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1. INTRODUCTION

A Procurement Card (“the Card”) can be used like a personal debit or credit card to pay for items from suppliers that accept VISA payment, but for school purchases only.  The basic objective of using the Card is to reduce paperwork and administration time, involved in the ordering and invoice process for low value, high volume and/or one-off purchases of goods and services as well as allow items to be bought over the internet.

Each cardholder should abide by the relevant procedures issued and their unique limits under which they can operate.  The cardholder may only use the Card for school purposes. If the cardholder requires any further clarification or information about their Card, they should contact the Procurement Card Administrator (see Contact Names and Locations). 

Overview of the Procurement Card Cardholder Process

Permission to make a purchase is advised, as covered by the Schools own processes.

The cardholder conducts the Card transaction via the telephone, internet, fax or on a face-to-face basis (1).

The transaction details are added as an order on the SIMS FMS6 system as soon as possible after the card transaction has occurred [same working day] (2).

The Bank pays the supplier within 4 working days of the transaction (3).  

The school finance department receives the monthly statements from RBS (4), detailing the transactions for each cardholder and makes one payment (direct debit) per month to the Bank to cover all Card transactions (5). 

Finally, the school reconciles the statement with the orders on their SIMS FMS6 system and generates a dummy cheque to close off the order (6).  If at this stage any discrepancies are noted, e.g. overcharge from a supplier, they should be actioned.
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Further details in relation to how and where the Procurement Card may be used and Card changes are detailed within this guide.

2. SETTING UP PROCUREMENT CARDS FOR YOUR SCHOOL

To obtain a Procurement Card for your school, first ensure that School Finance and the Procurement Card Administrator are aware that the school would like to use a Card.  A set of application forms then require completion.  In order to complete these, the school will need to consider:

1) Who will be the cardholder (the Bursar?)

2) What will be the individual transaction limit for the card (to be agreed at the appropriate school meeting, with the bursar or with governors as appropriate)?  

3) What will be the monthly transaction limit for the card (to be agreed at the appropriate school meeting, with the bursar or with governors as appropriate)? 

NB: for schools funded via WBC and for whom Procurement Card charges would be reimbursed by Imprest, the maximum limit should be no more than 50% of the Imprest monthly allowance unless otherwise agreed with the Schools Finance team;

4) Which of the Merchant Category groups (numbered 1-34) will be blocked so that the Pcard cannot be used with a supplier from within that group (if applicable - does not have to be used);

In addition:

5) The cardholder will need to advise a password and date of birth for identification purposes (during telephone conversations), so this information should be considered;

6) To complete the application, a completed standard direct debit mandate will be required, so details should be collated as necessary for this.

Once the application forms have been completed by the school (with support from the Procurement Card Administrator as required) and the Cardholder Agreement/ addition to contract signed (see Appendix 2), all forms are returned to the Council for processing and sent on to the bank.  The bank will then process the applications and generally in 7-10 working days, sends out the Procurement Cards.  The Cards are then issued to the school with relevant guidelines for use, including confirmation of relevant limits, etc. if appropriate e.g. for any secondary cards issued to cardholders outside of the school Finance team (Appendix 1).

Setting up SIMS FMS6 for Procurement Cards

You will need to set up a “Supplier” for all procurement card orders to be processed against. This should be called something like “RBS Procurement Card” so it is clear to you exactly what it is. Do not set up each real supplier (eBay, Amazon, Ryanair, etc.) as it is RBS that payments need to be made to.
It may also be easier to have a separate “Order Book” for all transactions for the Card, but this is not absolutely necessary, especially in a smaller school.  This can be set up by:

· Selecting tools / books / order books / add

· Prefix: choose something different form the normal, perhaps “PCARD”

· Start: 
choose a number that is visibly different from your current numbers

· End: 200 to 500 higher than the start

· Payment: your normal bank cheque account

A “dummy” cheque book will also be required (if you do not already have one).  This is set up by:

· Selecting tools / books / cheque books / add

· Bank: your normal bank cheque account

· Start: choose a number that you will never reach on your normal cheques, perhaps 999001

· End: 50 or 100 higher that the start
3. BEFORE YOU USE THE CARD – NOTES ON SUPPLIERS

Different Levels of Procurement Card Enablement

Suppliers that can accept your Procurement Card fall into two categories:

1. Suppliers who are VISA Procurement Card capable (special electronic equipment must be installed by the suppliers to have this facility.  Also known as Level 2 and Level 3 suppliers).

