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ADMINISTRATIVE GUIDELINE

Title:  Commercial Cards (Purchasing Cards)
Effective Date: March 31, 2004 

Responsibility:  Superintendent of Business
Revised Date:  September 7, 2010







Purpose of this Administrative Guideline
The Near North District School Board recognizes the need for designated employees to have corporate credit cards.  It is the responsibility of the Near North District School Board to ensure that cardholders are exercising due care and judgment when using corporate credit cards.  The purpose of this administrative guideline is to outline the internal controls, acceptable use and procedures for the Commercial Cards.  
Authorization and Benefits to the Near North District School Board
The purpose of the Commercial Card program is to establish an alternative purchasing method for designated individuals for specific purchasing purposes:

· To cover out-of-town travel expenses for cardholders who are required to travel frequently on Board business.  
· To cover “emergency” purchases and small incidental purchases from vendors that do not accept purchase orders and where the purchase would exceed the petty cash limit of $100, but not to exceed the cardholder’s single purchase limit.
An “emergency” purchase is described as goods/services that are required for an immediate/urgent need.
Employees are being entrusted and empowered with the ability to make small-dollar purchases on behalf of the Board.  Along with this empowerment comes responsibility.  Cardholders are expected to make sound business decisions in the best interest of the Near North District School Board and always comply with the processes and procedures as set forth in this administrative guideline, as well as the purchasing administrative guideline.  
The purpose of the purchasing card is not to replace or displace the requirements for purchase orders.  The intent is to facilitate small, incidental, infrequent purchases (e.g. emergency situations) that exceed petty cash limits and for vendors who do not accept purchase orders. 

Availability of Corporate Credit Cards                                                                           

Corporate credit cards may be issued to the following employees:
1. Senior Administration

2. Principals and Vice-Principals

3. Managers

4. Other employees (subject to approval by the Commercial Card Coordinators).

	Cardholder Group
	Monthly Credit Limit
	Single Purchase Limit

	Senior Administration
	1,500
	750

	Principals, Vice-Principals
	1,000
	750

	Managers
	1,000
	750

	Other Staff:
	
	

	Facility/Maintenance Supervisors
	2,500
	750

	Other Maintenance Staff
	1,000
	500

	Other Departmental Staff (as determined):
	
	

	Coordinators
	1,000
	500

	Executive Assistants
	1,000
	500

	Other Approved Staff
	1,000
	300


Spending Authority Limits

1. Single purchase limits


The spending limit for individual transactions is outlined.  At no time for any purpose is the Near North District School Board Commercial Card to be used to obtain goods and services that total over single purchase limits for any individual transaction.  Individual transactions are not to be repeated or used on a repetitive basis to supersede the above amounts.


If there is a business need, the single purchase limit may be temporarily changed subject to completion of the Cardholder Change/Cancellation form (Appendix C) and the Commercial Card Coordinator/Purchasing Supervisor.

2. Total Card Limits


The total spending limits for each cardholder is outlined above.  Total card limits shall not exceed the limitations.  

Acceptable Use
•
Departmental and/or school-based designated employees are authorized to use the Commercial Card to purchase low dollar value goods and services (in the $100 to $500 range) in support of sound business practices.  Travel expenses would be an exception to this rule (e.g. hotel accommodations).
•
Expenses charged to purchase cards shall be monitored by the immediate supervisor and Finance Department.

Acceptable Use - Details
1. Each Commercial Card will have a unique number and will be issued in the name of the Near North District School Board and the name of the employee who has been authorized to use that card.  The card is not transferable to any other person.    
2.
Every cardholder shall be informed in writing of their responsibilities and restrictions regarding the use of the Commercial Card and shall agree to them in writing by the signing of a Commercial Card Cardholder Agreement (Appendix B).  Individuals given Commercial Card access are held accountable for all the transactions related to their respective cards.  Cardholders will be held liable for any misuse or willful disregard of administrative guidelines or operating procedures which result in a loss of money, fraud or collusion.  Consequences for misuse of the Commercial Card are serious.
3. The Commercial Card is restricted to business use only and may not be used for any personal purposes.  Unauthorized and/or inappropriate use may result in loss of the Commercial Card and disciplinary actions.

