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Any staff member within the organisation can request to use this credit card when they have a 
business need and it is not possible, or is impractical, to use a purchase order. For example, for 
overseas subscriptions; overseas/online purchases; or one-off purchases where setting a business up 
as a new creditor is not practical. 

 
In the past 12months, GM Harrison’s individual spend on this credit card was $236.40.  Please refer to 
the attached spreadsheet of expenditure details for a breakdown of remaining purchases made with 
this credit card by other members of staff for business purposes. 

 
5. And Council's rules in place around council credit card spending 

• Council has clear policies and procedures for the use of corporate credit cards as required by Audit NZ.  
See NCC Credit Card Use Policy attached. 

Thank you for your inquiry, and I hope this response is satisfactory to your needs. 

You have the right to seek an investigation and review by the Ombudsman of this response. Information about 
how to make a complaint is available at www.ombudsman.parliament.nz or Freephone 0800 802 602. 

If you wish to discuss this decision with us, please feel free to contact Prabath Jayawardana, 
Prabath.jayawardana@ncc.govt.nz.  

 

Yours sincerely 
 

 
 
 
Prabath Jayawardana 
Manager Finance 

 

Encl:   

- Credit Card Transactions 
- NCC Credit Card Use policy  















13/09/2021 GROVE PARK MOTOR LODGE BLENHEIM NZL $450.00 Accommodation
 Total spend: $2,889.18
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Credit Card Use Policy 
 
Effective:   February 2018 
Review Date:  February 2021 
Contact: Accounting & Property Services Manager 
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1 PURPOSE 
 

1.1 To provide clear polices and procedures for the use of corporate credit cards, as 
required by Audit New Zealand. 

 
2 AVAILABILITY 

 

2.1 Credit cards are issued only to the Chief Executive, Group Manager Corporate 
Services and the Mayor, where there is a clear business need. 

2.2 The need for an individual credit card is to be reviewed by the Chief Executive 
annually.  

2.3 The current credit card limit is $5,000 for each card except for the Group Manager 
Corporate Services who has a $7,000 credit card limit.  In special circumstances 
(e.g. overseas travel) this limit may be temporarily extended. 

 

3 PURCHASES  
 

3.1 The credit card may only be used to pay for expenses incurred in carrying out 
Council or Mayoral related duties.  Refer to the relevant Sensitive Expenditure 
Policy and Procurement Policy for required approvals for expenditure.   

3.2 Approved expenses that may be paid for by credit card includes: 

a. Reasonable incidental expenses necessarily incurred when travelling as part of 
Council or Mayoral duties.  This would include taxi fares, hiring a rental 
vehicle, or other transport.  Travel and accommodation are to be booked and 
authorised as per the Sensitive Expenditure Policy.  In exceptional 
circumstances with approval by Group Manager Corporate Services or the 
Chief Executive the Council credit card may be used. 

b. Where the credit card holder is attending any function as a representative of 
Council where it would be appropriate to present a gift of any kind the credit 
card may be used for that gift.  The gift must be modest and appropriate to 
the occasion and the cost should not exceed $200. 

c. The credit card may be used for the cost of food and drinks where it might be 
expected that the credit card holder would host people on behalf of Council. In 
the case of the Mayor only, it is appropriate to charge the cost of home 
hospitality undertaken as part of Mayoral duties, including the cost of food 
and drinks. 

d. Purchases of goods and services used by Council may be more conveniently or 
required to be paid for by credit card, particularly online or phone purchases 
e.g. online purchases, overseas software, texts or manuals. It is acceptable to 
use a Council credit card for such purposes if that is the most practicable 
method, provided the utmost care is taken. It is the responsibility of the user 
to be certain as to the supplier, for the security of the credit card when 
providing details, and for the provision of documentation and evidence of 
purchase, including an itemised invoice, and if GST is applicable, a valid GST 
Tax Invoice. A purchase order must be raised by the user and approved in 
advance by the credit card holder and, wherever possible, the purchase order 
number included at the time of purchase.  

e. Personal use of the Council credit card is prohibited. 
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3.3 The credit card must not be used for cash advances.  Where cash is required, it 

must be obtained by prior arrangement with Finance and receipts produced for all 
expenditure.  Refer to the Sensitive Expenditure Policy (A210088). 

3.4 A valid tax invoice must be obtained and kept for all expenses paid by credit card.  
Eftpos receipts are not adequate for Audit/IRD purposes and you must request and 
obtain an itemised tax invoice if you are not given one.  Where no valid tax invoice 
is provided or the expenditure is not authorised, the card holder may be personally 
responsible for payment of that amount. 

 

4 RESPONSIBILITY & AUTHORITY 

 

4.1 In the event of loss or theft of the card, the Accounting & Property Services 
Business Unit must be notified as soon as possible to prevent unauthorised use of 
the card. 

4.2 In the event of misuse of the card or breach of the policy, the right to have a credit 
card may be suspended or removed by the Chief Executive or in the Chief 
Executive’s case by the Mayor. Further action may be taken in terms of the 
cardholder’s Employment Agreement. 

4.3 Council will take liability and responsibility for all payments due to be made in 
respect of the credit card providing the cardholder takes appropriate care and 
responsibility with the Council credit card to ensure its use is consistent with this 
policy. Reasonable efforts must be made to ensure there is no misuse, theft or 
breach of security when dealing with credit card purchases over the phone or 
internet. 

4.4 Cardholders must certify the appropriateness of the expenditure, and submit each 
credit card statement to the Chief Executive for approval.  The Chief Executive’s 
credit card expenditure is to be approved by the Mayor and Group Manager 
Corporate Services.  The Mayor’s credit card expenditure is to be approved by the 
Chief Executive and the Deputy Mayor or the Governance Chair. 

4.5 This policy is intended to cover most situations where a Council credit card needs 
to be used.  Any expenditure must be clearly justified as a necessary business 
expense as credit card expenditure is strictly audited, and explanations for credit 
card use may be requested by Audit NZ.   

4.6 All credit card expenditure must be kept within budgetary constraints as approved 
as part of the planning process and consistent with the Delegations Register.  

4.7 In the event the use a Council credit card is required in circumstances not covered 
in this policy, the proposed use needs to be approved by the Chief Executive, or in 
the case of the Chief Executive, by the Mayor. 

4.8 The Accounting & Property Services Business Unit is responsible for the day to day 
management of credit cards including card acquisition, monitoring and reporting on 
their use and ensuring credit cards are cancelled and destroyed appropriately. 

 

5 RELATED POLICIES 

 

1. Procurement Policy (A1540508) 

2. Fraud prevention policy (A138198) 

3. Sensitive Expenditure Policy (A210088) 

4. Celebrations Guidelines (A207202) 