2. Suppliers that accept VISA (normal retail suppliers for example.  Also known as Level 1 suppliers)

Using the Card with suppliers that are VISA Procurement Card capable means that the supplier can take not only the Card number for payment, but also a customer reference code of up to 16 digits (e.g. cc and subjective) and can capture the transaction’s VAT details.  These details then appear on the Cardholder Transaction Report (which is effectively a monthly statement) and it is not necessary to obtain a VAT invoice as well as Customs and Excise can use the VISA statement as evidence of payment of VAT. 

When using the Card with suppliers that are only VISA enabled, which applies to most high street suppliers for example, no reference number can be accepted and the cardholder must ask for a VAT invoice and/or receipt to be sent to them for VAT reporting purposes.  The majority of suppliers will fall in to this category.

How Do I Tell Whether My Supplier is Pcard Enabled?

There are a list of all suppliers that can take the customer code information & provide full VAT information at:

http://www.purchasingcard.info/search.php
However, any supplier that can take payment by VISA can take payment from your Procurement Card, but you will need to ensure that you are able to obtain a VAT receipt or invoice from them in order to reclaim the VAT.
Suppliers Terms and Conditions

Suppliers’ terms and conditions should be carefully read prior to undertaking a purchase to ensure they are acceptable to the school.  For example, ensure you are clear on the delivery and returns policy, that you can return any unsatisfactory items and whether you will get a refund or a merchant credit before completing an online transaction. If in any doubt do not place an order and contact Education Finance, Legal Section WDC or Internal Audit for support interpreting them.
4. RAISING TRANSACTIONS/PLACING ORDERS 

The cardholder places the order, by: 

i. Ordering the goods/service by telephone and quoting the card number. Telephone orders should be delivered to a site address and not to the cardholder’s private address.

ii. Ordering by mail where an application form can be completed with details for charge card payment.

iii. Ordering by fax, providing the necessary card and delivery details.

iv. Ordering over the internet, providing the necessary card and delivery details.  If ordering via the internet, purchases should be made on to secure sites, (signified by a padlock symbol in the bottom right hand corner of the web page and/or the 'http' of the web address changes to 'https').  Please also ensure that you keep a record of the retailer's contact details, which should be a physical location rather than PO Box and a non-mobile telephone number.
v. Personally visiting the supplier’s premises and signing for the goods.

N.B. where documentation is used for ordering the cardholder should not leave paperwork around displaying the card number.

The steps that you must take each time that you place an order are:
· At this point, the cardholder should:

· 
Confirm VISA Procurement cards are accepted

· 
Confirm items/ goods required are available

· 
Obtain price - gross amount (to include VAT and all sundry charges). 

· Quote

· 
CARD NUMBER (16 DIGITS)

· 
CARD EXPIRY DATE (4 DIGITS)

· 
CARDHOLDER NAME 

· COMPANY NAME (School)
· SECURITY CODE / BILLING NUMBER (if required)

· 
FULL DELIVERY ADDRESS

· CUSTOMER REFERENCE CODE (If can be taken/applicable, max 16 digits)

· If the supplier you are ordering from is a standard VISA enabled/ Level 1 supplier (which can be clarified by using the supplier search link on the previous page), YOU MUST ALSO ASK FOR A VAT INVOICE/ RECEIPT TO BE SENT TO YOU AT THIS TIME. Failure to comply will result in the school not having the evidence to enable the reclaim of VAT on the transaction.
· Ensure that the supplier knows that the goods and any documentation e.g. invoices, delivery notes, should be clearly marked;



· 
YOUR NAME & CONTACT ADDRESS

· 
“VISA PROCUREMENT CARD PAID”
· Add the transaction as an order on your SIMS FMS6 system against the Procurement Card Supplier (and Order Book if set up) – remember to select this when entering the order.  In the line details of the order, include a note of who you are actually ordering from, e.g. Amazon.  If you do not have access to the SIMS system, obtain the relevant clearance to order the items and then notify the relevant person within the school of the actual order details so that the transaction can be added to SIMS.  If the school do not use SIMS, a paper order should be raised.

· Note throughout the month when goods are received

The Bank pays Suppliers within 4 working days of your business transaction. Please indicate to suppliers that they should be sending invoices to you and NOT any central Accounts Payable Department to prevent duplicate payments.

