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POLICY TITLE: INWVESTMENTS Policy Moo

Approval Date: 30 April 2019
Review Date: April 2019
Responsible Officer: Chief Financial Officer
History of Policy review
Version Adoption Date Minute No Details of Review
3 18 april 2018 5/2018/18 Complete review
2 23 May 2017 Complete review
1 24 May 2016 Complete review
Objective

10 To provide a framewaork for the investing of surplus Council funds at the most favourable rate of interest
available, whilst having due consideration of risk and security for investments ensuring its liquidity
requirements are being met.

2.0 Whilst exercising the power to invest, consideration must be given to the preservation of capital,
liguidity and the return on investment.

A.

Preservation of capital is the principal objective of the investment portfolio. Investments are
to be placed im @ manner that seeks to ensure security and safeguarding the investment
portfolic. This includes managing credit and interest rate risk within identified thresholds and
parameters.

Investments should be allecated to ensure there is sufficient liguidity to meet all reasonably
anticipated cash flow reguirements, as and when they fall due, without incurring the risk of
significant costs due to the unanticipated sale of an investment.

Investments are expected to achieve a market average rate of return in line with Council's risk
management guidelines.

Council Policy Reference

AFM — Investment Policy

Statutory Reguirements

Local Government Act 1933

Local Government Act 1933 — Investment Order dated 31 July 2008

Local Government [General] Regulation 2005

Trustes Act 1925 (N3W]

Australian Accounting Standards isswed by the Australian Accounting Standards Board.

Government References

Beview of N3W Local Government Investments - Final report prepared by Michael Cole — April 2003

MNSW DLG Draft Investment Policy Guidelines — May 2009
Local Government Code of Acoounting Practice and Financial Reporting
DLG Circulars relating to Investments — including Circular 09-20, 08-48, 06-70
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POLICY TITLE: INVESTMENTS Policy Moo
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Byt Approval Date: 30 April 2019
Review Date: April 2019
Responsible Officer: Chief Financial Officer
History of Policy review
Wersion Adoption Date Minute No Details of Review
3 18 April 2018 5/2018/18 Complete raview
2 23 May 2017 Complete review
1 24 May 2016 Complete review
Objective

1.0 To provide a framework for the investing of surplus Council funds at the most favocurable rate of interest
available, whilst having due consideration of risk and security for investments ensuring its liquidity
reguirements are being met.

2.0 Whilst exercising the power to invest, consideration must be given to the preservation of capital,
liguidity and the return on investoent.

A. Preservation of capital is the principal objective of the investment portfolio. Investments are
to be placed in & manner that seeks to ensure s2curity and safeguarding the investment
portfolio. This includes managing credit and interest rate risk within identified thresholds and
PaErameters.

B. Investments should be allocated to ensure there is sufficient liguidity to meet all reasonably
anticipated cash flow requirements, as and when they fall due, without incurring the risk of
significant costs due to the unanticipated sale of an investment.

C. Investments are expected to achieve a market average rate of return in line with Council's risk
management guidelines.

Council Policy Reference

AFM — Investment Policy

Statutory Reguirements

Local Government Act 1953

Local Government Act 1953 — Investment Order dated 31 July 2008

Local Government (General] Regulation 2005

Trustes Act 1925 [N3W]

Australian Accounting Standards isswed by the Australian Accounting Standards Board.

Gowvernment References

Review of N3W Local Govermnment Investments - Final report prepared by Michael Cole — April 2008
MEW DLG Draft Investment Policy Guidelines — May 2005

Local Gowernment Code of Accounting Practice and Financial Reporting

DLG Circulars relating to Investrments — including Circular 09-20, 08-43, 0&6-70
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POLICY TITLE: INVESTMENTS Policy Mo o

Related Policy/Procedure

AFM — Financial Management and Control
Investment

1. Authority for Investment
All investments are to be made in accordance with:

*  Local Government Act 1933 — Section 625, Section 413 and Section 12

*  Local Government Act 1933 — Investment Order (of the Minister] dated 5™ January 2016.
*  Local Government (General] Regulation 2005 — Clause 212

*  Australian Accounting Standards issued by the Australian Accounting Standards Board.

