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Introduction
We want all our social workers, occupational therapists and support workers to work with people as experts in their own lives, supporting them to reach their potential and focusing on what matters to them.

To help us achieve this objective we have adopted The 3 Conversations© framework because it facilitates a strengths-based approach and provides a platform for people with lived experience to lead the support process based on their individual priorities. The framework also empowers practitioners to be flexible and proportionate when responding to identified needs.

In Camden, our main policy is to use local charities to fund the supply of goods and/or services to support people in need. However, we recognise that the application process takes time and this option is therefore of limited value when a more immediate or interim response is necessary.

Therefore, to support practitioners to alleviate crisis or high risk situations we have set up a local Purchase Card Scheme. This is designed to give practitioners the freedom, flexibility and creativity to be responsive to urgent identified needs and to put solutions in place without the need to seek manager approval beforehand.

The scheme allows practitioners to make purchases up to a maximum value of
£300.00 + VAT per single item and it operates on a virtual basis, whereby the Team Clerks purchase on behalf of the practitioners and take responsibility for all related administration.

Service Managers must approve all accommodation-related purchase requests e.g. hotels, bed & breakfast etc. prior to booking.

Scheme Provisions
The current provider of this scheme is Mastercard and the Purchase Card works in a similar way to other Mastercard credit cards. London Borough of Camden pays the balance on the card in full each month.
Purchase Cards are for use only in relation to the business of London Borough of Camden. Each card is issued to a single registered cardholder and has pre-agreed limits on the value of single transactions and total monthly expenditure.

2.3 All Purchase Card transactions must be carried out in accordance with London Borough of Camden’s Financial Regulations, Standing Orders and Contractual arrangements.
2.4 Five Team Clerks are the registered cardholders and the scheme has two scheme managers.
2.5 When a purchasing requirement is identified, practitioners should check to see if the value of the purchase is within the single transaction limit i.e. up to a maximum of
£300.
2.6 The Purchase Card can be used for telephone verbal ordering and/or internet purchasing.
2.7 Under NO circumstances should the Purchasing Card be used to withdraw cash unless prior approval has been obtained from the appropriate line manager.
2.8 All transactions must be recorded on the Purchase Card Scheme Log, which is maintained by the Team Clerks, and corresponding invoices or store receipts must be produced and allocated for each transaction.
3 Scheme Overview
The ASC Purchase Card Scheme workflow
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Using the Purchase Card
Once the need has been identified, the practitioner should request a Team Clerk to make the purchase via TeamClerks@camden.gov.uk The Team Clerk checks to ensure the Purchase Card has sufficient balance to make the purchase before contacting the recommended or approved suppliers. They will also check to ensure that the supplier accepts Mastercard before making the purchase.
For telephone/online purchases, the supplier will request the billing address and Purchase Card details – cardholder name, card number, expiry date and, as an additional security measure, the last three digits on the back of the card. For payments made in person, the supplier will ask the Team Clerk to enter the 4 digit chip and pin number to confirm the transaction.
Purchases made after the card's has reached its monthly approved expenditure limit will be refused. If a transaction is declined for some reason or not validated by the supplier, the Team Clerk will notify the Scheme Manager of the incident immediately.
Monitoring Expenditure
The Team Clerks will maintain a Purchase Request Log to record all purchase requests. This will help to ensure we keep tight control of monthly expenditure, provide a clear audit trail to evidence how we have used public funds and help with queries/reconciliations.
The Team Clerk must log all transactions on the Smart Data system, using the correct subjective expenditure code. Each transaction must be matched to a corresponding store receipt or sales invoice, which must be scanned into the Smart Data system.
The Team Clerk must check to ensure that store receipts and/or sales invoice details match those logged on the Smart Data system. In particular, they must ensure that the store receipt or sales invoice quotes the supplier’s VAT registration number, where applicable. Without this, VAT cannot be reclaimed from HM Revenue & Customs, which means the council pays full cost for the goods or services.
Reconciling Expenditure
For the Scheme to work effectively, it is essential for the Team Clerks to monitor and reconcile purchase queries on an ongoing basis while the details are fresh in everyone’s mind.
On the first working day after the 15th of the month the Team Clerk should run a Smart Data monthly Summary Statement and cross-check this against the requests made during the month.
The Team Clerk must then send the Summary Statement to the Scheme Manager for sign off and draw their attention to any errors or discrepancies.
The Scheme Manager will check through the Summary Statement to satisfy themselves that the purchases are valid and appropriate, and that the coding is correct before sign off.
The reconciliation process between Corporate Finance and the Scheme Manager MUST be completed within 5 days. Any queries with suppliers or
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corrections relating to incorrect expenditure codes must be resolved within this 5 day period.
Summary Statements cannot be rejected for inappropriate purchases or incorrect charging. Any inappropriate purchases identified by the Scheme Manager should be reported to relevant Team Manager and Director of Adult Social Care; any incorrect charging should be resolved directly with the supplier and a credit note sought for inclusion in the next monthly statement.
Problems with the supply of goods or invoicing
There may be rare occasions when the Team Clerk experiences problems with the supply of goods e.g. obtaining goods already paid for, faulty goods, incorrect invoice etc. Some problems may be serious enough to warrant a partial or full refund.
When problems occur, the Team Clerk should contact the supplier in the first instance, explain the problem and try to agree a solution. If the problem is sufficiently serious to warrant a partial or full refund, then the Team Clerk should request a refund voucher to be put through the Master card, along with a VAT credit note.
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 Team Clerk should contact the supplier to find out when the refund voucher was processed and take individual responsibility for monitoring the situation until it goes through. Neither the Team Clerk nor the Scheme Manager should delay the processing of the Summary Statement because of outstanding credits or disputes.
If all else fails and a credit cannot be obtained, the Scheme Manager should contact Corporate Finance who will pursue the matter directly with the Mastercard supplier on their behalf.
NOTE: the time limit for reporting disputed transactions is normally 120 days from the date of the transaction.
Misuse of the Purchase Card
The Purchase Card should be used only as instructed by London Borough of Camden and solely for purchases on behalf of the council. Although the card is embossed with a registered name, the account and liability is held by London Borough of Camden. There is no consequential impact on the registered cardholder’s personal credit status.
The use of the card for any purpose that is not in accordance with these guidelines could result in disciplinary action and removal of Purchase Card responsibilities.
All Summary Statements will be checked for misappropriation of London Borough of Camden funds. Detailed analysis data is available from Master and will be used by the council for control purposes.
In line with Corporate Finance Team recommendations, please note it is strictly forbidden to split Purchase Card transactions to get around the £300.00 + VAT maximum single transaction expenditure limit.
Store Loyalty Cards or similar Loyalty Reward Schemes e.g. Nectar, Tesco Clubcard must not be used when making any purchases on behalf of the council when using council Purchase Cards.

