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Corporate Credit Card Policy

Section 1 - Definitions
(1) For the purpose of this Policy:

Business Purposes – the expenditure has been undertaken for a purpose that is in direct connection with, or asa.
a direct consequence of, the Cardholders role/position responsibilities within the University.
Card - the University-issued Corporate Credit Card for use by a Cardholder in the acquisition of goods and/orb.
services.
Cardholder – the staff member whose name appears on the Card.c.
Corporate Card Administrators – University appointed authorities who have the authority to oversee the issue ofd.
Cards to staff members or to revoke Cards from staff members.
Private Expenditure - any expense that is not related to the University's business purposes or an expense ise.
determined unreasonable. 
Verifying Officers -  University appointed authorities who have the authority to certify the identity of applicants.f.

Section 2 - Policy Statement
Part A - Policy Declaration
(2) This document sets out the Southern Cross University policy relating to the use of the University Corporate Credit
Card.

(3) A University Corporate Credit Card (“the Card’) is to be used solely for the payment of expenses associated with
official University business activities.

(4) All purchases made with a University Corporate Credit Card must occur in accordance with the University's
Procurement Policy and Travel Policy and Travel Procedures and Delegation Rule, as they may be from time to time.

(5) A Cardholder must not charge personal expenditure to a University Corporate Credit Card under any
circumstances. Failure to comply with the provisions of this policy including timely acquittal of expenditure may result
in the withdrawal of the Card and the University taking disciplinary action against a Cardholder for any misuse of
the Card. The disciplinary action could result in loss of employment and legal action being taken.

Part B - Policy Description

Objectives

(6) The University Corporate Credit Card ("the Card") is used to improve the University's purchasing and payment
processes in terms of cost control, efficiency and effectiveness. Provisions within the University Procurement
Policy apply to any transactions made using the Card. Instructions for its use are contained in the Corporate Credit
Card Procedures. 
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Scope

(7) This policy is binding on all users of University-issued Corporate Credit Cards.

Part C - Content and Implementation

Cardholder Responsibilities

(8) Cardholders issued with a corporate card must ensure all expenses must be for legitimate University business
purpose, meaning they are reasonable and appropriate in the circumstances, and publicly defensible. The expenditure
must not be or perceived to be excessive. The cardholder is responsible for ensuring that all charges placed against
their Corporate Credit Card, are in accordance with this Policy.  

Invoices and Receipts

(9) Receipts and invoices must be obtained at the time of the transaction (including contactless transactions) as
detailed in the Corporate Credit Card Procedures. It is the cardholder’s responsibility to obtain appropriate supporting
documentation from the supplier or merchant concerning each purchase made on the the card. 

Acquittal

(10) Cardholders are responsible for acquitting the card transactions in the expense management system, including
electronically attaching tax invoices and receipts, selecting relevant expense type and ensuring the required
information is entered appropriately.

(11) Cardholders are accountable for timely and satisfactory monthly acquittal of the Card. Timely acquittal of the
Card is essential for compliance with this policy and failure to acquit on a timely basis may result in withdrawal of the
Card.

Disputed Transactions

(12) Cardholders are required to resolve any disputed transactions directly with the merchant/supplier.

(13) If the dispute is not resolved within 30 days from the transaction date with the merchant/supplier, the dispute
needs to be lodged with the issuing Bank for resolution. Resolution is the responsibility of the Cardholder who is
responsible for completing and submitting this form.

Frequent Flyer Points

(14) There are no frequent flyer or reward points attached to the Card.

Cardholder Agreement

(15) Cardholders must acknowledge in writing, by signing the University's Corporate Card Statement of Responsibility
and Agreement, to confirm their understanding of the terms and conditions for use of the Card.

(16) The Cardholder is bound by the conditions set out in the form and by the provisions of this Policy.

Security of the Card

(17) The Cardholder is responsible for the following security measures:

signing the Card immediately on receipt;a.
securing the Card to prevent unauthorised use;b.
reporting immediately the theft or loss of the Card to the Issuing Bank, and to the University's Corporate Cardc.
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Administrator; and
damaged or cancelled cards should be destroyed and disposed of appropriately.d.

Leave or Temporary Secondment

(18) The Cardholder is responsible for advising the Corporate Card Administrator:

any leave or temporary secondment for periods greater than six months to enable the card limit to be reduceda.
to $1;
immediately if they:b.

resign or are terminated;i.
move to another position either not authorised or not requiring the use of the Card; orii.
are requested to do so by their Head of Work Unit.iii.

Termination of Employment - Employee Obligations

(19) On termination of employment, the employee must:

immediately advise the Corporate Card Administrator of their termination and cut-up the card (through thea.
chip) and dispose appropriately;
prior to their departure, ensure a final acquittal (Expense Report) has been submitted.  In the eventb.
transactions are not yet available to be acquitted, ensure all relevant invoices and documentation since the last
acquittal period are forwarded to their supervisor;
continue to assist the University in the event of issues relating to the use of the Card while the employee was atc.
the University.