*  Trustee Act 1925 (NSW) — Section 14

2. Delegation of Authority

The General Manager has the authority to invest surplus funds and may delegate this function to the Chief
Financial Officer and/or Management Accountant. All investments must be signed by two (2] signatories. The
following officers have the authority to sign investments:

*  General Manager

#  Chief Financial Officer

*  Director Environmental Services

*  Director Engineering Services

*  Management Accountant

3. Ministerial Order

The Minister for Local Government issued a revised order pursuant to Section 625 of the Lol
Government Act 1393 The Minister signed the amended Order on 31 July 2008 and it was gazetted on
Friday 15 August 2008. It replaces the order dated 15 July 2017.

4. PRUDENT PERSON STANDARD

Council investments will be managed with the care, diligence and skill that a prudent person would exercise.
As Trustees of public monies, Officers are to manage Coundil’s investment portfolio to safeguard the portfolio
in accordance with the spirit of this investment Policy, and not for speculative purposes.

5. ETHICS: AMD CONFLICTS OF INTEREST

Council Officers shall refrain from personal activities that would conflict with the proper execution and
management of Council’s investment portfolio. This pelicy requires Officers to discose any conflict of interest
to the General Manager.

Independent advisors are also required to declare that they have no actual or perceived conflicts of interest.

6. Current Investments below requirements of the Revised Ministerial Order

When considering selling the current investments that now fall below the requirements of the revised
Ministerial Investment, Walgett Shire Council officers will exercise due care and diligence. Before disposing
of these investments Council will seek independent financial advice by an independent investment adviser
or dealer licensed by the Australian Securities and Investment Commission [ASIC)[www. asicgov.au). The
investments concerned are:
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POLICY TITLE: INVESTMENTS Policy Moxx

Issuer Name Name [or Nickname) of the Product
Helium Series 64 Scarborough AA

Managed ACES 5PC Parkes AA-

ZIRCON Coolangatta

hagnolia 2005-14 Flinders A4

These investments excluded by the recently revised Investment Order are to be grandfathered. These
investmeants become ultra vires under the new Investment Order and can continue to be held to maturity,
redeemed or sold.

This arrangemeant will be menitored and reviewed by the Management Accountant on a six (6] monthly basis
from July 200% wntil such time as the investments are no lenger held by Coundil.

Investment Guidelines

7. Forms of Investment

All forms of Investment for the purposes of section 625 (2] of the Local Government Act 1993 are by Order
of the Minister notifying forms of investment. A copy of the Investment Order is attached as “Annexure A”.

8. Legislative Obligations

All investments are to be made exercising care, diligence and skill that a prudent person of business would
exercise in managing the affairs of another person. Imvestments thot are high risk, speculative or hozordous
in poture are to be ovoided.

9. Legislative Requirements

All investments are to be made in accordance with the provisions of the Local Government Act 1593, with
particular regard to the following:

*  The purpose of the investment;

#  The desirability of diversifying council investments;

*  The nature of and risk associated with council investments;

*  The desirability of maintaining the real value of the capital and income of the investment;

#  The risk of capital or income loss or depredation;

*  The potential for capital appreciation;

*  The likely imcome return and the timming of income returm;

#  The length of the term of the proposed investment;

*  The pericd for which the investment is likely to be required ;

*  The probable duration of the investment;

*  The liguidity and marketability of a proposed investment during, and on the determination of, the
term of the investment;

*  The aggregate value of the assets of the council;

#  The effect of the proposed investment in relation to any tax lability;

*  The likelihood of inflation affecting the value of the proposed investment;

*  The costs (including commission, fees and charges) of making 2 proposed investment;
*  The results of any review of existing council investrnents;

*  Other matters as appropriate.
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POLICY TITLE: INVESTMENTS Policy Mo.xx

10. PROHIBITED INVESTMENTS

In accordance with the Ministerial Investment Order, this investment policy prohibits but is not limited to
anmy investment carried out for speculative purposes including:

a) Derivative based instruments;
b} Principal only investments or securities that provide potentially NIL or negative cash flow; and
c) Standalone securities issued that have underlying, options, forward contracts and swaps of any kind

11. Operational Requiremeants

a. The working account balance of Council is to be kept at a level no greater than is reguired to meet
Council’s immediate working operaticnal requirements except where the rate of return is
comparable to the rate of return of other investments.

b. A delegated Finance Officer will notify the Management Accountant that excess funds exist in the
working account or that an existing investment is due for maturity and funds are not reguired to
meet Council's immediate working operational requirements.

c. The Management Accountant will authorise the Finance Officer to investigate investment options.

