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SECTION 1

CARD USAGE AND ACCOUNT RECONCILIATION

1.1  The Purchasing Card
· The original purpose of the Purchasing Card Scheme was to simplify the purchase of low value goods/urgent services by avoiding, wherever possible, the generation and handling of paperwork, whilst maintaining accountability and audit trails.
· Since the introduction of the Purchasing Card Scheme the range of items available in the NHS Supply Chain catalogue has increased significantly. The catalogue is expected to increase to over 500,000 lines. Therefore before using the card to order goods you must check the NHS Supply Chain catalogue.  If the goods or goods of a similar nature are available in the catalogue you must order via the Supply Chain route or via the Non stock Iproc site to make purchases requiring an order number for invoicing; for more information on how to access the on-line ordering systems please contact the Procurement Department on 0116 2950434
When ordering items such as stationery materials and office consumables/equipment the Purchasing Card should not be used.

· Over time the number of retailers who accept Purchasing Cards has increased.  They are accepted at cinemas, food stores, museum, and hotels and online –  usually wherever a normal credit card is accepted.
· The card looks like any normal credit card, having the Trust name, cardholder name, and expiry date, card number embossed on to the front of the card.

· The card works in a similar way to normal credit cards. It can be used by the cardholder in person, over the phone and on-line (See section 2.9 on ensuring security of card transactions over the internet).
· The Trust pays the balance on the card in full each month, by direct debit.

· Purchasing Cards are for use only in relation to the business of the Trust. 
· Goods can only be delivered to Trust premises.

· Each card is issued to a single named cardholder and has pre-agreed limits on the value of single transactions and monthly expenditure, and categories of spend.

1.2  When to use the Card
When the Cardholder decides to use their card they must consider;-
a) If the item/service they wish to order falls within the categories for which their card is set up, and is the item/service allowed to be ordered via the card in accordance with this guidance document?
b) Will the cost be within their credit limit (including vat, Postage and Packing or Delivery charges)?
If the answer to either of these points is ‘No’, then normal purchasing procedures (NHS Supply Chain or Non-Stock Iproc Requisition) should be followed.  

The cardholder also needs to consider if the items/service represents best “Value for Money”.  Further advice on VFM and access to NHS Contracts is available by contacting any member of the Procurement Dept.
NOTE

A purchase should never be split to avoid control limits.

The Purchasing Card should never be used to withdraw cash, and this action will be blocked on card issue.
1.3 
How to use the Card
· Once the purchase has been identified as being within the card limit and types of spend, the cardholder should contact the supplier to ensure they are able to accept payment by a Purchasing Card. 

· Cardholders should provide the supplier with full details of the purchase, including description, the supplier’s product number (if applicable), quantity, delivery address and price. The supplier will then require some of the details from the Purchasing Card, such as Card Number and expiry date. As an additional security measure, Cardholders may also be asked to quote the last three (3) digits of the number printed within the signature strip on the reverse of the card.

· The Cardholder should instruct the supplier to despatch the goods with a delivery note clearly marked “PURCHASING CARD ORDER”. 

· If a transaction is declined or not validated by the supplier, the Cardholder should refer the incident to the Purchasing Card Administrator.

1.4 Patients Monies
If you plan to use the Card to spend Patients Monies, you must complete the authorisation sheet issued by Patients Monies dept ON THE DAY OF THE PURCHASE.
IF THE PATIENTS MONIES DEPT IDENTIFIES A CARD HOLDER WHO IS NOT FOLLOWING THIS RULE, THEIR CARD WITH BE WITHDRAWN 
1.5

The Transaction Log Envelope
The Cardholder is responsible for the completion of the Transaction Log. This allows spend against the card to be monitored and audited.

The Transaction Log is a list of all Purchasing Card transactions undertaken by a Cardholder as and when they happen. It is essential to keep an accurate track of all purchases, therefore the Cardholder must maintain an up to date transaction log, as it will be required for audit purposes. 

The Cardholder must update the transaction log with all purchase details, WHEN THEY PLACE THE ORDER. Any paperwork (on-line order, faxed communication, till receipts, GRN etc) should be kept inside the log envelope. 

The Cardholder should ensure that a receipt/invoice/delivery note is received for each transaction. The transaction log should be reviewed regularly and the supplier chased for any receipts/invoices/delivery notes not received.

The Cardholder should check that the details appearing on the paperwork received from the supplier correspond to those entered on the transaction log.

1.6

Reconciling the Monthly Statement
On the 8th of every month, Nat West produces a statement of all Card Transactions, and sends a copy to the Finance Department.

Finance then sends Individual statements to each Cardholder for coding and authorisation.