Limits & Restrictions

Monthly Credit Limit & Transaction Limit

A monthly credit limit and maximum transaction limit will apply for the Card.  The card should not be used for purchases in excess of these limits. Attempts to do this will be met with a decline when authorisation is sought for the transaction. These limits are inclusive of any VAT, carriage charges etc.

If you find that these limits are insufficient for your needs, please discuss within the school (at the appropriate school meeting, with the bursar or with governors as appropriate) as to whether the card limit can be raised.  If your Procurement Card is paid back via Imprest, please also discuss revised limits with the Council Schools Finance team.  

If a change to a credit or transaction limit is required, then the school bursar should contact the Procurement Card Administrator to agree the revision(s).

Where The Card Can Be Used

Each supplier that can accept VISA can in principle accept the Procurement Card.  However, each VISA enabled supplier must advise VISA which of the listed Supplier Merchant Category Codes they think is most applicable for describing their business.  As part of the application process, the school must decide which (if any) Merchant Category Groups should be blocked for the Card, which means that transactions for suppliers within those groups would not be permitted.  

Potential Transaction Issues

Card Declined

If a transaction is declined, please verify that you have not exceeded your monthly card limit or exceeded your individual transaction limit by checking your Daily Log, or using a supplier that is within a Merchant Category not allowed for your card (which can be clarified by using the supplier search link on the previous page).  If you still have a query, please refer to your Procurement Card Administrator or the Cardholder Helpline (see contact details in section 8). 

Rejection of Goods/Goods Incorrect

If you reject the goods, ensure that you tell the supplier directly, as it is they who will arrange a credit to your Procurement Card account. The credit will appear on your monthly statement. Credit values should be entered on FMS6 as credit notes against the procurement card supplier to reduce the balance payable to RBS. There is no need to await receipt of the Procurement Card statement before raising the problem with the supplier. If you cannot come to mutual agreement with the supplier, contact your Procurement Card Administrator.

5. STATEMENTS / CARDHOLDER TRANSACTION REPORTS

The Cardholder Transaction Report (CTR) is divided into 4 distinct sections and there are different requirements from the cardholder for each section. The sections have the title headings of:

A. The section “Transaction is Evidence for VAT - invoice will not be provided by the supplier” contains those suppliers who are: Summary VAT Capable (Level 2) & Line Item Detail Capable (Level 3).  

B. The section “ Transaction is not Evidence for VAT as incomplete details have been received from supplier – please ask for an invoice” are those transactions where something has gone wrong with the collection of the transaction/VAT information. In this instance, the cardholder must contact the supplier to obtain a VAT invoice.

C. The section “Transaction is not Evidence for VAT because of currency/ transaction size – invoice will be provided by supplier” are those transactions where the supplier in the stated countries are not yet capable of showing the VAT element of a Procurement card transaction on the Procurement card statement OR the supplier used is Summary VAT (Level 2) capable only and the transaction size is greater than £5,000. For these transactions, the cardholder must ensure that a valid VAT receipt or invoice is obtained from the supplier.

D. The section “Transaction is not Evidence as supplier is not VAT capable – an invoice will be provided by supplier” contains those suppliers who are only Level 1 enabled. Ensure that a VAT invoice has been received for each transaction. Failure to do so will mean that the school is unable to reclaim any VAT due to them. 

6. MONTHLY RECONCILIATION

A paper statement for each WBC Procurement Card should be sent to the school after the end of every month (statement date is 28th of the month, so the statement should arrive within the few working days after this date).  Once this is received, the cardholder should:

1. If you have not already added a card transaction as an order to your SIMS FMS6 system, then do so ASAP;
2. Check your CTR immediately, for any discrepancies/ abnormal entries; 

3. For any discrepancies regarding amount or items not yet delivered, the cardholder should contact the relevant supplier ASAP to clarify that the goods have been dispatched (no charges should show unless the goods have been dispatched);
4. If a transaction appears on your statement but not as an order on your SIMS system and it is not recognised by you as a transaction that has been made, contact the supplier to resolve;
5. If there are any transactions on the SIMS system but do not appear on the CTR these should appear on the next report.  Ensure that you periodically review any outstanding POs and if necessary, contact the Card Helpline (as per contact details in section 8) to query why there has not been a charge;

6. If any other discrepancies are present, the cardholder should immediately phone the Procurement Card Administrator for guidance;