12, Quotations

Three (3] quotations will be obtzined from authorised institutions before making an investmeant.

The Code of Accounting Practice and Financial Reporting reguire that Council maintains a separate
record of these quotations.

c. All quotes are to be attached to the imeestment authorsation to be signed by the authorised
signatories and filed in the Fimancial Investment Voucher Faolder.

10 Risk Management Guidelines
Investments are to comply with the following criveria:

{a) Preservation of capital — the requirement for preventing losses in an investment portfolio’s total
value (considering the time value of money);

(b) Institutional Diversification —

1. Mot less than three (1) quotations shall be obtzined from authorised institutions when an
imvestment is made.

2. Individual investmenits shall not exceed 51,000,000,

3. The maximum amount to be held by any one [ 1) institution at any one time shall not exceed forty
[40%) percent of the total portfolic at the time when the deposit was made.

4. All termn deposit investments are to be made with authorised deposit taking institutions covered
under the Australian Government Guarantes;

i) haturity Risk — The investment portfolio shall be invested within the following maturity constraints.

OVERALL PORTFOUO MATURITY
Portfolio % < 1 year Mlinimwrm $0% haximum 100%
Portfolic % = 1 year, < 3 years Plinimunn 0% Maximum 60%
Portfolic % = 3 years, < 5 years Plinimunn 0% M aximmum 40%
Portfolio % = 5 years Plinimum 0% Maximmum 10%
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POLICY TITLE: INVESTMENTS Puolicy Moo

id) Market/Credit Risk — consideration shall be given to the risk that the fair value or the future cash
flows of an investment will fluctuate due to changes in market prices, or the risk of failure to repay
principal or pay interest of an investment.

{e) Liguidity Risk —

1. Inwestment maturity shall correspond with cash flow reguirements.
2. Access to a minimum 51,000,000 or 5% of the investment portfolio is available within seven
(7} days.

13. Investments Register

The Code of Accounting Practice requires Council to maintain a separate record of money it has invested
under section 625 (2] of the Local Government Act 1933 The record miust specify:
a) date the investment is made;

b the amount of money invested;

c) particulars of the security or form the money is invested,

d] name of the institution;

&) due date and term of the investment;

f] if available, the rate of interest to be paid;

gl the amount of money that the coundil has earned, in respect to the money invested;
h} inwestment number consisting of three digits/financial year |e.g. 123/09);

i] When being rolled over, the investment being closed should refer to the new investmeant
number. When the new investment is being made the invesmnent number of the dosed
investment should be recorded.

An Investment Register is held by Council both in hard copy and electronically. The Investment Register held
in hard copy contains all information as above and any documentation relating to the investment and is
maintained by & delegated Finance Officer. An electronic copy of all imvestment information is to be filed in
TRIM.in Financial Managemeant — Imvestments.

14, Financial Investment Vouwcher Folder

*  The Finanoal Investment Vioucher Folder is maintained and updated by a delegated Finance Oificer
with all correspondence both inward and cutward relating to the investment.

&  [Each investment will be allocated a section labelled with the imvestment number.

# The section within the folder will contain all correspondence, confirmation of the term
deposit/imvestment, coupon payment advices etc.

* Al correspondence must be filed im TRIM in Financial Management — Investments.

15. Maturity
Once an investment has matured the following may ocour:

ajRollover the investment — if it is determined that the investment will be rolled over (taking into
account Part 7 of this precedure), then the imvestment will be rolled over and issued with a
new investment number. The interest paid and the new investment number will be recorded
in the investment register under the number of the investment being rolled over. The new
inwestment number will refer to the previous investment number.

b] Redesm the investment — Interest paid, principle repaid will be recorded in the investmeants
register.
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POLICY TITLE: INWESTMENTS Policy Mo_xx

16. Reports on Council Investments

Thie Responsible Accounting Officer (RAD) must provide Council with a written report detailing all money that
Council has invested. The report must be made up to the last day of the month immediately preceding the
meeting. This information must be presented in accordance with section 625 [2] of the Local Government
Act 1953 and must be presented at each monthly ordinary meeting under the provisions of Clause 212 of the
Local Government (General] Regulation 2005. This report must include a certificate as to whether or not the

investment has been made in occordance with the Act, the regulations and Coundil’s investment policy.