4. Total card limits shall not be exceeded.  Only in extenuating circumstances can the immediate supervisor request an increase in card limits.  The Cardholder Change/Cancellation Form (Appendix C) is to be completed by the cardholder.  These forms are to be submitted, via fax or email, to the Purchasing Supervisor.
5. At no time for any purpose is the Commercial Card to be used to obtain goods and services that total over single purchase limits for any individual transaction.  Individual transactions are not to be repeated or used on a repetitive basis to supersede pre-established single purchase limits.
6. When merchandise is returned or other adjustments to accounts are necessary, credit vouchers must be issued by vendors.  No cardholder may accept cash or a cheque from a vendor who is making a refund pertaining to a transaction previously charged to a Commercial Card account.
Acceptable Purchases 
Board Visa Cards may be used for the following purchases while on Board business:
· Airfare, train fare, hotel accommodations, meals and associated travel expenses (i.e. parking).
· Conference registration and other costs relating to professional development activities.
· Learning materials purchased from a vendor who does not accept purchase orders (i.e. Amazon.ca or ChaptersIndigo.ca).
· Supplies that are required on an emergency basis where prior notice is not available or purchase orders are not accepted.
· Small incidental purchases that exceed the petty cash limit but are under $500.
Unacceptable Purchases
Board Visa cards must not be used for the following:
· To bypass board purchasing administrative guidelines.

· Purchases of items over $500, exception for travel related expenses.
· To split large dollar transactions into two or more purchasing card slips of under $500 each.  This is referred to as “split ticketing” and it is not allowed.  Any large transaction split into multiple purchasing card slips will be considered misuse of the purchasing card and will be dealt with accordingly.

· To purchase any alcoholic beverages (board policy prohibits reimbursement for alcoholic beverages).

· Purchase of any item considered capital in nature (i.e. furniture or equipment costing in excess of $350 per item or warranty items).
· Purchases of any goods and services available under existing contract(s).
· Purchases of any items that would be significantly increased as a result of using the card and an alternative method of payment is available (i.e. a discount is provided by the vendor as a result of not using the card).
· When a competitive bid is required under the board’s purchasing administrative guidelines.
· Purchases of gift certificates of any kind.
· To permit another staff person to use their card.
· To place an order for a cellular phone, cellular devices and/or accessories.
· To purchase software or hardware without prior approval from the Information Technology Department.
· Items on the banned list or do not meet the Canadian Safety Standards for school use.
· To settle vendor accounts (i.e. monthly accumulation of invoices at a particular vendor).

· Major repairs and maintenance to capital equipment (i.e. buildings, vehicles, etc.) over $300.
· Meals for meetings where vendors will accept purchase orders.

· Online subscriptions (i.e. internet billings, online surveys).
Card Ownership

Commercial cards are the ownership of the Near North District School Board and are only to be used on Near North District School Board business.  Unauthorized and/or inappropriate use may result in loss of the Commercial Card and disciplinary actions. The Commercial Card is not transferable to any other person.  It is expected that reasonable care of the Commercial Cards and card numbers will be exercised by all cardholders.  

The business charges are a liability of the Near North District School Board and not that of the individual cardholder.  Therefore, the Commercial Card program will not impact on personal credit ratings in any way.

The maximum liability for unauthorized use of the card following loss or theft of the card shall be in compliance with banking arrangements.  Unauthorized use means a use that did not benefit the Near North District School Board and was made by someone other than the cardholder.  The Near North District School Board is not liable for any unauthorized use of the card which occurs after notification of loss, theft or cancellation has been received by the issuing bank.  However, if the loss or theft of a card is not reported immediately, the Near North District School Board may be liable for all unauthorized purchases charged to the account.
Responsibilities

1. The Cardholder is responsible for:
· adhering to all conditions and restrictions imposed on the Commercial Card by the Near North District School Board and the issuing bank;
· ensuring that the Commercial Card, monthly statements and other documents bearing the card number are kept in a secure location with controlled access;

