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Departmental Credit Cards: Regulations

This document describes the procedures which apply to the issue and usage of Departmental credit cards. These regulations apply with effect from 1st January 2020.
GENERAL regulations:
1. Departmental credit cards (‘cards’) must be used solely for business purposes. Use for personal expenditure is expressly prohibited and may result in disciplinary action.

2. Cards must only be used for the purchase of goods or services that cannot be obtained through the usual channels by the creation of a purchase order on the University’s finance system. Cards must not be used for personal expenses, disallowed expenditure, such as non-business entertaining or for making cash withdrawals. Further information on allowable business entertaining is given in the University Expenses Guidance.

Eligibility and application process:

3. All departments are eligible to join the scheme. All applications must be made on the correct forms and must demonstrate a clear need for the use of a card over and above the usual purchasing and expenses procedures already available. 
4. Completed application forms should be returned to the Income Operations Office at the Finance Division: cashiers@admin.ox.ac.uk. We will review the application and if it is acceptable, submit it to Barclaycard for processing. If there are any queries we will contact you. 

5. Cards will be sent from Barclaycard in the first instance to the Finance Division. Applicants will then be invited to collect the card in person and sign for its receipt. The process between completion of the Barclaycard application and receipt of the card is usually no longer than 3 weeks.

Limits

6. 
Card limits should reflect the normal level of expenditure seen through each account on a monthly basis, and will be monitored/amended centrally to ensure that they are maintained at an appropriate figure. 
7. 
If required, a temporary limit increase can be arranged quickly and easily to cover any expenditure over and above the normal monthly limit. An email should be sent by the approver to cashiers@admin.ox.ac.uk quoting the name of the cardholder, the limit required, reason for the increase, length of time needed, and the last 4 digits (only) of the card number. Please note, the approver should be senior to the cardholder and hold an appropriate financial approval level. Once approval is received, the limit increase will be actioned accordingly.
Cardholder responsibilities:

8.
Each card is issued to a named cardholder who will be asked to sign the card immediately upon receipt, and will have responsibility for the custody of that card, ensuring that it is used only for the purposes described in these regulations. 
9.
Barclaycard provides cardholders access to their online services, via an App and a secure, web-based access point to real-time account and transaction details for the card provided. The system can also be used to identify reasons for declined transactions.

10.
The cardholder must take all reasonable steps to ensure proper security of the card. It is recommended that access to the card is strictly limited and controlled.

11.
Lost or stolen cards must be notified to Barclaycard (via the telephone number on the statement, also available on the Barclaycard website, or as detailed on the paperwork accompanying the card) as soon as the loss is identified. Notification should also be sent to the Income Operations Office at the Finance Division via email: cashiers@admin.ox.ac.uk .
12.
When a cardholder leaves the Department, or a card is no longer required, then the Head of Income Operations must be notified immediately so that the account may be cancelled. The card should be destroyed and disposed of securely.
RECORD KEEPING:

13.
University financial procedures, as governed by Financial Regulations, apply to the usage of cards for purchasing and expenses.

14.
Purchase requisitions will not be required on Oracle for purchases made by card. Departments must adhere to the following process however, to ensure that all card transactions are correctly transferred to Oracle in a timely and accurate fashion.

(i)
When a purchase is made using the card, the purchaser must ensure that a proper VAT invoice or receipt is requested to support each transaction. 

(ii)
On or around the 9th of each month cardholders will receive an email sent on behalf of the Income Operations Office and Payment teams, which will include a Barclaycard Statement Reconciliation Template. The statement should be reviewed to ensure that every transaction is accurate and conforms to these regulations. Any inaccuracies should be reported to Barclaycard immediately on the telephone number that appears on the card.
(iii)
The statement must be saved and a VAT code and General Ledger/Project code specified, in the standard Oracle format, against each transaction line.  Receipts must provided for each transaction line. Authorisation is via the approver entering their details and the date in the green ‘Approved by’ box. They should then also confirm their approval by email. The completed statement must be forwarded, along with the receipts and approval email to the Accounts Payable Team for input onto Oracle no later than the published deadline.  Please see the ‘University Barclaycard Scheme’ section for further information on monthly statements. Barclaycard statement transactions must not be input to Oracle within departments. 
(iv)
All cardholders will be assigned a default Oracle cost code for card purchases. Departments which fail to complete the steps above within the required deadlines will have all charges for the month posted against the default code, which should then be cleared by the Department. This should happen only under exceptional circumstances and not on a ‘business as usual’ basis.
15.
Documents will be input to Oracle against the following generic supplier account:


Supplier: Barclaycard
Supplier number: 2019685


The supplier with whom the purchase was actually made will be identified on the ‘description’ line of the Oracle entry provided this detail is completed on the Excel template.
16.
Departments may be asked from time to time for further details on specific transactions. This will be for the purposes of spot checking for compliance with financial regulations. Such requests must be actioned promptly.