17. Independent Investment Advisors

Any investment advisor or investment dealer acting on behalf of Council must be licensed with the
Australian Securities and Imeestment Commission.

These third parties are expected to exercise the care, diligence and skill that a prudent person would
exercise in managing the affairs of another person.

This procedurs is to be presented to all third parties to ensure that they are delivering appropriately
and complying with Council's requirements, including the Ministerial Investment Order.

The RAD should obtain written confirmation from independent financial advizors that they do not
have any actual or potential conflicts of interest in relation to the investments they are
recommending or reviewing including that they are not receiving any commissions or other benefits
in relation to the investments they are recommending or reviewing.

Product manufacturers J distributors should be excluded from being appointed investment advisors
to Coundil.

18. Withdrawal of Investments

Im the event that a credit rating of a security, company or body issuing the security falls below the
minimum requirement, as s&t out in the Minister's Order, Council must make all the necessary
arrangements to withdraw the deposit as soon as practicable.

In the case of existing securities (as tabled Part 4] excluded by the recently revised Investment Order,
they are to be grandfathered. These investments become ultra vires under the new Investment Order
and can continue to be held to maturity, redeemed or sold. Before disposing of these investrments
Council will zeek independent financial advice by an independent investment advisor or dealer
licensed by the Australian Securities and Investment Commission [ASIC){ www.asic.gzov.au).

19, Annual Review

Investrent performance will be reviewed monthly and the outcomes will be reported to Council. The
investrent policy and procedures will be reviewed annually, or immediately following the release of any OLG

Guidelines or Circulars aimed at assisting Councils in Developing investment Policy or Procedures. .
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POLICY TITLE: INVESTMENTS Puolicy Moo

LOCAL GOVERNMENT ACT 1993 - INVESTMENT ORDER
[Relating to investmants by councils)

I the Hon. Paul Lynch MP, Minister for Local Government, in pursuance of
section 625(2) of the Local Government Act, 7983 and with the approval of
the Treasurer, do, by this my Ordar, notify for the purposes of section 625
of that Act that a council or county councll may only Invest money [on the
basis that all Investrments must be denominated in Australian Dollars) in
the following forms of investment:

[ayany public funds or securities issued by or guararteed by, the
Commomvealth, any State of the Commoreealth or a Temitory;

(k) ary debertures or securities issued by a council (within the meaning of the
Local Governmen! Act 1983 (NSW);

&) mertgage of land n any State or Terdtory of the Commonwealth [restricted
to firsl morgages over [and with & Loan fo Value ratio of no greater than
B

{d} interest bearing deposits with, or any debentures or bonds issusd by, an
authorised deposit-iaking institution {as defined in the Banking Act 1959
(Cwth)), but ercluding subordinated debt obligations;

&) any bifl of exchange which has a maturity date of not more than 200 days;
and if purchased for value confiers on Ihe haldar in due coursa a right of
recourse against & bank which has been designated as an authorised
daposit-taking Instilution by the Australian Prudential Regulation Authority:

ifi a deposit with the Local Govemment Financial Services Pty Lid

{5 8 deposit with the New South Wales Treasury Compaoration or investments
in an Hour-Glass investment facility of the New South Wales Treasury
Caorparation.

Al investment instruments (excluding =hart term discount instrumants)
referrad 1o above Include both principal and Investment ncome.

Transitional Arangemonis

(") Sublect to paragraph (i) mothing In this Order affects any investment
made before the date of this Order which was made in complianca with
the previous Ministarial Order dated 15 July 2008, and such investments
are taken to be in compliance with this Order,

(i) Parzgraph (i) only applias to thase invesiments made before the date of
thiz Order and does not apply to any restructuring oF switching of
investmants or any re-investmant of proceeds recalved on disposal or
maturity of such imestmants, which for the aveldance of doubt must
comply with this Order, N !

F -"J' 4 - - ﬁx ol 7
rl.':"l:"'lIEI _-' " F .-. .{{t-.":\"_ JE"::\?" r".-.

