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[bookmark: _Toc210896783]1. POLICY
[bookmark: _Toc210896784]1.1 Introduction
This document sets out the University’s policy in respect of Travel Purchase Cards.

Where members of staff are deemed to be regular travellers, as prescribed by the University’s Travel Policy (S14.3), their Head of Department /Director may request the issue of a University Travel Purchase Card. The University Travel Purchase Card is intended to provide an efficient means of allowing University staff to incur legitimate travel-related expenditure on University business.

Travel Purchase Cards:
· are only for legitimate University travel-related purchases. The issue of a Travel Card does not change the requirement to comply with the University’s Travel Policy and Financial Regulations, which must be followed by all Cardholders. Value for money must always  be demonstrated.
· are subject to restrictions around the types of expenditure that may be incurred. These restrictions are intended to protect the University in the event of loss or misuse of the card. Please refer to Appendix A for full details.
· are issued subject to the discretion of the Finance Directorate who will monitor use and may withdraw the facility if there is evidence that the Cardholder is failing to observe this Policy, or if the extent of usage falls below a level that justifies maintaining the card.

· [bookmark: _Toc209783826]May be used for:
· purchasing travel and accommodation via the University’s Travel Management Company (TMC). The card can be held on the account of individual travelers for this purpose.
· travel and other related expenses incurred whilst on University business, and in accordance with the University’s Travel Policy.
· travel-related suppliers which are one-off or low-volume/low-value.
· purchasing any goods or services in permitted merchant categories (as listed in Appendix A).
· urgent unforeseen travel requirements where, exceptionally, it has not been possible to use other procurement routes.

· [bookmark: _Toc209783827]Should not be used:
· to avoid advance purchase from the University’s TMC, which may represent better value for money.
· for personal transactions – even if the Cardholder intends to repay the cost of the transaction. Personal use of a University Travel Purchase Card may lead to disciplinary action.
· by anyone other than the member of staff to whom the card has been issued (the ‘cardholder’), who is responsible for the security of the card and card details.
· for withdrawing cash – any attempts to withdraw cash are recorded and reported to the University.


University Travel Cards are distinct from Departmental Purchasing Cards (Purchase cards - Financial Management System (FMS) and allow only specific types of travel-related expenditure to be incurred. University Travel Cards are always supported by the issue of a physical card, similar to a personal credit or debit card.
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[bookmark: _Toc210896785]1.2 Use of the card
[bookmark: _Toc210896786]1.2.1 Security
Cardholders will assume full responsibility for the proper use and security of the card allocated to them.
The University expects all cardholders to treat their Travel Purchase Card with the same level of security and responsibility as they would treat their personal credit card.
Cardholders must store their card and card details securely.
Cardholders must not allow others to use their Card, and they must not divulge a Card's number to anyone except a supplier in the course of a transaction.
Failure to adhere to the security measures outlined will result in the card being withdrawn and may result in disciplinary action.

[bookmark: _Toc210896787]1.2.2 Loss or compromise of a card
If a card has been lost or stolen, or it is suspected that card details may have been otherwise compromised (for example, divulged to inappropriate persons or used fraudulently) this must be reported immediately to:
RBS Lost and Stolen Cards
[bookmark: _Hlk210812753]If calling from within the UK (between 8am and 5pm) 	0370 909 3701
If calling from within the UK (out-of-hours) 			0800 096 4743
If calling from out with the UK (between 8am and 5pm) 	+44 3701 541 234
If calling from out with the UK (out-of-hours) 			+44 345 300 4351.

and to the Finance Helpdesk team,  finance-helpdesk@strath.ac.uk

[bookmark: _Toc210896788]1.3 Credit Limits
Each Travel Purchase Card has an individual transaction limit and a monthly credit limit. For the University’s Travel Purchase Card:
· The standard value limit on a single transaction is £6,000.
· The standard maximum monthly spend is £10,000 (unless otherwise agreed).

