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BACKGROUND 

The utilisation of Purchase Cards by Council staff is governed by Purchase Card Guidelines 
updated in Jul 2020 and Procurement Policies and Guidelines adopted by Council.  Purchase 
cards are made available to selected staff as an alternate payment option for low value and 
low risk purchases. 

Purchase cards are allocated to Staff with credit limits set in accordance with Council’s 
operational requirements and financial delegation authorised by Council’s General 
Manager.   

The latest Guidelines provide that purchase cards are only to be used for official Council 
business and may not be used for personal expenses, nor should they be used for 
accountable items, minor plant purchases, staff morning teas, birthdays and farewells.  All 
cards are blocked from making cash advances.  The previous guidelines were not as explicit 
in relation to staff benefits. 

All transactions must be approved by a supervisor.  It is the responsibility of the authorising 
officer to ensure that relevant policies and procedures are adhered to. Supervisors are also 
required to identify any inconsistent spending behaviour and to report these matters to the 
Chief Financial Officer. 

The guidelines are silent on the use of cards for entertainment expenses or staff recognition 
awards. 

Up until Sept 2020, Council operated a manual, paper-based documentation and 
authorisation system which lacked monitoring tools and prompt authorisation processes.  
This system was replaced with a digital platform which has significantly improved process 
efficiency and monitoring. 

As at May 2021 Eighty Eight (88) Payment Cards were active.  The digital platform reveals 
average total Payment Card expenditure of $22,000 per month with Woolworths, Bunnings 
and Officeworks the largest suppliers in dollar value terms.   

REVIEW FINDINGS 

We reviewed Payment Card transactions for the period April 2019 to May 2021 for all 
current and previous Managers.  In some instances, we also considered questionable items 
purchased by staff below the level of Manager, but approved by a Manager. 

Purchase Card processing is managed by the Council’s Finance Department.  Our review of 
both manual and digital systems revealed that records were well maintained and payment 
card transactions were supported by tax invoices and authorised by relevant supervisors.   

However, we noted shortfalls in relation to policy compliance and transparent explanations 
for expenditure on the part of some Managers.  Our findings are based solely on the 
documentation, explanations and authorisations recorded in the Payment Card system and 
do not take into consideration other forms of authorisation such as emails. 
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RECOMMENDATIONS 

1. Council should review the existing Guidelines or Procurement policies with a view to 
clarifying Payment Card expenses that may be incurred in relation to: 
 
a) Staff gifts and rewards. 
b) Promotional Giveaways. 
c) Special events, such as Melbourne Cup day. 
d) Accommodation and sustenance for tourism industry or media familiarisation. 
e) Uniforms. 
f) Entertainment Expenses. 
g) Linking cards to third party payments systems such as Paypal. 

 
2. Authorising Supervisors should be directed to ensure full compliance with the 

Guidelines and the recording of adequate and transparent explanations in relation to 
the official business undertaken. 
 

3. Council should consider the adoption of an Entertainment & Sustenance Expense 
policy that also incorporates Southern Highlands promotional activity and Councillor 
dinners and year end functions. 

 
 
 




