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Policy Statement 

Credit Card Policy 
 

The St Vincent de Paul Society NSW (“the Society”) Credit Card is a secondary purchasing and 

payment instrument available where there is a demonstrated need and prior approval is granted. 

The use of Society Credit Card(s) is neither essential nor encouraged, with the primary and 

preferred means of payment identified as Electronic Funds Transfer (EFT) and to a lesser extent 

payment by cheque.  

 

The Society acknowledges the importance of adopting and maintaining processes that will ensure 

its credit card facilities fulfill the stated objectives while also ensuring their proper use. 

 

Objectives 

The Society's credit cards are secondary payment instruments to the current payment methods in 

place, namely Electronic Funds Transfer (EFT) and cheques. In circumstances where Society 

credit cards are considered appropriate it must be demonstrated that they improve the overall 

efficiency of the processes of purchasing goods and services.  
   

For the purpose of this policy, the following definitions are provided; 

 Cardholder; Society member, volunteer or employee whose name appears on credit card. 

 Card Supervisor; the Society member, volunteer or employee (namely manager) assigned 

role to review use of specific credit cards. For example, the Chief Financial Officer (CFO) will 

be the Card Supervisor for the Chief Executive Officer (CEO).  

 Authorising Officer; the Society member, volunteer or employee (namely Executive Officer 

or Manager) who is an authorised signatory and/or has budgetary control over the area 

assigned a credit card. For Chief Executive Officer (CEO), the State President will be the 

Authorising Officer. 

 Credit Card Controller; Society Finance employee (namely the Financial Controller) who 

manages the credit card facilities. A Credit Card Controller will be identified at State Office 

and each Central Council. 

 Credit Card Chief; the Society employee or member (namely Chief Financial Officer, 

Treasurer, Executive Officer or other appropriate senior member) who will address reports of 

inappropriate use of credit cards and report to State Council as appropriate. A Credit Card 

Chief will be identified at State Office and each Central Council. 

 Private Expense; any expense that is not directly related to the betterment of the Society. 

 Bank; the credit provider being namely the Commonwealth Bank of Australia (CBA) 
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Stakeholders 

 Society credit card holders (members, volunteers and employees),  

 Society management and executive team 

 Society members, volunteers and employees. 

 
1.1 - Issuing, Application and Withdrawal of Society Credit Cards 
 

1.1.1 Issuing of Society Credit Cards 

The Society may issue a credit card to applicants who meet the following criteria.  

a. Be an ongoing (permanent) employee or member or volunteer of the Society. 

b. Occupy a position that has a demonstrated need to purchase goods and services on a 

regular basis or be required to travel on behalf of the Society; 

c. Be willing to accept and abide by the conditions of use as stated in this document and 

comply with relevant Society policies and procedures; and 

d. Be able to provide documentation to satisfy the credit card application requirements.   

 

1.1.2 Applying for a New Society Credit Card 

Applications for a new credit card should only be submitted once a proven need has been identified 

by the Card Supervisor or Authorising Officer and the above criteria satisfied. 
 

The Banks application form will be available from the Credit Card Controller. Should the applicant 

not understand any of the conditions of use they must seek clarification from the Credit Card 

Controller prior to completing the application. 
 

On receipt of completed credit card applications the Authorising Officer must; 

1. Check that the application has been fully completed and signed by the applicant; 

2. Nominate a Card Supervisor who will be required to check the account codes, transaction 

descriptions and follow up the Cardholder as required on the statement. 

3. Review the requested credit limit and amend if not considered appropriate; and 

4. Forward the completed form to the Credit Card Controller 

Should the Authorising Officer not be willing to support the application they must advise the 

applicant and return all application documents. 

On receipt of a complete and approved application the Credit Card Controller will 

1. Forward the relevant documentation to the Bank for approval and processing; and 

2. File all documentation associated with the application. 
 
 

http://policies.uws.edu.au/download.php?id=303
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On receipt of approval notification from the Bank the Credit Card Controller will notify the 

Cardholder and as appropriate update the credit card register.  

