD QUICK GUIDE

Before you start, on FMS6:

1. Set up new “Supplier” – called “RBS Procurement Card” (do not use individual suppliers)

2. Set up separate “Order Book”:

Tools – books – order books – add

Prefix: e.g. PCARD

Start: number different from usual order numbers e.g. 990001

End:  200-500 higher than start number

Payment: normal bank cheque account

3. Set up “dummy” cheque book (if you don’t already have one)

Tools – books – cheque books – add

Bank: normal bank cheque account

Start: choose number you will never reach on your normal cheques e.g. 990001

End: 50 -100 higher than start number

ORDERS

Follow instructions provided in the WBC Procurement Card Guide – do not forget to ask for VAT invoice / receipt, if appropriate, otherwise you will not be able to reclaim VAT

Manually note any deliveries on the paper copy of the order

DO NOT process any invoices received – payment will processed once the monthly statement (Cardholder Transaction Report or CTR) is received

MONTHLY RECONCILIATION

Statement date = 28th of the month so expect shortly after this and check the CTR as soon as poss! NB Reconciliation should be completed within 10 working days

Query any discrepancies with the supplier immediately

Ensure that there is an order on FMS6 for each valid card transaction that you are happy with

Regularly monitor any outstanding orders for which transactions do not appear

Raise an invoice for each order for which you have been correctly charged, numbering them “CTR-date-xxx”

NB Any items under dispute should be clearly marked and the order should remain as outstanding until it is resolved.  A credit value may appear on a subsequent CTR, at which point a photocopy of the original CTR showing the query should now be signed as cleared and attached.

When all the orders have been checked against the CTR, sign the CTR as checked and generate a dummy cheque.

The CTR should then be signed by the Head (or Bursar if he/she did not reconcile it) and filed and retained for a minimum of 7 years, together with copies of any past CTRs for cleared disputed items, VAT invoices, delivery notes and VISA receipts

Claim back the monthly statement value via your monthly Imprest Claim