· notifying the issuing bank and supervisor immediately of any loss or theft of the card;

· informing immediate supervisor or Commercial Card Coordinator of cancellation or any changes to cardholder information on file;  
· returning the card to immediate supervisor or Commercial Card Coordinator for cancellation, as appropriate;  
· keeping all original detailed sales slips and proof of purchase information for reconciliation purposes; 
· monthly completion and submission of reconciliations to Finance Department which must be approved by immediate supervisor; 

· resolving disputed charges  or errors on  in a timely manner;
· obtaining the required MSDS’s for all Workplace Hazardous Materials Information System controlled products purchased with the Card and immediately forward a copy to the Health & Safety Officer where a central library of all Material Safety Data Sheets documents is maintained.

2. 
Department and/or School Administrators are responsible for:

•
preparing and submitting the appropriate Cardholder Change/Cancellation form (Appendix C) requesting any changes to staff commercial cards.
•
ensuring that each cardholder is informed of their responsibilities regarding the use of the Commercial Card;

•
notifying the Commercial Card Coordinator when an employee is on a leave of absence, has resigned or employment is terminated;

•
reviewing and approving respective monthly cardholder monthly reconciliations.   
3.
The Commercial Card Coordinator is responsible for:

•
authorizing the issuance or withdrawal of Commercial Cards with the issuing bank;
•
maintaining master listing of all Commercial Cards; 
•
maintaining file of all original Cardholder Agreement letters;
•
processing forms for changes and/or modifications to Commercial Cards;
•
providing coordination with respect to monitoring the overall utilization of Commercial Cards with the Near North District School Board;
•
developing corporate administrative guidelines and procedures surrounding the use of corporate credit cards; and

•
ensuring that the conduct of all purchasing activity is done in accordance with approved administrative guidelines and procedures.

Key Contacts
Commercial Card Coordinator



Manager of Finance

Designate Commercial Card Coordinator


Assistant Manager of Finance

Note:
The Commercial Card Coordinator or designate is the sole contact with the issuing bank Commercial Card representatives.  Note throughout this administrative guideline that whenever Commercial Card Coordinator is referenced, “or designate” to be appended.   

Scotiabank Commercial Card Service

HOTLINE

1-888-823-9657 (Canada & USA)

1-416-750-6138 (Outside Canada & USA - collect)

The Scotiabank Commercial Card Customer Service Hotline is available 24 hours a day, seven days a week.  You may call the Hotline for the following:

· Reporting lost or stolen cards

· Emergency card replacement

· The dispute process

· Problem resolution on any purchase

Purchasing Card Limit Increases

Contact – Purchasing Supervisor
Procedures 
1. Requests for Commercial Cards

· The Purchasing Card Application Form (Appendix A) must be completed and signed by the department or school administrator.

· The approved Purchasing Card Application Form (Appendix A) must be sent to the Commercial Card Coordinator in the Finance Department for processing.

2. Issuance of Commercial Cards

•
Upon receipt of the cards from the issuing bank, the Commercial Card Coordinator must review the listing of enclosed cards for accuracy and reporting any inaccuracies to the issuing bank.  
•
The department or school administrator must inform the cardholder of the responsibilities and restrictions regarding the use of the Commercial Card.  Each cardholder must sign the Commercial Card Cardholder Agreement (Appendix B) and the agreement is to be forwarded to Commercial Card Coordinator before issuance of cards.    

•
The cardholder must sign the Commercial Card and store it in a secure place until used.

3. Cancellation of Commercial Cards

•
The cardholder must return the card cut in half to the Commercial Card Coordinator for cancellation, through the department/school administrator, when:


•
specifically requested to return the card by the Commercial Card Co-
coordinator or the department/school administrator


•
upon transfer to another department or area of responsibility (excluding 
principal transfers); or


•
upon termination of employment with the Near North District School 
Board.