Default:

17.
Usage of cards will be monitored by the Income Operations team of the Finance Division. Cardholders who do not comply with these regulations will initially receive a reminder, followed by a warning, which, if ignored, will result in the card being cancelled and may result also in disciplinary action, depending upon the nature of the default. The decision of the Head of Income Operations in these instances will be final.

Data protection:

In the course of completing this application form, you have provided information about yourself (‘personal data’). We (the University of Oxford) are the ‘data controller’ for this information, which means we decide how to use it and are responsible for looking after it in accordance with the General Data Protection Regulation and associated data protection legislation. 

How we use your data

We will use your data to register you as a member of the Barclaycard scheme, in order to provide you with the services you have requested.

We are processing your data for this purpose only because you have given us your consent to do so, by signing this form. You can withdraw your consent at any time by contacting us at cashiers@admin.ox.ac.uk. In this event, we will stop the processing as soon as we can, and arrange for the closure of your account with Barclaycard.  However, this will not affect the lawfulness of any processing carried out before your withdrawal of consent 

We will only use your data for the purposes for which we collected it, unless we reasonably consider that we need to use it for another related reason and that reason is compatible with the original purpose. If we need to use your data for an unrelated purpose, we will seek your consent to use it for that new purpose. 

Who has access to your data?

Access to your data within the University will be provided to those who need to view it as part of their work in carrying out the purposes described above. 

Your data will be shared with Barclaycard who provide the services to us, such as for administering your Barclaycard account and allowing you access to Barclaycard systems. Barclaycard are required to take appropriate security measures to protect your data in line with our policies. We do not allow them to use your data for their own purposes. We permit them to process your data only for specified purposes, and will seek to share the minimum amount necessary. 
Please refer to the Barclaycard website for information regarding the way they handle your data: https://www.barclaycard.co.uk/personal/privacy-policy .

Retaining your data

We will only retain your data for as long as we need it to meet our purposes, including any relating to legal, accounting, or reporting requirements.  
Security

Your data will be held securely in accordance with the University’s policies and procedures. Further information is available on the University’s Information Security website: https://www.infosec.ox.ac.uk .
Where we store and use your data

We store and use your data in electronic form.
Your rights

Information on your rights in relation to your personal data are explained here: http://www.admin.ox.ac.uk/councilsec/compliance/gdpr/individualrights/ . 

Contact

If you wish to raise any queries or concerns about our use of your data, please contact us at: cashiers@admin.ox.ac.uk or should you wish to exercise your rights as mentioned above, please contact: information.compliance@admin.ox.ac.uk .

Version 3.1 Jan 26
Application for a Departmental Credit Card

Please read the attached guidance notes and regulations on the usage of credit cards before completing this form.

	Section A: General Details

	Department Name*
	

	Cost Centre*
	

	Card requested by*       (Head of Admin & Finance) 
	

	Section B: Cardholder Details

	Full Name* 
	

	Title (Mr, Mrs etc.) *
	

	
Cardholder work address*
	

	Tel no (Office)*
	
	Email Address*
	

	Tel no (Mobile)*
	
	Date of Birth*
	

	
	
	Nationality*
	

	Personnel Number* 
(as on payslip, not University Card)
	
	Cardholder country of residence*
	

	Section C: Reasons for Application

	Please set out below the reasons why a credit card is required.  This should include the types of items to be purchased, the frequency of use and the advantages to be gained through buying these items using the card (as opposed to using the normal departmental purchasing channels).

	Please tick the relevant box below to confirm what the card will be used for: 

Is this card required for Departmental use? 

OR

To fund expenses incurred by the cardholder whilst on University business (e.g. when travelling)?               


	Section D: Cardholder Declaration

	I have read and understood the Regulations relating to the use of the departmental credit card and agree to use the card only in accordance with these Regulations.  I understand that failure to comply with the Regulations may result in the account being closed or, depending upon the nature of the default, disciplinary action. I agree to the use of my data as described in this document.

	Signature*

	Date*

	Name in full*
	Position*

	Authorisation by the Head of Administration & Finance (or equivalent)

	Signature*

	Date*

	Name in full*
	Position*

	Section E: Finance Division Use Only

	Action (delete as appropriate):
	ACCEPT

	REJECT

	Signature:

	Date:


*Please ensure all information is provided.

On Completion of this form:

The form should be signed and scanned or signed using secure electronic signature software. Copied and pasted signatures are not acceptable.

Completed forms should be returned to the Income Operations Office at cashiers@admin.ox.ac.uk 