The Cardholder should check that the details on the statement agree to the transaction log. If they do not, the Cardholder should contact the Card Administrator to report any fraudulent purchases made against the card.
The Cardholder should code each transaction to the relevant code and sign the statement.  The statement is then passed to the, designated Manager / Budget holder for authorisation.
The designated Manager/Budget holder should check through the statement and be satisfied that the purchases are valid and appropriate, and that the coding is correct. They then authorise the statement and return it to the Finance Department, this can be faxed on 0116 2950962.
 Also the Card Holder or the Manager is required to send a copy of each monthly statement and receipts, within 7 days after authorisation to the Procurement Department, for the attention of the Contract Officer (Purchasing Cards), so that an expenditure audit can be carried out this can be faxed on 0116 2955069
Statements, the transaction log envelopes, invoices and delivery notes should remain in the department, and must be kept for six years.

IMPORTANT: The reconciliation process between the Cardholder and designated Manager MUST be completed within 14 days of the date of the statement being issued and returned to the Finance Department.
Finance will contact the Cardholder if statements are not received, codes are missing or incorrect, or the statement has not been signed and authorised. 

Any inappropriate purchases identified by the designated Manager should be reported to their Budget Holder/ Manager, and the Card Administrator. 

Any incorrect charging should be resolved with the Bank and a credit should correct the error the following month.

Delays in processing or inappropriate use

· If there are persistent delays in the reconciliation process the purchasing card can be withdrawn from the cardholder.

· If a cardholder uses the card inappropriately, it will be withdrawn immediately and disciplinary action may be taken against the cardholder.

· If the card is used inappropriately by a group of staff/department (e.g. colleagues using a card and having access to the card and pin), the card will be withdrawn immediately, and disciplinary action may be taken against all staff involved.

The Purchasing Card Administrator, the Procurement Manager, Internal Audit and Senior Finance Officers will regularly review the whole process. 

1.7
 Problems with Supply of Goods and Billing
Occasionally, problems may be experienced with the supply of goods, for example, goods are not received but the card is charged; or the charge is higher than expected.
In the event of a problem the Cardholder should contact the supplier. The problem should be explained to the supplier and if necessary request a full or partial refund.

When the statement is received at the end of the month it should be checked to ensure that the credit has been included. If it has not, the Cardholder should contact the supplier to find out when the refund voucher was processed. 

NOTE: If a credit cannot be obtained, the Cardholder should contact the Purchasing Card Administrator, who will pursue the matter with Bank on their behalf. 

1.8
Honesty Sheet
If a Purchasing Card holder inadvertently or mistakenly uses a Trust Purchasing Card instead of their own personal card, they must complete an Honesty Sheet (attached), and send to the Trust Cashier, at Trust Headquarters, with a cheque for the full amount to be reimbursed.
SECTION 2

CONDITIONS TO BE OBSERVED AT ALL TIMES

2.1  
Misuse of the Purchasing Card
The Purchasing Card must be used only as instructed by the Trust, and used solely for purchases on behalf of the Trust. Although the card bears the Cardholder’s name, the account and therefore the liability remain with the Trust. There is no consequential impact on personal credit status.

The use of the card for any purpose that is not in accordance with the guidelines in this document may result in disciplinary action.

If a Cardholder does not comply with the instructions within this Procedure Manual, the card can be removed and disciplinary action may be taken.

All statements will be checked and audited for misappropriation of Trust monies. Detailed analysis data is available from Nat West and is be used by the Trust for audit purposes.

2.2  
Permitted Categories of Spend
The Card is set up with permitted categories of spend. Card Holders are not able to purchase outside of these categories.

Examples of purchases, which may be made using a Purchasing Card:-
· Books for patients and staff use  (NHS Contracts should be used)
· Food for the residential homes

· Cinema Tickets for the use of residential clients
· Paying TV licence of residential properties

· Building/maintenance materials by Estates staff 
· Buying Stamps and Eye Care Vouchers

· Booking Accommodation for visiting Training Staff

· Booking places on Training Courses (in accordance with Trust Training Policy)
2.3  
Categories of Spend NOT Permitted
Examples of purchases which may not be made using a Purchasing card:-
· ITEMS WHICH CAN BE ORDERED VIA THE NHS SUPPLY CHAIN.
· Furniture and Furnishings – Due to the requirement to adhere to relevant Fire Safety Standards
· Electro Medical Equipment, which may come into contact with staff or patients – this requires approval via pre-purchase questionnaire prior to purchase
· Mechanical/ Electrical ITEMS, which may come into contact with staff or patients – these require safety checking before being put into use on Trust premises, or premises where the Trust has a responsibility to the user
· Medical devices – see lists in section 3

· IT EQUIPMENT (Inc Memory Sticks, and some Printer Cartridges) – all IT procurement is managed by the Health Informatics Service for some consumables the Procurement Department will procure.
· TRAIN TICKETS – These should be booked via LPT Travel Contract (Contract item).  The Trust is invoiced directly by NYS Corporate. For further access details to NYS Corporate, please contact Procurement.
· TO WITHDRAW CASH, or to purchase any items to be used as payment in kind for any employee.