The Bank will forward the new card directly to the Cardholder, who should;  

1. Sign their card as soon as possible upon receipt; 

2. Activate their card prior to use in accordance with the Banks instructions; and 

3. Read and comply with any other instructions issued by the Bank with the card. 

 

1.1.3 Credit Limits 

Credit limits on credit cards are to be determined with reference to the anticipated monthly 

expenditure (both purchases and travel) required by the position. Card limits range between $500 

and $20,000. For example, an appropriate credit limit for purchases of less than $500 per month 

may be no greater than $1,000. Excessive credit limits are not appropriate. 
 

Amending Existing Card Limit 

Prior to amending existing credit card limits, an assessment of the card limits of all Cardholders 

within the department must be performed to determine whether existing limits meet the 

requirements of the department and whether any surplus credit limits exist on other cards. 

Once the need for amendment has been established, the Authorising Officer should notify the 

Credit Card Controller requesting the increase or decrease. In certain Central Councils, any 

changes to credit card limits must be approved by the Central Council Board. 

New credit card limits can be either temporary (minimum of one monthly credit card statement 

cycle) or permanent, depending on the needs of the department.  

1.1.4 Withdrawal / Cancellation of Society Credit Cards 

A Society credit card may be withdrawn for any of the following reasons: 

 Misuse (including unacceptable or inappropriate expenditure) of card by Cardholder. 

 Non-compliance with conditions governing the issuing of Society credit cards. 

 The position no longer requires a credit card  

 The card has been inactive for 12 months; and/or; 

 The Cardholder ceases membership, volunteering or employment with the Society. 

The Cardholder will receive notification from the Credit Card Controller, Card Supervisor or 

Authorising Officer indicating that their card is being withdrawn and that they are to cease use 

immediately. 
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In circumstances where a member, volunteer or employee resigns, the Cardholder must indicate 

this to the appropriate Credit Card Controller immediately and return the credit card prior to leaving 

the Society. The Human Resources (HR) department and / or Authorising Officer must ensure that 

the credit card has been returned. 

Where a Society Credit Card is withdrawn or cancelled the Cardholder must: 

1. Destroy the card for security purposes by cutting through the card number; 

2. Return the destroyed card to the Credit Card Controller; and 

3. Undertake a reconciliation of their final statement, or if leaving the Society provide their 

Card Supervisor with all relevant documentation, receipts and invoices so that 

reconciliation may be undertaken on receipt of the final statement. 

On receipt of the destroyed card the Credit Card Controller will notify the Bank. 

2.1 - Conditions of Use 

Should the Cardholder not understand any of the conditions set out herein they should contact the 

Credit Card Controller for advice prior to incurring any expenditure on the card. 

Credit cards are only to be used by the person whose name appears on the credit card. The issue 

of a credit card carries no financial delegation to approve expenditure, only the authority to incur 

approved expenditure on a Society credit card up to the limit of the card. Even when the credit limit 

allows, each transaction should not exceed the cardholders‟ financial delegation. 

No expense is to be incurred on a credit card until the requirements of other relevant policies and 

procedures (e.g. obtaining quotes) have been fulfilled and authorised approval given. 

Acceptance of a Society credit card is an agreement by the Cardholder to abide by: 

a. The conditions of use specified by the Bank on issue of the card  

b. All relevant Society policies, procedures and guidelines; and 

c. Any reasonable instructions issued by the Society in respect to the use of the card. 

Any failure to comply with the conditions of use as set by the Society and / or Bank may render the 

Society liable and result in the withdrawal of the credit card. Misuse of a Society credit card may 

also result in disciplinary action or legal proceedings. 