Dated this ©/ 57 day off =~ 2008 Hon PAUL LYNCH MP
Minister for Local Government

Page ¥ of 8

10



POLICY TITLE: INVESTMENTS Palicy Mo

“appendiz B” — Investment Register

Details

Details

Details

Details
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WALGETT SHIRE COUNCIL

PURCHASE CARD
POLICY NO:

1.0 Policy Objective

Corporate Purchase {Credit) cards are a routine aspect of Council's accounts payable and goods
procurement functions. When used appropriately, purchase cards provide benefits to Council in
the form of streamlined purchasing processes and better utilisation of resources. However, the
usze of purchase cards involves the potential rigk of fraud and misuse. This policy along with the
associated procedures document establishes guidelines in order to protect Council funds and to
maintain public confidence in Council’s operations.

Council officers with purchase cards are to comply with these instructions. It iz the responsibility
of each employee to understand the policies and procedures as well as their meaning and intent.
Should an employee have any questions they are to be raised with the Chief Financial Officer.

In cbserving this policy and the attached Purchase Card Procedures document, Council officers
will ensure that they are making a meaningful contribution to Council's objectives which in tum
contribute to meeting Council's Mission.

2.0 References and Council Documents

Local Government Act (M3W) 1993

Local Government {General) Regulation 2005

Walgett Shire Council Procurement of Goods and Services Policy
Walgett Shire Purchase Card Procedures

. O & @B

3.0 Definitions

A Purchase Card is a bank issued credit card in the name of Walgett Shire Council. The card also
cames the name of the Council Officer to whom it was issued. Each card has an individual security
PIN that iz known only to the cardholder.

4.0 Policy Statement
DELEGATION OF AUTHORITY

The Council delegates to the General Manager the authority to incur financial expenditure on
behalf of Council under the following provisions:

Where expenditure has been provided for in Council's budget; or
*  Genuine emergency or hardship.
+  (Other officers may only incur expenditure on behalf of the Council if:

o The officer has been granted a financial delegation by the General Manager and

o Expenditure is provided for in Council's budget, or

o In the case of genuine emergency, or hardship where the power to incur
expenditure in these circumstances has also been delegated

The General Manager must approve financial delegations in writing by recording them in the
Delegations Register.

Walgatt Shire Councll Purchase Card Polkcy
Page 1
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ELIGIBILITY

The provision of a corporate purchase card is a facility offered by Council to officers occupying
certain positions from time to time. The officers occupying these positions will be designated by
Council as being eligible under this policy.

Council reserves the right to amend, alter or vary the list of eligible positions from time to time.
Where an officer occupies a position subject to change, such officer will be consulted and a
period of at least one calendar month of nolice shall be given of the change.

The General Manager has the right to cancel corporate purchase cards in circumatances that
hefshe considers warranted.

CREDIT LIMITS

The maximum credit limit for a Walgett Shire Council corporate purchase card shall be up to
$5,000 for all cardholders. The General Manager shall have the authorty to determine, within
this limit, the credit limits for individual card holders.

CIRCUMSTANCES IN WHICH CARDS MAY OR MAY NOT BE USED

Corporate Purchase cards must only be used for the payment of goods and services associated
with Council business. Activities that would not qualify for the use of a corporate purchase card
include the following:

+ Any use that is of a personal or private nature;

* Mo cash advances are available from automatic teller machines or over the counter and
BPay facilities are not available.

* The card is not to be linked to any form of award points and any personal award card or
memberzhip should not be used in conjunction with the use of the Purchase Card (eg, Mitre
10 Rewards, Woolworths Rewards, and Frequent Flyer).

* A tax invoice is required to be obtained for every purchase you make. This is reguired in
reconciliation of the Purchase Card transacticn.

* [ a transaction is done by telephone or by mail order, the cardholder will need to ensure
that an appropriate tax invoice is obtained from the supplier and included with the
reconciliaticn.

Where inappropriate expenditure cccurs, the value of the expenditure shall be recoverad from
the card holder. Should there be an accidental transgression, the Management Accountant is to
be notified and the Council reimbursed immediately.

FORMAL ACKNHOWLEDGEMENT OF POLICY CONDITIONS

Council officers issued with corporate purchase cards are in a position of trust with regard to the
use of public funds. Improper use of that trust may render the cardholder liable to disciplinary
action, legal action or criminal prosecution. All purchase card holders are to acknowledge receipt
of the purchase card and instructions for use. The acknowledgement will include a signed
agreement to abide by all Council and card supplier guidelines and conditions of use.

PURCHASE CARD GUIDELINES AND PROCEDURES

Please refer to the attached Purchase Card Procedures Document.