· TO PAY FOR REPAIR/REFURBISHMENT WORKS USUALLY CARRIED OUT BY THE ESTATES DEPT
· MEDICINES  & PHARMACEUTICALS
2.4  
Audit of Purchasing Card Use
The expenditure on each card will be reviewed and audited.  Special attention will be paid to verifying that expenditure is appropriate to Trust business. This is in addition to any routine audits undertaken by the Trust’s audit team.

2.5  
Card Security
· The Card is only to be used by the person whose name appears on it.  Any Cardholder who allows their card to be used by anyone else will have their card removed.

· The Cardholder should NEVER give his or her Purchasing Card PIN Number to someone else to use.  Any card holder who gives their pin number to anyone else to use, will have their card removed
· The card should be kept in a secure location at all times. It should NEVER be left lying around a Cardholder’s work area

· The Pin Number should NEVER be displayed around a Cardholder’s work area, or written down and available for colleagues etc to use

· Cardholders must never divulge their card details to others, including colleagues.

· When making a purchase where the cardholder is not physically present, in addition to the normal card details, the cardholder may be asked for additional information: their full address including post code and their card security code.  The card security code is the last three digits of the sequence that is printed on the signature strip on the reverse of the card.  This code is unique to each card and, along with the statement address Lakeside House, allows the merchant to verify the identity of the card user.

· The cardholder must check statements carefully and notify the Card Administrator immediately if they notice any unauthorised transactions.

2.6  
Responsibilities of the Cardholder
The Cardholder shall:

· Be responsible for the proper use and security of their Purchasing Card

· Purchase only appropriate goods and services using the purchasing card

· Not attempt to process transactions that exceed their transaction limits, or are outside their permitted area of spend
· Record transactions on the Transaction Log Envelope 

· If spending “Patients Monies”, ensure the Patients Affairs Officer has been notified (see form in section 3)

· Ensure that goods are received and checked and reconciled with the transaction log envelope

· Contact the supplier for any returns and to resolve simple disputes

· Check the monthly statement match the details on the transaction log

· Write the appropriate financial codes against each transaction on the statement 

· Resolve any charging errors with the supplier and obtain an agreed credit for inclusion in the next monthly statement

· Approve the statement by signing it, and forwarding to their designated Manager for authorisation

· Retain invoices, delivery notes and other documentation for all transactions for at least 6 years.

· In the event of the loss or theft of the card, notify the Purchasing Card Administrator immediately by telephone.  If the loss is discovered out of office hours, telephone Nat West on 0870 9093702 (open 24 hours a day, 7 days a week). If this is not done then the Trust may be liable for any losses incurred. The Card Administrator will make arrangements for a new card to be issued. 
· Inform the Card Administrator of a change of name (e.g. because of marriage) and on receiving a new card dispose of the old one by cutting it up and returning to the Card Administrator. 

· Inform the Card Administrator at once of any change in the Cardholder’s job and/or department. 

· Inform the Card Administrator if they are leaving the department/ Trust and no longer need the card.  All documents should be handed over to their designated Manager. The card should be cut up and returned to the Card Administrator.

Any change of location (e.g. department/address) must be notified to the Card Administrator
2.7  
Responsibilities of the Designated Manager/Budget Holder
The designated Manager/Budget Holder shall:
· Ensure that the statement is correctly coded

· Ensure that the card holder has made appropriate purchases 

· Ensure the statement is coded and authorised by the Cardholder and themselves within 14 days of the statement being issued.

· Ensure the Card Administrator has been informed, when a Cardholder no longer needs a card (due to Retirement, long term absence etc) and that the card is cut up, and returned

· Ensure that they have access to all the log envelopes of all their cardholders.  This will ensure that the statements can still be coded even if the cardholder is on leave, or has left the Trust

2.8 Spending Limits
Each Purchasing Card has unique spending limits that will be advised at the time the card is issued.  Different limits apply to different Cardholders.

1) There is a limit per order/transaction inclusive of VAT. 
2) There is also a monthly credit limit. This is printed on the monthly statements.
    A purchase must never be split to avoid these limits.

