PURCHASING GUIDE 2 - USE OF PURCHASING CARDS

A2 Use of purchasing cards

This appendix provides more detail in respect of Section 6 of the Procurement and
Purchasing Policy, which covers how to buy goods, services and works.

A2.1 When is it appropriate to use a purchasing card?

There are some circumstances when it is considered appropriate to use a purchasing card.
Purchasing cards are a very efficient way to purchase goods, services and works and should
be used in the following circumstances:

e asdirected in the diagram in section A1.2.1

= asupplier only accepts card payments either on-line, by telephone or in person. This
typically would be an internet seller or high street retailer

= services are being purchased from the University’s managed travel provider, in order to
secure the price on offer

« theindividual does not have access to the University finance system at the point when
the purchase is needed. For example, when travelling on University business and is
buying goods, services and works in accordance with this Policy

» when the purchase does not relate in any way to Off Payroll Working.

The Head of School or Director of Professional Service is responsible for the purchasing
arrangements in the School or Division and should determine the appropriate number and
distribution of purchasing cards having regard to section 6.2 of this Policy.

Purchasing cards should be used in preference to out of pocket expenses where access to
both alternatives exists. Whilst they are intended to provide a quick and easy access to
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expenses to a maximum of £20 per day without receipts. However, every effort should be
made to provide supporting evidence of the purchase (e.g. photograph of a taxi meter,
photograph of the item purchased etc.). Any claim must demonstrate that the amount is
reasonable in the circumstances.

Before travelling overseas it is important to establish whether any sanctions, embargoes or
restrictions (see section 7.3) are effective in your travel destination as this may affect the
functionality and use of your purchasing card or your personal credit or debit card. How you
pay for goods, services and works when you are travelling away from the University should
form part of your travel risk assessment. All travellers are required under Health and Safety
policy to complete a risk assessment for their trip both in the UK and overseas and this
should include an assessment of travel and accommodation arrangements.

When is it not appropriate to use a purchasing card?

An element of discretion is required for all use of purchasing cards to ensure that the VFM
and financial control principles of this Policy are met. However, there are some particular
circumstances where purchasing cards should never be used. These include:

« fuel for personal vehicles (not hire vehicles) where claiming mileage would be the
appropriate method

e purchasing from a supplier where a contracted or approved supplier could provide the
goods, services or works supported by a purchase order

e any purchase relating to individual workers, such as engaging a Personal Services
Company, Agency, individual consultants etc.
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