SCHOOL OF EDUCATION

PROCEDURES FOR CREDIT CARD REQUESTS

The School now has a credit card for out-of-pocket expenses.  It can be used for booking conference registration, hotel deposits, subscriptions, cheap flights, i.e. expenditure for which it is not feasible to use a purchase order.

It is NOT to be used for equipment, consumable purchases on-line.  These items should still be ordered through the University finance system in the normal way.   

All receipts for expenditure must be provided.  

All purchases will be checked to ensure that they are allowable through the University Expenses & Benefits Policy http://www.abdn.ac.uk/finance/expbenpol.pdf

The School Credit Card will be held by Mrs Gloria Hay and Mrs Anne Malcolm, based at Reception, MacRobert.  Their contact details are Tel Ext: 4776, email: g.hay@abdn.ac.uk or a.malcolm@abdn.ac.uk
To access the credit card please complete the attached form entering all information required.  It is essential that the budget code to be charged and the appropriate authorised signature(s) are entered.  Incomplete forms will be returned to the individual.

On receipt of the form either Gloria or Anne will arrange for payment of services and will retain receipts for appending to the expenses form submitted to Accounts Payable on a monthly basis.  Further information on the use of University credit cards can be viewed at http://www.abdn.ac.uk/finance/creditcards.pdf.

Queries relating to the use of the card should be directed to Pam Marr.

School of Education

Credit Card Requisition Form

	Name and Address of Supplier:
	Originator:

	
	Date Submitted:

	
	

	
	

	
	

	
	

	Quantity
	Unit Price
	Goods/Services Required
	Total Cost

(ex VAT)
	Ledger Code

	
	
	
	
	

	
	

	
	

	Authorised Signature:


	Print Surname:

	
	

	Office Use:
	Date Ordered:

	
	Systems Ref:

	
	


Accommodation
Accommodation should be booked through Expotel who have a contract with the University.  They can secure reduced rate hotels for government bodies.  Single rooms are generally in the region of £60 for a three-star hotel.  The website address is http://www.abdn.ac.uk/purchasing/expotel.doc. Contact tel no: is 08000 155 254 and University Client Code is UNIKINABE.  Client code must be quoted for all bookings. 

Credit card details can be given to Expotel to pass on to the hotel, or individuals can pay the hotel directly on departure, reclaiming through expenses.

Travel lodges are also an option but would have to be booked directly and costs reimbursed.

The School’s credit card can be used for booking accommodation.  Individuals should settle their hotel bill on departure and claim using the expense claim forms.

Accommodation charges should be kept to the minimum rate where possible.

Travel

BTM are the appointed Business Travel Agents to the University. In compliance with the UK Public Services Contract Regulations all travel arrangements should be made through BTM via the QSP system.

Utilising BTM to organise your travel requirements saves you time searching for prices/options and also ensures you are not paying for arrangements out of your own pocket. 

The only exception to this policy is when you are able to purchase cheaper travel through a budget airline, however it is still recommended that you arrange this travel through BTM and only pay the handling fee. Overall this is more cost effective for the University than having staff raise and then process expense claims.

For the  University Expenses Policy see: 

http://www.abdn.ac.uk/finance/expbenpol.pdf
http://www.abdn.ac.uk/finance/expensesumm.pdf
The School Travel Policy will be issued shortly.

Pamela Marr

January 2006