Walgatt Shire Councll Purchasa Card Policy
Page 2
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ANHUAL REVIEW OF PURCHASE CARD FACILITY

The Management Accountant is to prepare a written report on an annual basis at 30 June to the
General Manager that includes details of:

Expenditure for the year to date in summary form;

Any matters indicating the efficiency or effectiveness of the corporate purchase card eg
card not used;

Action taken in response to issues raized in the report; and

The results of action taken in responae to issues raised in previous reports.

COMPLAINTS

Those persons wishing to lodge a complaint regarding the Corporate Purchase Card policy and
procedures at Walgett Shire Council should forward their written complaint to the following
address:

General Manager
Walgett Shire Council
77 Fox Street
Walgett NSW 2832

Walgett Shire Councll Purchase Card Policy
Page 3
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WALGETT SHIRE COUNCIL

PURCHASE CARD
PROCEDURES

1.0 Objective

1.1 Enszure effective controls, procedures are in place with respect to the use of Walgett
Shire Council Purchase Cards.

1.2 Fulfil all statutory reguirements of the Local Govermment Act with respect to the use
of Purchase Cards.

2.0 Related legislation/Policies

Local Govermment Act 1993
Local Govemnment (General) Regulations 2005
Walgett Shire Council Procurement of Goods and Services Policy

3.0 Definitions

A Purchase Card is a bank issued credit card in the name of Walgett Shire Council. The card also
carmies the name of the Council Officer to whom it was issued. Each card has an individual security
PIM that i= known only to the cardholder.

4.0 Purchase Card Summary

Purchase cards have been implemented to allow the Council to tranzact its business in a more
efficient manner and at the same time provide Council Officers with a more convenient method to
meet costs they incur on Council's behalf.

Purchase cards should be recognised as a valuable tool for the efficient and effective operation of
Council's daily business and not as a benefit assigned to specific individuals. The use of Purchase
Cards will create savings in staff administration time in matters such as amanging transport,
accommoadation and registration for attendance at conferences and small local purchazes. It will
reduce the number of creditors created for one-off purchases. The procurement rules are the
same for fransactions using purchase cards as any other type of transaction. The cardholder must
be zatizfied these requirements are met this will mean that the purchase is necessary and the best
value for money has been obiained.

Intemal controls around purchase cards are detailed in these guidelines and include a maonthly
reconciliation process.

5.0 Purchase Card Guidelines/Procedures

51 Issuing of Cards

The General Manager has delegated authonty to authorize the issuing of Purchase Cards to staff.

Before a Walgett Shire Council staff member can become a cardholder it will be necessary for that
person to provide adequate proof of identity to satisfy the Bank's requirements of at least 100
identification points.

Walgatt Shire Councll Purchase Cand Policy
Page 4
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The Chief Financial Officer will be responsible for obtaining approval of the General Manager for
the issue of a card and this will be recorded on a “Cardholder Approval and Acknowledgement”
form (Attachment 1). Each cardholder will be required to sign this form on receipt of the Purchasze
Card and acknowledge these procedures.

5.2 Card Security

The physical security of the card is the cardholder's personal responsibility.
Purchase Cards must be signed immediately upon receipt, as an unsigned card iz a security risk.

2.3 Restrictions

Purchase Cards are for official Council business and are not to be used for personal expenses
under any circumstances. [If the Purchase Card is used in emor for a personal expenss the
employee must notify the Finance Section immediately and reimburse Council as soon as possible.

A cardholder must not allow another employee or person to use their card and hence PIN numbers
must not be given to any other employee or person. Motwithstanding this, the cardholder can
approve a telephone credit card purchase made by another employes on behalf of Council. The
purchaser (employee) must seek prior approval from the cardholder, and shall complete the credit
card reconciliation sheet immediately after completing the purchase. The fax invoice and
reconciliation sheet is then given to the cardholder for signature and subseguently lodged with the
Accounts Payable Officer.

Purchase Cards should only be used for purchases of fuel for Council Vehicles in an emergency
ie where a Caltex Service Station is not available or the fuel card is not working. Staff should use
their vehicle's fuel card for normal fuel purchases.

Purchase Cards are not to be used for uniforms or protective clothing/equipment which iz available
through Council Store.

Any safety products purchased on a Purchasing Card must meet all Australian Standards. If in
doubt consult with the Workplace Health & Safety Officer before purchase is made.