4. Lost of Stolen Commercial Cards

•
The cardholder must immediately notify their immediate supervisor, the Commercial Card Coordinator and Scotiabank at 1-888-823-9657 of any loss or theft of the card.  The cardholder must also advise the department/school administrator who shall confirm the loss or theft in writing by forwarding a Change form to the Commercial Card Coordinator.  If the card is stolen, the police must be notified with a police report requested by the department/school administrator.

•
If the lost or stolen card should eventually be recovered or found, it must be cut in half and returned to the Commercial Card Coordinator through the department/school administrator.

5. Change of Department or Area of Responsibility

•
To change the department or area of responsibility, the department/school administrator must complete the Cardholder Change/Cancellation form (Appendix C) and forward it to the Commercial Card Coordinator.

•
The card will be cancelled when the form is received.  If another card is required, a new Purchasing Card Application form (Appendix A) must be completed.  
6. Modification of Credit Limit

•
Requests for a temporary increase of spending limits must be approved by the respective department/school administrator, using the Cardholder Change/Cancellation form (Appendix C) and submit the form via email or fax to the Purchasing Supervisor.  The change to the credit limit is expected to be made within a reasonable time frame (24 hours).  

7. Disputed Charges

•
Items charged on monthly statements of accounts that do not accurately reflect the transactions made by the cardholder are considered to be disputed items.

•
The cardholder must notify the Commercial Card Coordinator immediately by telephone when disputed items are involved, as well as inform the department/school administrator concerned.  It is required that a Commercial Card Dispute Form (Appendix D) be completed reporting the dispute which will be forwarded to the issuing bank.  Disputed items reported by cardholders will be credited on the individual statement in the following month (provided they are legitimate).  The amount indicated on the statement is the amount which should be paid to the issuing bank.  
•
The cardholder shall provide information and assistance to the issuing bank to settle the disputed items, as required.

•
If the questionable item is not a bank error the matter must be settled directly with the vendor by the cardholder.  When the amount in dispute is of an insignificant dollar value, notices to vendors should be in writing even though settlement may be accomplished through telephone calls.  Copies of the notices to the vendors should be attached to the respective monthly cardholder reconciliations.  Disputes with vendors are not considered to be disputed items and must not be deducted from monthly statements of accounts. 

8. Purchase of Goods and Services


Records for purchases made with Commercial Cards, must be sent to the Finance Department for audit purposes and to facilitate reconciliation and account verification (i.e. sales slips, credit vouchers, notices to vendors, etc.). 

•
The appropriate Provincial Sales Tax (PST) and Goods and Services Tax (GST) are to be paid where applicable.  Change subject to HST in July 2010.
•
The supplier must provide the cardholder with a detailed list of items (i.e. detailed invoices/receipts) purchased as well as a copy of the credit card transaction slip.  It is mandatory that these detailed invoices/receipts and credit card slips be held for matching to cardholder’s statements.  This will facilitate the board in claiming all applicable tax rebates.
· A proper receipt is an invoice or receipt that provides information about the vendor (name, address, GST number, phone number, invoice number), describes the goods or services purchased and the amounts charged, including applicable taxes and shipping.

· A credit card transaction slip is not considered to be a proper receipt.
•
For over-the-counter transactions, the cardholder will certify that the goods have been received or the services have been rendered by signing the sales slip; when goods are shipped, the cardholder must ensure that the shipment matches the order or sales slip.

•
For telephone, mail or fax orders, the cardholder must request the vendor to provide a detailed list of items purchased as well as a copy of the credit card transaction slip.  It is mandatory that the detailed invoices/receipts and the credit card transaction slips be held for matching to cardholder’s statements.
9.
Auto-Payment of Monthly Corporate/Consolidated Statements
•
A cycle date of the last day of each month is the monthly cutoff date for transactions.  

•
A consolidated statement of account for all cardholder transactions will be issued on the last day of each month by the issuing bank and will be sent directly to the Commercial Card Coordinator.  This consolidated statement will be kept in the Finance Department to form the source document to support monthly payments made to the issuing bank.