2.1.2 Before Incurring Expenditure 

Upon receipt of the new card the Cardholder should: 

1. Sign the reverse of the card immediately and activate the card by following the 

instructions provided with the card by the Bank; 

2. Ensure the safe custody of the credit card at all times;  
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3. Read this document thoroughly and related policy documents; and 

4. Ensure that sufficient credit is available on the credit card to cover purchases. 

 

2.1.3 Actual Use 

Society credit cards must only be used for Society related business expenditure. The Cardholder 

may place an order with a supplier in person, by phone or fax, by mail or via the internet.  
 

When using the credit card, Cardholders must: 

 Obtain an invoice / receipt displaying suppliers ABN for goods under $75; 

 Obtain a tax invoice displaying suppliers ABN for goods $75 and over; 

 Ensure suppliers record full and proper descriptions of items or services on 

invoices/receipts; 

 Confirm the supplier site is secure when placing an order via the internet (i.e. presence of a 

padlock located at the bottom of the screen or web address that commences with https) 

 Ensure goods and services are received in good order and condition; 

 Ensure a credit is received for any returns or refunds; 

 Ensure expenditure does not exceed monthly credit limit; and 

 Report lost, stolen or damaged cards immediately to the Credit Card Controller who will 

notify the bank as soon as possible. 
 

Examples of appropriate uses of the Society credit card would include: 

 Payment for Society related goods / services in full or part supply; 

 Subscriptions for Society; 

 Society travel expenses. Cardholders are required to ensure travel and hospitality 

expenditure is not what a reasonable person would regard as excessive or inappropriate (i.e. 

meals and alcohol, should not be excessive either in price, type or quantity); 

 General Society consumables;  

 Society equipment items;  

 Authorised fundraising expenditure; and 

 Emergency pre-approved payment of client bills 
 

Examples of inappropriate uses for credit card would include: 

 ALL private expenses; 

 Internal payments to Society; 

 Withdrawal of cash / cash advances – [the use of this function is to be determined at time of 

credit card application and requires the approval of the Authorising Officer]; 

 Splitting purchases to avoid purchasing policy requirements; and 

 Tips or gratuities.  
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3.1 - Monitoring and Review  

Combinations of monitoring and review processes are in place to ensure the continued proper use 

of the Society credit cards. 
 

3.1.1 Statement Reconciliations 

The Cardholder must keep all invoices / receipts from purchases in a safe place until the monthly 

statement arrives from the bank. 
 

Statements are generally sent directly from the bank to the Cardholder or alternatively to State / 

Central Council Credit Card Controller who then distributes to the Cardholder(s).  
 

On receipt of the statement the Cardholder should: 

1. Check each transaction for accuracy, enter the appropriate account codes against each 

item and include a full description of the goods / service and who the expenses were 

incurred by. For meal entertainment type expenditure, the names of each person 

attending are required. 

2. Attach all invoices / receipts and other necessary documentation to the statement; 

3. Ensure the Card Supervisor reviews and signs the statement and supporting 

documentation and approves to be forwarded for authorisation to the Authorising Officer. 

4. Forward to Authorising Officer for expenditure approval as soon as possible, preferably 

within 5 working days of the statement date.  

Where a Cardholder is scheduled to be on leave at the time that the statement reconciliation is due, 

they must provide all necessary documentation (e.g. invoice / receipts) to their Card Supervisor or 

Authorising Officer prior to going on leave. 
 

On receipt of the reconciled statement the Authorising Officer should: 

1. Ensure that the Card Supervisor has reviewed statement. 

2. Check that all documents are attached to the statement; 

3. Check that all expenditure is in accordance with relevant Society policies and 

procedures; 

4. Sign the statement as „approved‟ when satisfied that all expenditure is in order; and 

5. Forward to the relevant Credit Card Controller for processing within the required 

deadlines (no later than the end of the month the statement is for) 
 

Should the Card Supervisor or Authorising Officer identify expenditure that is inappropriate the 

Cardholder should be informed immediately of the breach of conditions. The Cardholder may be 

required to reimburse the Society and / or counseling or disciplinary action may be taken. 
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In circumstances where the Card Supervisor or Authorising Officer identifies serious misuse of the 

card the Credit Card Controller should be notified as soon as possible. They will refer the matter to 

the Credit Card Chief as appropriate as soon as possible and corrective action will then be taken. 
 