If a temporary limit increase is required for an individual transaction, a request to change the limit can be made by contacting the Finance Helpdesk Team (finance-helpdesk@strath.ac.uk)
If the standard set financial limits require to be changed  on an ongoing basis to meet travel requirements  , a request to change the standard limits can be made using the Request to Change Purchase Card Limit

[bookmark: _Toc210896789]1.4 Receipts
Valid receipts must be obtained for every transaction, which should be VAT receipts where applicable. Note that a VAT receipt may need to be specifically requested in addition to any card transaction confirmation slip, which is typically not a valid VAT receipt.
[bookmark: _Toc210896790]

1.5 Audit
All Travel Purchase Card transactions will be subject to regular scrutiny and audit checks (internal and external).
Travel card transactions are also subject of review by HMRC as part of their compliance reviews.
Each card is directly associated with the relevant member of staff in the financial records, and cardholders are responsible and accountable to the University for the use of the card, in the same manner as they would be responsible for expenditure incurred by them through other channels such as expense claims or purchase orders. Cardholders will therefore be required to fully cooperate in any review /audit checks.


[bookmark: _Toc210896791]2. PROCEDURES
2.1 Applying for a Travel Purchase Card
A card should be requested for those staff who are regular travellers as prescribed in the University’s Travel Policy and for whom the issue of the card will reduce the administrative and financial burden of regular retrospective expense claims. Occasional travellers are not precluded from obtaining a Travel Card, , however, they can continue to claim incidental travel-related expenses through the Expenses process.

Members of staff who wish to be considered for a Travel Purchase Card should discuss their requirements with their Head of Department/Director in the first instance. The Head of Department/Director is responsible for confirming that the need is genuine and appropriate in line with the University’s Travel Policy.
· If the need is agreed with the Head of Department/Director, the member of staff should complete the   Travel Purchase Card Request & Agreement form ensuring that the relevant Head of Department/Director has authorised the request before submission to Finance.

Following review of the Request and Agreement form by the Finance Directorate, a decision will be taken whether to progress the request to the next stage of the Bank application form. Please note that the Finance Directorate reserves the right to decline requests.
· If the request is approved, this will be confirmed by Finance to the member of staff  via email  from Pcard@strath.ac.uk. The Head of Department/Director will also be copied in to this email,
· [bookmark: _Hlk209777428]the member of staff will then be required to complete section 2 and 3 of the RBS application form and return the completed form to Pcard@strath.ac.uk.
· The Payments Team within the Finance Directorate who administer the Purchase card schemes will enter the relevant information into section 1 of the RBS form, based on the programme type and a Finance authorised signatory completes section 5. Section 4 of the form outlines how the bank shares cardholder information.
2.2 Ordering and Receiving a Travel Purchase Card
Cards are ordered from the University’s bank and normally take between 10 and 15 working days to be issued following the submission by the University of the approved bank forms.
Prospective cardholders are required to read the training documentation available on the FMS Knowledge Hub regarding Purchase Cards (Purchase cards - Financial Management System (FMS) and will need to confirm that this has been completed before the allocated Travel Purchase Card and PIN number, issued by the Bank, will be released by Finance.
The Finance Directorate will initially take receipt of the Card from the Bank to log the card details into the University’s secure finance system. For security, the card and PIN are sent separately to Finance.


When the card is received, Finance will contact the Cardholder to arrange for them to collect the card in person from the Finance Helpdesk located on level 4 of the Learning and Teaching building. The individual will be required to present his or her staff ID card for identification and will also be required to sign to confirm receipt of the card and confirm that the FMS training material along with this Policy and Procedures has been read and understood. The card can then be used immediately.
Cardholders will be responsible for monitoring the transactions on their cards by accessing the Bank's Clear Spend website as well as reconciling all transactions on FMS in line with this Policy. All new cardholders are invited to register for RBS Clear Spend which will enable spending to be monitored and transactions viewed in real-time.