9	Purchases not permitted
9.1 Examples of purchases which may not be made with the Purchasing Card are:
· Any item(s) exceeding the Purchasing Card expenditure limits (individual and/or monthly).
· Any product, service or supplier which is not for legitimate London Borough of Camden use.
· Direct debits or regular payments.
· Personal items for practitioners.
· Lease contracts or long term rental contracts.
· Fuel - unless in exceptional circumstances.
· Paying of fines – unless in exceptional circumstances.
UNDER NO CIRCUMSTANCES SHOULD THE PURCHASE CARD BE USED TO PURCHASE GIFTS OR REWARDS, OR ANY ITEMS TO BE USED AS PAYMENT IN KIND FOR ANY EMPLOYEE.
10	Card Security
10.1 The Purchase Card should be kept overnight in the registered cardholder’s personal locker and stored securely during working hours. The Purchase Card should NEVER be displayed around the Team Clerks work area and the Team Clerks should NEVER give the Purchase Card number or PIN number to any unauthorised person to use.
10.2 The back of the card must be signed by the registered cardholder as soon as it is received.
10.3 The Team Clerks must never disclose the card details or their personal details by e-mail.
10.4 In the event of the loss or theft of a Purchase Card, the Team Clerk should notify the Scheme Manager immediately.
11	Scheme Management Responsibilities
11.1 The Scheme Manager is responsible and accountable for the strategic oversight and budget expenditure of the Scheme. As part of their managerial duties they must:
· Ensure that cardholders are registered properly
· Ensure that cards are stored securely.
· Ensure that the Team Clerks are adequately trained to administer the scheme.
· Ensure that the quality of Scheme Log transactions meets required standards and that the Log is maintained on an ongoing basis.
· Ensure that monthly Summary Statements are produced and reconciled within required timescales.
· Take personal responsibility for checking all transactions on the Summary Statement before signing off.
· Reject or approve Summary Statements within the time period allocated for the process (5 days from notification).
· Ensure that the VAT code used is correct and the correct VAT evidence is present.
· Ensure that the Scheme budget is monitored effectively.

