Preloaded Cards

Guidance on the use of Preloaded Cards by Schools

Preloaded cards including preloaded foreign currency cards can provide school staff with a safer alternative to carrying large values of cash, however when making use of such cards the following guidance should be followed:
· The use of preloaded cards, their purpose and any restrictions should be approved by the Governing Body.

· Preloaded cards should not be used where normal ordering and payment procedures can be used.

· Preloaded cards should be used as debit cards to make purchases directly.  In exceptional circumstances it may be necessary to use them to draw out cash locally where specific goods/services can only be paid for in cash.
· Best value principles should be applied when deciding whether to use a preloaded card and when selecting a card provider, particularly when using a foreign currency card.  Costs and charges vary between providers and may include start up fees, exchange rates, transaction charges, ATM withdrawal charges, and redemption fees.  The way in which the card is to be used will also need to be taken into consideration e.g. whether it will be used to make card payments or (under exceptional circumstances) be used to draw out cash.
· Cards can be taken out with any provider without contravening the Scheme for Financing Schools so long as the amounts placed on the cards are not significant and are for a short and limited duration e.g. the length of a school trip.  (If preloaded cards were to be used for longer periods e.g. as a substitute for petty cash then this would be classed as a deposit and the card provider would have to be one of the banks approved under the Scheme, however at the time of writing these banks do not provide such cards.)
· Cards should be assigned to individuals who should sign for receipt of the card and ensure that the card and pin number are kept secure.  Consideration should be given to the need for a back up card, where available, that could be used in the event of loss of the primary card.  
· The request to preload the card and the amount to be added should be approved by an appropriate budget holder and the payment made to preload the card should be approved by the appropriate authorised signatories.  There should be a division of responsibility between these two functions.
· Accurate budgeting for the preloaded amount is required with the aim of ensuring that the card is fully spent.  

· Any balance remaining on the card should be redeemed and repaid into the school bank account immediately following the event/trip and not stored on the card until the next event/trip.  
· If the card is likely to be used again prior to its expiry date it should be retained securely within school until it is next required otherwise the card should be destroyed/returned and, if possible, the account closed (The provider’s terms and conditions will identify the most appropriate course of action to be taken).  Records of this should be retained.
· The amount placed on the card should be treated as a petty cash account within the accounting system.
· Receipts should be obtained to support expenditure made using the card and these should be reconciled to available expenditure logs/statements and the remaining balance, by someone who was not a user of the card.
· Expenditure made using the cards should be entered into the accounting system promptly and accurately coded.
· Reclaiming VAT on expenditure made using the cards should follow the procedures outlined in the VAT Guidance Manual (available on BSO online).  
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