Usze of the Purchase Cards for purchazes over the intermet should be restricted to trusted secure
sites.

Third party travel websites should not be uzed for bookings with the Purchase Card (eg Web jet
or Agoda) as a tax invoice may not be issued by the website.

The cardholder will be personally liable for expenditure that cannct be shown to be related to the
business of Walgett Shire Council.

5.4 How Do | Use It7

Purchase Cards are to be used as a normal credit card, with the allocated PIN number required to
make any purchase.

Mo cash advances are available from automatic teller machines or over the counter and BPay
facilities are not available.

The card iz not to be linked to any form of award points and any personal award card or
memberzhip should not be used in conjunction with the use of the Purchase Card (2g, Mitre 10
Rewards, Woolworths Rewards, and Frequent Flyer).

Walgatt Shira Councll Purchase Card Pollcy
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A tax invoice is required to be obiained for every purchase you make. This iz required in
reconciliation of the Purchase Card transaction.

If a tranzaction is done by telephone or by mail order, the cardholder will need to ensure that an
appropriate tax imvoice is obtained from the supplier and included with the reconciliation.

Tax invoices must contain the components in order to comply with taxation law and allow Council
to claim an input tax credit for the GST paid.

All details of the purchase, including tax invoices are required to be obtained and retained to
support the appropriate allocation of purchases when reconciling.

Use of the Purchase Card will require the user to abide by Council's purchasing policies including
purchasing from Council’s preferred suppliers wherever possible.

The credit limit of the individual card is not to be exceeded. The remaining credit limit can be
ascertained at any time by contacting the Finance Section of Counecil.

2.5 Purchases on the Internet

Ensure sufficient documentation iz kept relating to the fransaction you make to justify any
expenditure claims, preferably showing the transaction or payment number as a reference, a tax
invoice and ABM number if the provider of the goods or service is within Australia. Meost reputable
organisations will e-mail you a confirmation of your order. Keep details of the web address.

Ensure you are confident you know who you are dealing with and that you are dealing with a
reputable compamyforganisation with a proven track record. Contact the provider prior to the
transaction to confirm. If any doubt exists do not use that provider.

Keep passwords and usemames completely confidential. Any legitimate payment provider will
never request details in regard to your pin number or password. Do not e-mail your credit card
number to any provider.

Look for a padlock site or a solid key in the status bar at the bottom of the window to indicate you
are on a secure page. These symbols mean the information you are sending is encrypted and
cannot be read by other intemet users.

Secure sites address box should stant with hitpe¥ and NOT http:f Sites that start with https:#f have
an added encrypted transaction layer.

Do not click on the pop-up windows when making payment or go to different links on the site.
Overseas fransactions increase the risk of fraud and should be avoided where possible.

5.6 Payment of Monthly Account

The outstanding balance of each Purchase Card will be automatically debited to Council’s bank
account at the time the statement is issued.

5.7 Reconciling Monthly Statements

Staff with Purchase Cards must obtain a tax invoice and attach it to the reconciliation sheet and
zign that they have received the goods or zervices and hand to the Accounts Payable Officer.

Walgatt Shira Councll Purchasa Cand Policy
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All reconciliations must be done within one week of purchase.
PLEASE NOTE:
Tax invoices are necessary to enable Councll fo claim back the GST each month.

For FBT purposes, expenses relating to the provision of entertainment, including food and
beverage, you must provide details of the total number of staff who aitended, and the total number
of attendees on the invoice.

As part of the audit process, a perodical review of the supporting documentation in respect of the
monthly Purchase Card statement will be undertaken by the Management Accountant.

5.8 Disputed Purchases

Council iz responsible for paying all accounts on the monthly Purchase Card statements and the
bank will debit thi= amount to the Council’s bank account at the time of issuing the statement.

The Finance Section is to be notified of all disputed transactionz. The cardholder must complete
the “Disputed Transactions” form and include it with the monthly reconciliation (Attachment 2).

When a dispute occurs, the cardholder should attemnpt to comect the situation with the merchant.
In many cases a simple telephone call can clear up a problem without any delay. If unable to
comect the situation, contact the Finance Section. The Finance Section will attempt to resclve the
matter and may have to contact the bank for assistance.