On receipt of the approved statement reconciliation the Credit Card Controller should: 

1. Ensure statements have been signed by the Cardholder and approved by their Card 

Supervisor and authorised by the Authorising Officer for payment; 

2. Review transactions for accuracy of general ledger coding and ensure an adequate 

description of goods / service has been provided by the Cardholder; 

3. Ensure any material prepayments for services for periods extending past the current 

financial year are notified to the relevant Accountant for accounting purposes; and 

4. File statements and their attached documentation in accordance with the Society's 

Records Retention Policy. 
 

Should a Cardholder fail to provide the relevant documentation within the required timeframe, the 

Credit Card Controller is responsible for following the matter through with the Authorising Officer. 
 

3.1.2 Other review mechanisms 

The Credit Card Controller will conduct monthly and ad-hoc reviews of the use of credit cards, 

noting if any cards have reached their limits or if their use displays any anomalies e.g. numerous 

and / or unusual transactions. The month end reporting process must include reconciliation of the 

clearing account used for credit card expenses. The Credit Card Chief may as and when required 

review or direct an appropriate independent individual to review the clearing account reconciliations 

to ensure errors or inappropriate treatment of credit card expenses are detected. 
 

The importance of the statement reconciliation process in the ongoing monitoring of the use of 

Credit Cards is critical. Should the cardholder fail on three occasions to complete the statement 

reconciliation process within the required timeframe, the Credit Card Controller may recommend to 

the Authorising Officer the withdrawal and / or cancellation of their card. 
 

The Credit Card Controller will report any serious misuse of cards to the Credit Card Chief for the 

purpose of further investigation. 
 

Internal and external audit personnel also have the authority to perform periodic formal reviews of 

credit card use both as instructed and as part of their normal auditing procedures.  
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Appendix 1 – Cardholder Agreement 
 

Cardholder Name  

Department & Position  

 
A Society credit card will be issued to me on the condition that: 
I understand and agree that: 

1. I will accept ultimate responsibility for the card and acknowledge that normal procedures of 

approval to incur expenditure, and of examination and authorisation of the Society credit 

card account, will apply. 

2. The use of the card is limited to the purposes designated by the Society. 

3. The card at all times remains the property of the Society and the Society reserves the right 

to cancel or withdraw the card.  

4. I will not use the Society credit card for private expenses and will use it only for business 

expenses incurred on behalf of the Society. 

5. I will only use the Society credit card for expenditure items not readily available through the 

Society‟s established purchasing and accounts payable functions. 

6. The card is not transferrable and the cardholder must immediately notify the bank and the 

Credit Card Controller of loss, theft or unauthorised use of the credit card. 

7. The Society reserves the right to take whatever action it deems appropriate where the 

Society believes expenditure on the credit card is inappropriate or excessive or where the 

cardholder is unable to produce appropriate supporting document as defined in the policy. 

8. I accept responsibility to submit all transactions invoices / receipts within 5 working days of 

the statement date or as close to that date as feasible. 

9. “The Conditions of Use” issued by the bank, which govern the issue and use of the Society 

credit card in my name, were made available to me.  

10. If I resign and leave the Society I will return the card to the Credit Card Controller acquitting 

all expenditures prior to departure. 

 

I acknowledge that this Society credit card is subject to the full conditions of the „St Vincent de Paul 

Society NSW - Credit Card Usage & Guidelines Policy‟ and that I have read and understood the 

entire guidelines and policy and agree to be bound by them. 
 

 Print Name Signature Date 

Cardholder 
 

   

Witness 
(Credit Card Controller; 
Supervisor or Chief) 

   

 