7. Check each SIMS order against the CTR and enter an “invoice” for each order for which you have been charged, numbering them CTR-date-xxx, linking to the order line items as usual and entering VAT appropriately. In this way, you are treating the CTR as a series of invoices and by not entering any invoices as you get them, you will avoid problems with FMS6 not reconciling because you will not have unpaid invoices sitting on the system;

8. Once all SIMS orders have been checked against the CTR, sign the report as checked and generate a dummy cheque;

9. If there are any items under dispute with the supplier they should be clearly marked as such. They should also remain as outstanding POs;

10. Credit values appearing on the CTR will be for settlement of previously disputed items. The cardholder should make reference next to the entry detailing which item it resolves. A photocopy of the original CTR with the disputed item on should be signed as cleared and attached. 

11. Credit values should be entered on FMS6 as credit notes against the procurement card supplier to reduce the balance payable to RBS.
Once the CTR is checked and reconciled, the CTR should be signed by the appropriate person (the bursar if the CTR is not reconciled by the bursar, otherwise the head should sign).  The following should then be filed in an appropriate place and retained for a minimum of 7 years (in case of VAT investigation for example): 

· The original CTR;

· Any photocopies of past CTRs showing clearance of disputed items for that month;

· VAT invoices and (where appropriate) delivery notes/ VISA receipts. 

The above should be completed within the period of time determined by the school, but at least within 10 working days. If there is any delay, please advise the relevant person within the school as to the reasons ASAP.

Finally, if the school is not a fully funded school, the monthly statement value should be claimed back via Imprest.

Potential Issues

Non Receipt of Statements

Your Cardholder Transaction Report will be dated the 28th of the month and should arrive within a working week after this date.  If it is not received, inform your Procurement Card Administrator.

Incorrect Amount Billed

When checking your monthly statement / cardholder transaction report against your POs you may identify a transaction that you are not happy with.  In these circumstances contact the relevant supplier to seek explanation/adjustment. In the event that the discrepancy remains unresolved contact your Procurement Card Administrator or the Cardholder Helpline for further instructions.

Billed But Goods Not Received

If you are billed for something that has not been received contact the supplier to ensure that the goods have been despatched.  It is a VISA regulation that the transaction is not processed until the goods are despatched.  Inform your Procurement Card Administrator if this regulation has been breached.

Missing Transactions

Any purchases made just prior to statement date (approximately 28th of each month) will show up on the following month’s cardholder statement / cardholder transaction report.  If any transactions do not turn up as anticipated it is possible that the supplier has forgotten to enter the purchase into the VISA system. In these circumstances, leave the PO as outstanding.  If you still do not see a charge on the following month’s statement / CTR, please advise the Procurement Card Administrator

7. CARD HOUSEKEEPING

Amended cards - change of name

If you need to amend your name on the Card (e.g. because of marriage etc.) contact your Procurement Card Administrator. The obsolete Card should be cut in half across the magnetic strip and then returned to the Procurement Card Administrator following receipt of the new one. 

Non Receipt of Cards

Your replacement Card should be received approximately 14 days before the renewal date. Non-receipt should be advised immediately to your Procurement Card Administrator.

Security of the Card

The Card provided to you is to be used by you only and should not be lent to anyone else. It is in the name of the School and Wokingham Borough Council and it is your responsibility to ensure that it is retained in a secure location e.g. a safe.  The secure location should have restricted access.

Lost/Stolen cards

If you lose your Card or it is stolen, you will need to advise Royal Bank of Scotland immediately (they operate a 24-hour customer service) by telephone. 


Telephone 0870 6000459


Lost and Stolen Cards


Royal Bank of Scotland


Harrogate Card Centre


Central House

Otley Road

Harrogate

HG3 1XH

Please also complete the lost/stolen incident report (Appendix 5) and forward this to the Procurement Card Administrator 

Job Change/Department Change

Upon notice of a job change and/or departmental change, please advise your Procurement Card Administrator as soon as possible.  A decision will then be made on the need for your continued use of the Card with the relevant school.

Leaving employment

Upon leaving the employment of a Wokingham Borough Council school, you must cut your Card in half and return it to the Procurement Card Administrator.  If an alternative cardholder for the school is required, please contact the Procurement Card Administrator, who will co-ordinate the completion of the required application forms for the issue of a new card.

Additional Cards Required

If another alternative cardholder (or cardholders) for the school is required, please contact the Procurement Card Administrator, who will co-ordinate the completion of the required application forms for the issue of a new card (or cards).