•
The Finance Department will receive a consolidated statement for all cardholders monthly and will pay the issuing bank within 10 days on the due date.  
•
On the last day of each month, individual cardholder statements of account will be distributed via email to all respective cardholders.  The employee statement of account is a memo, as all charges are payable by the Near North District School Board.  It is not an employee liability.  For further information, refer to How to Reconcile your Monthly Cardholder Statement (Appendix E) and Finance Department Monthly Procedures (Appendix F).
10. Refunds from Vendors

•
When merchandise is returned or other adjustments to accounts are necessary, credit vouchers will be issued by vendors.  Such credits must be issued against the same Commercial Card that the original purchase was charged to.

11.
Card Renewal

•
Each Commercial Card is issued for a period of three (3) years starting with the month in which the card is issued.  Cards will be automatically renewed unless the issuing bank is advised otherwise.
Cash Advances

Under no circumstances are cash advances allowed for any cardholders.  The cash advance feature has been disabled globally for all Commercial Cards.

Internal Audits

Internal Audit and external auditors will carry out audits from time to time.  These periodic and random audits are to review and audit cardholder activity for compliance with administrative guidelines.  
Appendix A
PURCHASING CARD APPLICATION FORM

Immediate supervisors are required to complete a separate form for each employee applying for a purchasing card.

EMPLOYEE PERSONAL INFORMATION:
(Last Name)




(First Name)



(Initials)

EMPLOYEE PLACE OF WORK:
(Name of School or Department)



(Email Address)

AUTHORIZATION:
(Immediate Supervisor’s Signature)



(Date)

REASON FOR PURCHASING CARD:
To be completed by Commercial Card Coordinator:

Purchasing Card Controls:
Single Purchase Limit:


Monthly Credit Limit:


Date Application Processed:



Signature of Commercial Card Coordinator:






(  Approved

(  Denied (reason):















Appendix B
Near North District School Board
Commercial Card Cardholder Agreement

The Near North District School Board is pleased to present you with a Near North District School Board Commercial Card.  It represents the Near North District School Board’s trust in you and your empowerment as a responsible employee of the Near North District School Board to safeguard and protect the Near North District School Board’s assets.  This includes keeping receipts, reconciling monthly card statements and following proper card purchasing and security measures.  Your participation in the Near North District School Board Commercial Card Program is a convenience that carries responsibilities along with it.  Although the card is issued in your name, it should be considered Near North District School Board property and should be used with good judgment.

I,……………………………………………………, hereby acknowledge receipt of an Near North District School Board Commercial Card, card number …………………………………………..  As a cardholder, I agree to comply with the terms and conditions of the Agreement and the applicable provisions of the Near North District School Board Commercial Card Administrative Guideline provided, and as such Administrative Guidelines as may subsequently be revised.  I acknowledge receipt of the Administrative Guideline and confirm that I have read and understand its terms and conditions.  I understand that the Near North District School Board is liable to Scotiabank for all charges made by me.

The card is for business-related purchases only; personal charges are not to be made using the card.

As the holder of this Near North District School Board Commercial Card, I agreed to accept responsibility for the protection and proper use of this credit card as outlined in the Agreement and the Administrative Guideline.  I understand that the Near North District School Board will audit the use of the Near North District School Board Commercial Card.  I understand that I cannot use the Near North District School Board for the restricted uses listed in the Administrative Guideline.  I understand that commodities, where Near North District School Board-wide Agreements are in place, must be purchased from the contract suppliers.

I further understand that unauthorized use of this Near North District School Board Commercial Card can be considered improper use of Near North District School Board funds, which may result in disciplinary action.  I understand that the Near North District School Board may terminate my right to use this Near North District School Board Commercial Card at any time for any reason.  I agree to return the Near North District School Board Commercial Card to the Near North District School Board immediately upon request or upon termination of employment.

APPLICANT:

Signature: …………………………………………..
.

Date: ………………………………..

Print Name: ………………………………………….

Dept. Phone #: ……………………..