· Ensure that purchases are appropriate and that Purchase Card payment was the most appropriate method used.
· Ensure that any outstanding transaction queries are adequately reconciled and liaise with the relevant Team Manager to resolve issues which are escalated by the Team Clerk.
· Return Purchase Cards to Corporate Finance when they are no longer required or when the registered cardholder has left the service or the council.
12	Team Clerk Responsibilities
12.1 The Team Clerks are responsible and accountable for administering the Scheme. As part of their duties they must:
· Complete mandatory Smart Data training before applying to become a registered cardholder.
· Ensure that all requests are made in writing, using the Scheme Request form.
· Ensure they have written requests for all purchases made.
· Ensure they record on the Smart Data system and reclaim VAT where appropriate, as per Smart Data training protocols.
· Ensure they reconcile transactions throughout the month to make sign off easier at the end of it.
· Ensure they escalate unresolved issues to the Scheme Manager in a timely manner.
· Ensure they run the Smart Data Summary Statement on the first working day after 15th of the month.
· Ensure keep the Purchase Card secure during their working hours and store it safely in a locked locker overnight.
· Ensure they process purchase requests within 24 hours and inform practitioners when this is done.
· Ensure they scan and reconcile sales invoices and store receipts throughout the month on the Smart Data system on an ongoing basis.
· Ensure they co-ordinate their leave arrangements to ensure that one registered cardholder is always available to purchase.
13	Practitioner Responsibilities
13.1 Practitioners are responsible and accountable for supporting the Team Clerks and Scheme Manager to make sure the scheme runs smoothly. This includes:
· Ensuring that all purchases are within the £300.00 spending limit.
· Ensuring that all purchase requests are made in writing using the Scheme Request Form (as this is the primary audit tool).
· Ensuring a timely response to any queries which the Team Clerks or Scheme Manager have so the scheme works efficiently.
· Monitoring delivery of purchased items, notifying the Team Clerks and passing on any store receipts or sales invoices so the Smart Data records can be updated.
14	Team Manager Responsibilities
14.1 Team Managers are responsible and accountable for their team’s use of the Purchase Card Scheme. This includes:

· Ensuring practitioners support the Team Clerks and Scheme Manager to reconcile expenditure and sort out supplier issues or problems.
· Ensure that they routinely monitor overall team expenditure.
· Ensure they promote the use of Purchase Cards as a legitimate means to mitigate risk and achieve positive outcomes for people.
15 Further information
	Information about the Purchase Card scheme is also available on the ASC Practice Guide, https://ascpractice.camden.gov.uk/connecting-people-to-support/money-matters/financial-support/purchase-card-scheme. 

Appendices
Purchase Request Form – to be completed by ASC Practitioners and sent to Team Clerks
Purchase Details Form – to be completed by Purchase Card Scheme administrators
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PURCHASE REQUEST FORM
Please complete this form and send it the Team Clerks by emailing teamclerks@camden.gov.uk

	Practitioner Name
	

	Adult Social Care Team
	

	Contact telephone number
	

	Request Date
	

	Estimated cost £
(maximum £300 + VAT)
	




	What do you want the Team Clerk to purchase on your behalf?

	

	Do you have a preferred supplier, model number etc.?

	

	
Is the supplier on Oracle?
	
YES / NO

	Deliver to
5 Pancras Square N1C 4AG
	
YES / NO

	

Deliver directly to this local address
[full address including post code]
	

	For white goods, furniture etc. please provide details if there are any potential property access issues which might cause problems for the delivery driver(s)
e.g. 4th floor flat with no working lift.
	





PURCHASE DETAILS
Purchase Card Scheme administrators to complete



	Supplier name:
	

	Invoice reference:
	

	
Any other relevant information
	




	
Cost value £
	

	
VAT applicable
	
YES / NO

	
Cost centre
	

	
Nominal code
	




	
Date the purchase request was received
	




	
Date the goods were purchased
	




	
Name of the person who purchased the goods
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