



(Localtown Neighbourhood House) 
Credit Card Policy
Document Control
Policy Title:	Credit Card Policy
Version Number:	
Date Ratified:		Review Date:	
Relevant standards, legislation and other documents:	Australian Accounting Standards	
Definitions: (define key terms)
Card holder	An LNH employee or Committee member who has been issued with an LNH credit card. Currently, the Manager is the only employee or representative nominated to be responsible for an organisational credit card.
Credit Card Receipt	A receipt showing the amount paid by credit card, to the payee, the date of payment and the credit card account number. Note: this is not necessarily a Tax Invoice.
Tax Invoice	A document showing supplier’s name, supplier’s ABN, date of supply, what was supplied, whether the supply is taxable and the GST amount. Note: this is not necessarily a Credit Card Receipt.

Policy Description
Localtown Neighbourhood House (LNH) will manage an organisational credit card in the name of the Manager, and held with LNH’s nominated bank
No Personal expenditure is permitted on the organisational credit card. 
The maximum limit of the credit card is to be capped at $2,000.
Policy Rationale
To ensure that LNH’s transactions are carried out legally and as efficiently as possible through the use of a credit card when appropriate and to guard against any possible financial abuse or unnecessary risk.
Procedures
The credit card is in the name of and held by the Manager. 
A new Card holder will return a signed copy of this policy to the Finance Officer as acknowledgment that they have read and agree to abide by the policy.
The Manager may allow on line purchasing by staff members where this is the appropriate purchase option. In this case the designated staff member must provide a copy of the invoice to the Finance Officer. The credit card account is to be reconciled monthly by the Finance Officer.
Credit cards should not be used as the preferred method of payment for items that can be purchased through current LNH suppliers, or where the supplier will provide an account or invoice.
Credit cards may be used in unanticipated or emergency situations. Where possible the Manager or Board member should be notified of the transaction prior to purchase of goods and/or services. 
If a Card holder expects that they will exceed the credit limit due to an abnormal level of expenditure, the Manager and Finance Officer should be advised prior to the intended expenditure and appropriate cash advance be deposited into credit card account by the finance officer.
The Card holder must retain all receipts, tax invoices and other documentation relating to a credit card purchase.  
The Card holder is responsible for ensuring that a tax invoice is provided for all purchases made via credit card and it must be retained as evidence of the procurement of goods or services.  If a tax invoice is missing, it is the responsibility of the Card holder to contact the supplier to obtain it.  A “customer copy” credit card receipt is not sufficient as it is not a valid tax invoice.  If there is no GST applicable to the transaction (for instance an overseas purchase) this must be clearly indicated on the EFT payment requisition form.
If the Card holder has lost, or never received a tax invoice and/or receipt for expenditure on their credit card, they must complete a Credit Card Receipt Declaration Form as set out on Appendix 1.  
Repeated instances of receipts being lost or not received will be viewed as failure to comply with this policy.  If this failure occurs on a regular basis NHVic may require that unsupported payment(s) be reimbursed by the Card holder and their credit card cancelled.
Related Organisational Policies and Procedures:
Financial Management Policy
Fraud Policy
Banking Policy
Responsibilities
(Outline of the responsibilities of various parts of the organisation in relation to the policy)
Committee of Governance:
To monitor and review the LNH Credit Card Policy
Set and review the maximum credit card limit and 
Consider requests for expenditure over the limit as needed
Manager:
The manager as sole card holder has the following card holder responsibilities
A Cardholder will, at all times, be held accountable for any and all transactions incurred on their credit card. In accordance with normal banking procedures the bank issuing the credit card will be responsible for any transaction made through fraudulent activities by third parties and beyond the control of the credit card holder. 
The Cardholder must ensure the security of their credit card at all times.  They must notify the Bank lost/stolen credit card area and the Finance Officer if the card is lost or stolen.
The Cardholder must not obtain cash advances 
The Cardholder must not use the card for any proscribed purchases
The Cardholder must not authorise expenditure beyond the amount delegated by the Committee. In the case of the Manager transactions this will be reviewed by the Finance Officer and where necessary authorised by the Treasurer.
All Staff and Volunteers:
In the event that a staff member or volunteer is nominated as a card holder the responsibilities listed above apply.
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