Department: ……………… …………………………



Appendix C

CARDHOLDER CHANGE/CANCELLATION FORM

Immediate supervisors are required to complete the appropriate section(s) of this form for each cardholder.  Principals do not require Superintendent Approval.
(Cardholder Name)





(Visa card number)

SECTION 1 – CHANGE ADDRESS WHERE MONTHLY STATEMENTS ARE TO BE SENT:
(School/Department)

(Street Address)

 (City)




(Province)


(Postal Code)

(Business Telephone Number)

(Fax Number)


(E-mail address)

SECTION 2 – TEMPORARY CHANGE OF PURCHASING CARD CREDIT LIMITS:

New Single Purchase Transaction Limit:




New Monthly Credit Limit:




Dated Required:





Reason for Limit Increase:










SECTION 2 – CANCEL PURCHASING CARD:
· Card was lost:  Date reported to VISA






· Card was stolen:  Date reported to VISA






· Other:  Please attach Purchasing Card




 
(i.e. resignation, leave of absence)

Supervisor’s Approval:





(Principals may sign form on own behalf)
To be completed by Commercial Card Coordinator:

Date Form Processed

Signature of Commercial Card Coordinator/Purchasing Supervisor
Purchasing card limits returned to assigned credit limits:
Date



Signature of Commercial Card Coordinator/Purchasing Supervisor
Appendix D
Scotiabank Commercial Card Dispute Form
If you have a transaction appearing on your statement that you are disputing you may complete this form and send to:


Scotiabank Commercial Card Service Centre,


P.O. Box 4100, Postal Station “A”, Toronto, ON, M5W 1T1


Or fax: (416) 701-7022

Please Print

Account No.
|___|___|___|___|___|___|___|___|___|___|___|___|___|___|___|___|    Amount $__________________

Posting Date
______/______/_______

Transaction Date:     ______/______/_______



 MM         DD          YY


            

     MM         DD          YY

Reference Number
|___|___|___|___|___|___|___|___|___|___|___|___|___|___|___|___|___|___|___|___|___|___|___|___|


Description 
____________________________________________________________________________________

 FORMCHECKBOX 
  1.  The amount of my sales draft was increased from $_________________ to $_________________; or my sales slip was         added incorrectly. Enclosed is my copy of the sales draft which shows the correct amount.

 FORMCHECKBOX 
  2.  I certify that the charge(s) listed above was/were not made by me or a person authorized by me to use my card, nor were        the goods or services represented by the transaction received by me or a person authorized by me. (If you do not recognize       the sale(s), please choose this option).

 FORMCHECKBOX 
  3.  I have not received the merchandise which was to have been shipped to me. I contacted the merchant on      

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
    ______________________ and requested that my account be credited.

 FORMCHECKBOX 
  4.  The attached credit slip was listed as a sale on my statement.

 FORMCHECKBOX 
  5.  I was issued a credit card slip which was not posted on my statement. A copy of my credit slip is enclosed.

 FORMCHECKBOX 
  6.  I certify that the charge in question was a single transaction, but was posted twice on my statement. I did not authorize the      second transaction. (Please note on which dates the sale in question posted to your account.)

 FORMCHECKBOX 
  7.  I notified the merchant on _____________________ to cancel the pre-authorized order (reservation). Please note      

 FORMTEXT 
       cancellation number, if applicable __________________.

 FORMCHECKBOX 
  8.  Although I did engage in a transaction at the merchant, I was billed for __________________  transaction(s)  totalling          $____________________ that I did not engage in nor did anyone else authorized to use my card.

 FORMCHECKBOX 
  9.  Merchandise which was shipped to me has arrived damaged and/or defective. I have returned it and requested that my             account be credited.

Name (Please Print) _________________________________________________________

Company _________________________________________________________________

Signature _________________________________  Date ___________________________

Telephone No. Work (________)_______________________________________________

Fax (________)____________________________________________

Appendix E
How to Reconcile your Monthly Cardholder Statement

•
On approximately the last day of each month, a detailed cardholder statement will be emailed to each cardholder for reconciliation against transaction slips and approval.