If either of these limits is believed to be too low, then the Cardholder, with their designated Manager’s approval, can apply for an increase. The application for increase must include details of the reason for request.
The Card Administrator has a record of the limits for each card.
2.9  
Guidelines for Purchasing via the Internet
Cardholders need to be aware that there are risks in using Purchasing Cards to order goods and services over the Internet. Some of these are highlighted below:

· Not all web sites are secure and Cardholders should be cautious about giving card details to web sites that do not use secure technology to process transactions. 
· Browsers such as Netscape and Microsoft Internet Explorer show a broken key symbol or an open padlock if the supplier’s site is insecure and conversely an intact key or a closed padlock if it is secure.
· The terms and conditions of contract will probably be non negotiable and may be onerous. Some web sites may not be under the jurisdiction of English Law, or NHS Contract Law.
Recommendations for Best Practice

Cardholders should only use secure sites and reputable well-known suppliers for ordering goods and services on the Internet. If a Cardholder has any doubts about the security of a website then they should not use it. 

SECTION 3

CONTACTS LIST
Billing Address:


Procurement Department:
Leicestershire Partnership NHS  
Leicestershire and Rutland NHS

Finance Department 


Procurement Partnership

1st Floor North



Riverside House (Ground Floor North)

Lakeside House


Bridge Park Road
4 Smith Way



Thurmaston
Grove Park



Leicester LE4 8PQ
Leicester LE19 1SS

Contact: Tracey Robbins

Contact: Tracy Bryan
Tel: 0116 295 7607


Tel: 0116 295 0441
Fax: 0116 295 0962


Fax: 0116 295 5069
1) IF YOUR CARD IS LOST OR STOLEN:




Call: - 
0870 – 9093702 
To inform the Bank, they will ask security questions, so you will need the password you put on your application form

AND
0116 – 295 - 8321 
To inform the Card Administrator:

 Tracy Bryan
2) IF YOUR CARD IS REJECTED, 

Or you have any other query regarding your Purchasing Card; Contact your Card Administrator, who will contact the Bank for you.

3) PROCUREMENT QUERIES SHOULD BE DIRECTED TO :
Simon Pate
 0116 295 0431
4) IF YOU NEED A NEW TRANSACTION LOG ENVELOPE, 

Please contact 0116 295 0441
5) IF YOU WISH TO INCREASE YOUR CREDIT LIMITS or OPEN UP A MERCHANT CATEGORY, 

Contact your Card Administrator.  

You will need your Budget holder’s authorisation.

6) IF YOU NO LONGER NEED YOUR CARD, FOR WHATEVER REASON (retirement, long term absence, change of role, or leaving the Trust) Contact your Card Administrator AS SOON AS POSSIBLE.

3.2
Medical Devices List

A Medical device is defined as an item used for the:-diagnosis,monitoring, treatment, prevention or alleviation of disorders.
	Examples of Medical Device Consumables 

	Airways - Guerdal
	Monovettes

	Ambubag
	Nasopharyngeal airway

	Anal irrigation systems
	Nebulizers / Masks

	Anal plugs
	Needles

	Boogie/Introducer
	O2 masks (as well as nebulising)

	Catheters – All types
	One use McGill forceps

	Compression Bandages
	Airway – all sizes

	Cotton Tie for ET tube
	Oxygen tubing

	Defibrillator pads
	PEG feeding tube and administration sets

	Disposable Bag valve
	Pen Torch ( neurological observations)

	Endotracheal Tubes – all sizes
	Pocket mask with valve

	ET Tube
	Resuscitation Mask Valves

	Examination gloves 
	Stoma Pouches & flanges

	Face masks
	Suction Catheters

	Faecal collectors
	Syringes – all

	Gas Cylinders – inc. O2
	Thermometers – All

	Glucose Strips
	Tongue Depressors

	Incontinence pads
	Tourniquets

	Lancets
	Urine drainage systems

	Laryngoscopes disposable with  blade
	Urine Test Strips


	Examples of Medical Devices - Equipment

	Device (Clinical or Medical)
	Device (Equipment)

	Air Regulator
	Drip Stands

	Auroscope (Otoscope)
	Elliptical Trainer

	Bladder Scanner
	Medical callipers for BMI

	BM Testing Machines
	Patella Hammer

	Defibrillator
	Pressure reducing mattresses & cushions

	Doppler Machine
	Pressure relieving mattresses

	Ear Syringes electronic
	Pressure relieving cushions

	ECG machines 
	Recumbent bike / normal bike

	Ophthalmoscopes
	Scales – standing & sitting

	Pulse Oximeters
	Stethoscopes

	Sphygmomanometers – Manual & electric
	Trolley for Gas cylinders

	Suction Machines
	Water thermometers

	Thermometers – All
	Wheelchair Scales

	Ligature scissors
	X-Ray Equipment (light boxes)
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