Attachment 11.4.4

Policy Number: FNC8
Policy Type: Finance
Policy Name: Use of Council Credit Card/s
Policy Owner: Chief Executive Officer
Authority: Shire of Nannup

PURPOSE

Corporate credit cards can deliver significant administrative benefits to the
organisation and are regarded as a normal business operation and preferable to using
cash for purchasing where Council orders are not accepted or for one off supplies.

The role of the CEOQ is to ensure that Council has in place proper accounting and
reporting mechanisms for the use of Council issued credit cards.

pPoLICY

A credit card shall only be issued by Council where there is a clear business case to
support the use of the credit card in specified circumstances.

A business case to support the issue of a Council credit card shall be made in writing to
the Chief Executive Officer who may approve or not approve this at his or her
discretion.

The limit to be assigned shall be determined by the Chief Executive Officer at the time
of the approval being given and will vary dependent upon business needs in each case.

Upon approval by the Chief Executive Officer an application form issued by the
relevant financial institution shall be completed and forwarded to the Manager
Corporate Services for advice to the Bank.

Council issued credit cards shall not be used to obtain cash advances.
Council issued credit cards may only be used for Council purposes. These purposes
relate to business related transactions only. Council issued credit cards shall not be

used for personal purchases. A tax invoice must be obtained for all business related
transactions.

The Accounts division shall undertake monthly reconciliations and reviews of credit
card purchases.
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