The Finance Section will liaise with the bank to help some disputes with merchants, particularly
those involving duplicated charges, non-receipt of goods ordered or credits not processed after
refund vouchers have been issusd

59 Terminating/Ceasing Employment and Extended Perods of Leave

Cards should be retumed as soon as no longer required and if lzaving the services of Council,
should be retumed to the General Manager, no later than the last day of employment. Cardholders
must acquit all expenditure on the Purchase Card and produce all supporting documentation prior
to leaving. In the case of Extended Periods of leave ie & weeks or more the Cardholder should
hand in their card to the Finance Section during their absence.

2.10 Reporting Lost or Stolen Cards

If a card is lost or stolen it is the cardholders responsibility to immediately telephone Council's
Bank (Commonwealth Bank) to report the loss. Council's bank can be contacted 24 hours a day,
T days a week on 1800 033 103.

The Finance Section should be contacted immediately or advised by the next business day and
the cardholder should then complete a “Lost or Stolen Cards™ form (Attachment 3) and forward it
to the Finance LUnit

A replacement card will be amanged and issued upon receipt from the bank.

Walgatt Shire Councll Purchasa Card Policy
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2.11 Replacement Cards

The card is valid for the period shown on the face of the card and Commonwealth Bank will
automatically reizsue replacement card to the Finance Section one month prior to the expiry date.
The Finance Section will then distribute to the cardholder.

Should the cardholder require a replacement card that has been lost or stolen, they will need to
complete a Replacement Cards form and sign the form (Attachment 4) on receipt of the new card.

512 Implementation

The Chief Financial Officer iz responsible for the implementation of these procedures.

Walgatt Shire Councll Purchasa Cand Poliy
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Attachments

Attachment 1
Purchase Card
Cardholder Approval and Acknowledgement
Approval

Cardholders Name:

Position:

Credit Limit (Monthiy): 5

General Manager

Signature Date:

Acknowledoement

L3 b =

.

o = @&

== 0

| acknowledge receipt of the Walgett Shire Council Purchase Card and agree that:

| will not use the Purchase Card, other than for official Council purposes.

| will enzure security of the Purchase Card at all times.

If the Purchase Card is lost or stolen, | will immediately report it missing to Council’s
rank and will alzo inform the Finance Section.

If my position with Walgett Shire Council changes or my employment terminates, or |
am asked to surmender the card for any reason, | will immediately return the card.

| will retain all original supporting documentation that meets the requirements of a tax
invoice for presentation to the relevant authorising officer.

| will ensure that all Work Health & Safety requirements are complied with for all
purchases.

| will ensure that adequate funds are available to cover expenditure before it is
incumed.

| will submit approved reconciliations and supporting documents within seven (7)
days of using the Purchase Card.

| will immediately sign the Purchase Card upon receipt of it.

If | mizuse the Purchase Card (ie use it in a manner otherwise than in accordance
with the instructions provided) | may be liable for disciplinary action.

Card Me: Expiry Date:
Signature of Cardholder: Date:
Witness Name (Print): Signature:

Walgatt Shire Councll Purchasa Card Policy
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Attachment 2

Purchase Card
Digputed Transactions

Note: This form is fo be completed and forwarded fo the Finance Section with monthly
reconciliation

Purchase Card Mo:

Cardholder's Mame: Date
Transaction Supplier Reason for Dispute Amount
Date

Walgett Shine Councll Purchase Card Policy
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Attachment 3

Purchase Card
Lost or Stolen Cards

MNote: This notification is on the loss or theft of a Walgett Shire Councll Purchase Card.

You are reguested fo felephone Council’s bank immediately the loss is discovered.

The Finance Section shouwld be advised on the first business day and the following information
completed.

Details (Cardholder to complete)

Purchase Card No:

Cardholders Name:

Details of Loss:

Council’s Bank notified (Date):

Finance Section notified on (Date):

Cardholder's Signature: Date:

Financial Control (Finance Section to complete)

Council's bank nofified:

Purchase Card Register updated:

Mew Card MNo:

Date Received: Signature:

Walgett Shire Councll Purchase Cand Policy
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Attachment 4

Purchase Card
Replacement Cards

Details [Cardholder to complete)

Mame:

0ld Purchase Card Mo:

Reason for Replacement:

Cardholder's signature: Date:

Financial Control [Finance Section to complete)

Council's bank notified:

Purchase Card Register updated:

Mew Card No:

Date Received: Signature:

Walget Shire Councll Purchase Card Policy
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