Cardholders Liability/Credit Status

Whilst the Card is embossed with your name, the account and therefore the liability is in the name of Wokingham Borough Council. Consequently there is no impact on your personal credit status.

Card Fraud

Your Card is covered in relation to fraud by our contract with the bank.  However, it is the responsibility of the cardholder to report any activity that they believe to be fraudulent, e.g. transactions shown on the CTR not made by them that could have been made by someone who has gained unapproved access to your Card details.  Any such activity should be reported to the Card Helpline and the Procurement Card Administrator as soon as possible.

8. CONTACT NAMES AND LOCATIONS

	Query
	Contact
	Name
	Telephone Number

	
	Schools Finance
	
	

	
	
	Diane Aldrich
	0118 974 6718

	
	
	Catherine Laws
	0118 974 6115

	
	
	Kay Marshall
	0118 974 6035

	
	
	Sam Breakwell
	0118 908 8318

	
	Cardholder Helpline

(8.00 – 18.00 Mon – Fri)
	
	0870 9093702

	Reporting a lost/ stolen card
	Lost / Stolen Cards

(24 hour, 7 days a week)
	
	0113 2778899


APPENDIX 1 – CARDHOLDER Specific Details

	Cardholder Name:


	

	Location:


	

	Card Administrator:


	

	Transaction Limit:


	

	Monthly Card Limit:


	

	Merchant Categories Numbers Authorised:


	Optional to include




APPENDIX 2 – Schools Employee Agreement

a) I, …………. 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 £XXXX per month and individual transactions must not to exceed £XXXX.

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 RBS 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 RBS Bank and/or the relevant supplier.

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

Employees Signature………………………

Date……………….

Managers Signature………………………..

Date……………….

A copy will be retained on the individual’s personnel file and by the Procurement Card Administrator.
APPENDIX 3 – DISPUTE form

	Cardholder name
	

	Cardholder number/ expiry date
	

	Statement date
	

	Name of supplier
	

	Amount of transaction
	

	Date of transaction
	

	Explanation of dispute
	


This form can be used where you have a disputed transaction with the supplier. This form should then be filed somewhere that it can easily be reviewed/ will prompt chasing a supplier for a credit, etc. if needed. 

APPENDIX 4 – Lost/Stolen Notification

	Cardholder name
	

	Department / Contact number
	

	Card number
	

	Date lost/stolen
	

	Location lost/stolen
	

	Brief report of circumstances lost/stolen
	

	Date reported to RBS
	

	Name of contact at RBS
	

	Date Reported to Card Administrator
	


Please send this form to the Procurement Card Administrator as confirmation of your telephone call to Nat West

APPENDIX 5 – FEEDBACK Questionnaire

In order to monitor continually the success of the Procurement Card, we request that you complete this sheet and return it to Procurement Card Administrator 

(a) Have you used your Procurement Card?

Yes / No

(b) If Yes go to point (d)

(c) If not, why not?

(d) How long have you been using the card? (please circle)
1-4wks
    4-8wks       8wk+
(e) How many times have you used the card (please circle)
0-10
10-50
  50+
(f) What are you general impressions of the Card system compared to the previous method of ordering and paying?

...................................................................................................

...................................................................................................

(g) What do you consider to be the key benefits of the card?

……...........................................................................................

...................................................................................................

(h) What do you consider to be the key drawbacks of the card?


...................................................................................................

...................................................................................................

(i) Have you encountered any problems? E.g. monthly / transaction limit too low.  Yes/No

If yes, what type of problems and how were they resolved


...................................................................................................

...................................................................................................

(j) Give your assessment of the following parts of the process compared to the previous process;









	
	Easier
	No change
	More difficult

	Ordering from the supplier
	
	
	

	Completing the transaction log
	
	
	

	Receipt of goods/ services
	
	
	

	Timescale of delivery
	
	
	

	Returns procedure
	
	
	

	Reconciling statement to log
	
	
	

	Resolving queries
	
	
	


(k) Any other comments? / How can the process be improved?

...........................................................................................................................................................................................................................................................................

Name …………………………………..      Date………………….

�





6. Statement reconciled & any issues resolved





4. Monthly statement for Pcard received





2. Purchase transaction logged





1. Purchase transaction using Pcard





5. Pcard statement paid by Direct Debit





3. Supplier paid within 4 working days
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