Assigned Supervisor's Responsibilities

(20) The Head of Work Unit or delegated person is responsible for ensuring that the provisions of this policy have been
followed before electronic approval is given on the Acquittal (Expense Report). Deviations from this policy must be
explained in writing by the Cardholder together with the approval of the Cardholder's Head of Work Unit. The Head of
Work Unit is responsible for ensuring that all expenses paid for or reimbursed by the University comply with this Policy
and with other University policies including, but not limited to the Travel and Entertainment and Procurement policies.

Approval

(21) Responsibility for approving the issue of Cards to staff is listed in the Delegations Rule.

Expenditure

(22) The standard purchasing procedures and authorisation levels, as outlined in the University's Delegations Rule,
apply to all purchases.

(23) All expenditure incurred using the Card must comply with the University's Procurement and Travel and
Entertainment Policies and Procedures. Documentation for each purchase should be kept together in the work unit, i.e.
initial request and quote. The tax invoice/receipt are to be attached to the acquittal.

Principles of Operations

(24) The Card is the preferred payment mechanism for the purchase of high volume/low value goods and services. It
must be used for official University purposes only. The following internal controls have been established to ensure
compliance with the Issuing Bank's Cardholder Conditions of Use and the University's Procurement Policy, namely:
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Authorising Officersa.
The Authorising Officers are listed in the Delegations Rule, being the University delegates responsible fori.
approving the issue of the Cards to staff members or revoking Cards from staff members.

Corporate Card Administrators / Verifying officersb.
Corporate Card Administrators within Financial Services are responsible for the issue of Cards, changesi.
to Cardholder details (e.g. credit limits) and the cancellation of Cards.
The University's Verifying Officers within Financial Services are responsible for ensuring proof of identifyii.
of potential Cardholders if not completed by the issuing bank. Banking regulations require Card
applicants to establish their identity by providing various personal documents as proof of identity. 

Audit Restrictions

(25) There must be segregation of duties. The roles of Cardholder and authorised financial delegate cannot be the
same person.

Conditions of Use

Restrictions on the Card's Use

(26) The Card is to be used for the payment of appropriate business expenses only. Restrictions apply to the payment
of certain goods and services as detailed in the Corporate Credit Card Procedures.

Limits

(27) The Card may be used to effect purchasing that is within the approved monthly Card limit. The default card limit
is $5,000 per month/transaction.

(28) Increases to default limits must be to meet business requirements, supported by Head of Work Unit and approved
in accordance with the delegations schedule.

Misuse of the Card

(29) Misuse of the Card by the Cardholder may lead to:

withdrawal of the Card;a.
internal disciplinary action possibly resulting in loss of employment or legal proceedings; and/orb.
a requirement for reimbursement of inappropriate purchasesc.

Cancellation of Card

(30) Cards can be revoked in accordance with the Delegations Rule. Cancellation of the Card may occur if:

a Cardholder has misused the Card;a.
non-compliance with conditions governing the issue of the card including but not limited to, non-completion orb.
late acquittal or missing receipts. 
the Card has been lost and a new Card needs to be reissued; orc.
the need for the Card within a work unit no longer exists.d.

Corporate Card Administrator's Responsibilities

(31) The Corporate Card Administrator is responsible for:

certifying the identity of Cardholders if not completed by the issuing bank;a.
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maintaining a register of Cardholder details;b.
distributing and processing Card Application forms;c.
authorising and lodging requests to the Issuing Bank;d.
ensuring the Cardholder has agreed to the Cardholder’s Statement of Responsibilities and Agreement form;e.
issuing the Card to the Cardholder;f.
monitoring Cards to ensure compliance with the conditions of use and relevant University policy;g.
monitoring to ensure timely acquittal is performed;h.
ensuring disputed charges are followed up and resolved by the cardholder;i.
ensuring the return or cancellation of Cards no longer required;j.
reporting misuse or unusual expenditure.k.

GST

(32) The University is liable to pay GST and entitled to claim a GST input tax credit when it holds a valid Tax Invoice.
Penalties may be imposed by the Australian Taxation Office for non-compliance with the legislation and for incorrect
claiming of input tax credits.

(33) Cardholders are required to obtain Tax Invoices from suppliers within Australia to demonstrate compliance with
the legislation and to support input tax credits being claimed.

(34) The Card should not be used to purchase goods and/or services where a supplier cannot quote their ABN. A
Purchase Order must be raised in these instances.

Reporting and Monitoring Audit

(35) Reporting and monitoring will be conducted on a periodic basis to ensure compliance with University policy and
procedures and to identify potential inappropriate expenditure.

(36) Periodic audits may be conducted into compliance with the Policy and Procedures by internal audit. 

Part D - Breach of Policy
(37) A breach of this Policy or the Corporate Credit Card Procedures could result in the employee facing disciplinary
action in accordance with the Code of Conduct, which could result in the loss of employment.
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Status and Details

Status Current

Effective Date 25th July 2024

Review Date 25th July 2027

Approval Authority Director, Governance Services

Approval Date 25th July 2024

Expiry Date Not Applicable

Responsible Executive
Travis Walker
Vice President (Finance)
+0011 612 66203731

Head of Work Unit
Travis Walker
Vice President (Finance)
+0011 612 66203731

Enquiries Contact

Britt Kerr
Director, Corporate Finance
+61 2 66203188

Financial Services