[bookmark: _Toc210896793]2.3 Reconciliation and authorisation of expenditure
[bookmark: _Toc210896794]2.3.1 Cardholder
Each cardholder must comply with the University’s process for reconciling card transactions on a regular (minimum monthly) basis, uploading receipts and any other relevant documentation and submitting these for authorisation. This is an online process, using the University’s Financial Management System (FMS).
Expenditure incurred on each card is provided monthly by the Bank in the form of an electronic transaction file.
Finance uploads the transaction file to FMS, which generates an FMS task for the Cardholder to complete online.
Cardholders must review the transaction details on FMS and:
· confirm the transactions they have incurred
· investigate immediately any transactions that they have not incurred
· upload scanned receipts and any other relevant documentation supporting each agreed transaction
· if necessary, amend the Sub Project (budget) to which the transactions will be charged
When cardholders have reviewed all transactions on a statement, the confirmed transactions must be submitted on FMS for approval. FMS will automatically workflow transactions to the appropriate approver(s) normally the Sub Project Manager (budget holder).
Cardholders must review and reconcile FMS statements on a regular basis, not more than 21 days after each monthly statement. Failure to comply with this reconciliation requirement will result in the card credit limit being reduced to £1 with immediate effect. Finance may also withdraw the facility if there is evidence that the Cardholder is failing to observe this Policy.
It is appreciated that circumstances occasionally arise that may prevent timely submission. Finance must be advised (Pcard@strath.ac.uk) of the nature and probable extent of any delay, ideally in advance of the reconciliation deadline or else as soon as a difficulty becomes apparent.

[bookmark: _Toc210896795]2.3.2 Approver
Approvers must only approve Travel Purchase Card transactions, if they are satisfied that the transaction is legitimate business expenditure in compliance with University Travel Policy and Financial Regulations. Valid receipts must be attached on FMS and where appropriate the necessary Authority To Travel (ATT) number should be referenced. The transaction should be rejected back to the Cardholder if these requirements cannot be met.

[bookmark: _Toc210896796]

2.4 Cardholders leaving the University or changing roles
Cardholders must inform Finance (Pcard@strath.ac.uk) prior to their cessation of employment or change to a role that no longer warrants them remaining a cardholder.

Outstanding transactions must be reviewed and receipts uploaded to FMS prior to the cardholder’s departure or change of role.
Where a Cardholder is changing to a role within another University Department, and it has been agreed with the new Head Department/Director that it is appropriate for the Cardholder to retain their existing card, the Cardholder should email Pcard@strath.ac.uk copying into the email the new Head of Department/Director, to arrange for the default Sub Project (budget) to be updated.
[bookmark: _Toc210896797][bookmark: _Hlk210653091]2.5 Troubleshooting
If a transaction is declined or not validated by the supplier, the Cardholder should contact the supplier in the first instance and check all the details given to them at the time of the transaction (i.e. expiry dates, account address, etc.). 
If all appears correct, then the Cardholder should contact Finance-helpdesk@strath.ac.uk. Some potential causes are exceeding the Travel Purchase Card monthly limits or attempting to purchase outside the designated spend categories assigned to the Card. All organisations that accept credit cards are assigned a ‘merchant category code’ by their bank. These categories reflect a supplier’s primary product, service, or line of business which may not always align directly with the product/type of service the supplier provides to the University.
If goods or services aren’t received, yet a payment has been processed, the University can charge back the supplier if the issue is not resolved amicably. Please note there is a time limit of 120 days to charge back the supplier. As such, Finance (Finance-helpdesk@strath.ac.uk) must be informed immediately if the issue is not resolved between the Cardholder and the supplier.

[bookmark: _Toc210896798]

Appendix A: Permitted Expenditure Categories

Introduction
Transactions on University Travel Purchase Cards in general can only be undertaken with suppliers in a travel-related merchant category.
Permitted merchant categories
Transactions can be undertaken with suppliers within the following categories:
· Hotels and Accommodation
· Restaurants and bars
· Travel
· General retail and wholesale
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