•
Compare the statement to the transaction slips, checking off each transaction and ensuring that the correct charges are listed on the statement;

•
Staple the transaction slips to the statement in the same order as listed with any additional documentation i.e. packing slips, order forms.

•
Each transaction must be coded to respective general ledger budget account numbers.  Note that each Commercial Card is tied to one specific cost centre/general ledger budget account number.  Cardholders are responsible for the allocation of transactions to the appropriate cost centers/budget account numbers.   

•
Have the reconciled statement approved by the cardholder and the person responsible for the budget, signing and dating the cardholder statement;

•
Commercial Card expenditures must be reconciled and forwarded to the Finance Department within 14 days of the Statement date.

Cardholders who have not submitted their monthly reconciliations within this period will be asked to reconcile their monthly expenditures immediately to avoid having their Commercial Card privileges temporarily suspended until such time as reconciliation is provided to the Finance Department.  Continued or repeated non-conformance to this section of the administrative guideline will result in cancellation of the Commercial Card.

Appendix F
Finance Department Procedures
Cardholder Statements

On the last day of each month, the cardholder receives a Cardholder Statement and will reconcile it following the process outlined in Appendix E - How to Reconcile your Monthly Cardholder Statement.  Within 14 days of receipt of respective cardholder statements, the Finance Department will receive month end reconciliations.
As each statement is received from the school/department, the Finance Department will:

•
Stamp each statement with the date of receipt

•
Verify that the statement was signed by the person responsible for the budget

•
Verify that the statement was signed by the cardholder

•
Verify that all of the transaction slips have been attached

•
Verify that appropriate coding has been provided.

If all of these conditions have been met:

•
Match the cardholder statement to the Board’s consolidated monthly statement

•
Go to “Consolidated Statement” section below.

If a signature or a transaction slip is missing or inappropriate coding/transaction slips are provided

•
Email to cardholder stating original receipt is missing and cardholder is to submit original detailed receipt (if found) or obtain duplicate receipt from vendor by due date (21 days).
· If no receipt is received within 21 days of due date of reconciliation, cardholder will be invoiced for payment of the missing receipt(s).
If the cardholder statement or information requested above is overdue more than 21 days:

•
No response received from cardholder or immediate supervisor within 21 days of due date of reconciliation, cardholder will be contacted to forward reconciliation immediately.
· If no response received from cardholder or immediate supervisor within 28 days of due date of reconciliation, cardholder will be notified, by email, that his/her account will be suspended
Consolidated Statements

Each month, the issuing bank will forward a consolidated statement of cardholder activities to the Commercial Card Coordinator.  The Near North District School Board bank account will be credited for the total of the consolidated statement each month.  Commercial Card transactions will be charged to the budget account number assigned to each Commercial Card and will be journalized directly from the consolidated statement.  (Only when cardholder month end reconciliations are provided to Finance will transactions be processed to accounts provided in month end reconciliations).

•
Match consolidated statement to individual cardholder statements (see “Cardholder Statement”).
•
Debit default cardholder account for total cardholder transactions and credit bank account noting journal entry number on consolidated statement.
•
File cardholder reconciliation.
•
When cardholder visa statement received and reconciled, a copy of the visa statement is filed with journal entry and the journal entry number is written on the consolidated statement.












Appendix G
Purchasing Card Monthly Transaction Log
Purchases Made From: _______________ To: ____________________ Statement Date: ______________

  Department/School Name: ________________________________          Cardholder Name (please print): __________________________

                                                                                                                         Supervisory Authorizing Signature: _________________________ 

	Purchase

Date
	Supplier
	Item

Description
	HST
Amount
	
	TOTAL

Includes Tax
	ACCOUNT ASSIGNMENT
	RECEIPT

ATTACHED

Y / N

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


Transaction log and supporting original invoices must be retained for SEVEN YEARS and will be subject to periodic audit by Internal Audit staff.

Audit Date:  _______________________  Auditor’s Signature:  _____________________________ Auditor Name (Please Print):  _________________________
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