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Finance and Governance Committee
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Wednesday, 14 February 2018
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Lady Osborne Room, Town Hall



THE MISSION

Our mission is to ensure good governance of our capital City.

THE VALUES

The Council is:

about people

professional
enterprising
responsive
inclusive

making a difference

We value people i our community, our customers and
colleagues.

We take pride in our work.

We look for ways to create value.
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We respect diversity in people and ideas.
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ORDER OF BUSINESS

Business listed on the agenda is to be conducted in the order in which it

is set out, unless the committee by simple majority determines
otherwise.
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1. CO-OPTION OF A COMMITTEE MEMBER IN THE EVENT OF A

BT O N[ G 5
2. CONFIRMATION OF MINUTES. ..ottt 5
3. CONSIDERATION OF SUPPLEMENTARY ITEMS .....cccoooviiiiiiiiiiiiiiiinnn, 5
4. INDICATIONS OF PECUNIARY AND CONFLICTS OF INTEREST ........ 6
5. TRANSFER OF AGENDA ITEMS. ... ..o 6
B  REPORTS L ———— 7
FINANCE

6.1 Purchasing Card POlICY.......ccoeeiiiiiiiiiiiiini e 7

6.2 Annual Review of Loan and Investment Portfolios - 31

DECEMDET 2017 e 42

6.3 Financial Report as at 31 December 2017 .........ccoeeeeeieeeeeieeeeiinnnnnnn. 47

6.4 Review of Parking - North Hobart (Update on actions).................... 77

6.5 23-25 Goulburn Street - Lease of Car Park..........ccccoovveeiiiiiiiiiinnnnnnn. 85

6.6 Grants and Benefits Listing as at 31 December 2017 ..........ccccc...... 88
GOVERNANCE

6.7 Property INSUIANCE.........oiieuii i e e e e e e anas 102

6.8 Climate Leadership Conference - 15-16 March 2018.................... 105
7 COMMITTEE ACTION STATUS REPORT ....coiiiiiieiecccecceeeeeeeeeeee e 122

7.1 Committee Actions - Status REPOI........ccceeevivviriiiiiiiiiie e 122
8. RESPONSES TO QUESTIONS WITHOUT NOTICE...........ccevvveeviinnnnnn 142

8.1 QUESLIONS ON NOLICE.....uvuiiii i 143

8.2 Corporate Purchasing Cards ..........ccccceiiiiiiiiii, 144
9. QUESTIONS WITHOUT NOTICE ......ooveiiiiiiii e 147
10. CLOSED PORTION OF THE MEETING........ccoiiiiiiiiiiiiiieiee e, 148
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Finance and Governance Committee Meeting (Open Portion) held Wednesday,
14 February 2018 at 5:00 pm in the Lady Osborne Room, Town Hall.

COMMITTEE MEMBERS APOLOGIES: Nil

Ruzicka (Chairman)

Thomas (Chairman)

Deputy Lord Mayor Christie LEAVE OF ABSENCE: Nil
Zucco

Sexton

Cocker

Reynolds

ALDERMEN

Lord Mayor Hickey
Briscoe

Burnet

Denison

Harvey

1. CO-OPTION OF A COMMITTEE MEMBER IN THE EVENT OF A
VACANCY

2. CONFIRMATION OF MINUTES

The minutes of the Open Portion of the Finance Committee meeting held on
Tuesday, 16 January 2018 and the Open Portion of the Governance
Committee meeting held on Tuesday, 30 January 2018 are submitted for
confirming as an accurate record.

3. CONSIDERATION OF SUPPLEMENTARY ITEMS

Ref: Part 2, Regulation 8(6) of the Local Government (Meeting Procedures) Regulations 2015.

Recommendation

That the Committee resolve to deal with any supplementary items not
appearing on the agenda, as reported by the General Manager.


../../../RedirectToInvalidFileName.aspx?FileName=FC_17102017_MIN_665.PDF
infocouncilrun:OpenDocument?//INFOCOUNCILFILE/INFOCOUNCIL/CHECKOUT/pocketts/FC_17102017_MIN_665.DOCX?F17/141410
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INDICATIONS OF PECUNIARY AND CONFLICTS OF INTEREST

Ref: Part 2, Regulation 8(7) of the Local Government (Meeting Procedures) Regulations 2015.

Aldermen are requested to indicate where they may have any pecuniary or
conflict of interest in respect to any matter appearing on the agenda, or any
supplementary item to the agenda, which the committee has resolved to deal
with.

TRANSFER OF AGENDA ITEMS

Regulation 15 of the Local Government (Meeting Procedures) Regulations 2015.

A committee may close a part of a meeting to the public where a matter to be
discussed falls within 15(2) of the above regulations.

In the event that the committee transfer an item to the closed portion, the
reasons for doing so should be stated.

Are there any items which should be transferred from this agenda to the
closed portion of the agenda, or from the closed to the open portion of the
agenda?
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6 REPORTS

FINANCE

6.1 Purchasing Card Policy
File Ref: F18/2511

Report of the Group Manager Rates and Procurement and the Director
Financial Services of 9 February 2018 and attachments.

Delegation:  Council
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REPORT TITLE: PURCHASING CARD POLICY

REPORT PROVIDED BY: Group Manager Rates and Procurement

Director Financial Services

1. Report Purpose and Community Benefit

1.1

1.2.

1.3.

The purpose of this report is to present a revised City of Hobart
Purchasing Card Policy for the consideration of Council.

This report will be accompanied by a brief presentation on the proposed
new Purchasing Card Policy and framework.

The benefits of the new Purchasing Card Policy approach will benefit
the community and business, particularly local business, as outlined in
section 5.2 below.

2. Report Summary

2.1.

2.2.

2.3.

2.4.

2.5.

2.6.

2.7.

A revised City of Hobart credit card policy (to be known as Purchasing

Card Policy) is presented for consideration. If approved a final version

of the revised policy woGrddidCadepl ace t h
Policy.

The revised policy has been prepared following 2016 approval by the
Risk and Audit Panel to prepare a new credit card policy.

The revised Purchasing Card Policy was approved by the Risk and

Audit Panel at its 5 December 2017 meeting and has been reviewed by
Council d6s internal auditors anditst he Ta
received from both have been incorporated into the Purchasing Card

Policy attached to this report.

The new policy has been created noting the findings from the recent

report of the Auditor-Genera, Us e of Credit Cards by Co
Managers and Elected Members, and the specific recommendations for

the City.

While this is a new approach for the City, using a purchasing card to
pay for high volume low value transactions will realise a number of
benefits for the City, including cost savings, and is an approach used in
many local government, other government and non-government
entities.

The Purchasing Card Policy will be part of a control framework for the
City that includes procedures, practices to support the approval, timely
acquittal, and review of credit card expenditure.

If the revised policy is approved, an accompanying framework including
documentation to support the policy, processes and procedures will be
created.
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A comprehensive education and training program will be developed for
all users and stakeholders.

An electronic expense management system has been procured to

replace current manual systems.

Recommendations

The Purchasing Card Policy be approved.

The General Manager be authorised to make any minor
amendments and finalise.

A proactive communications strategy be developed around the
new Purchasing Card framework proposal.

The revised policy be communicated widely to Council officers

thereafter, and

Background

mad e

avail abl

e

from

In 2009 a corporate credit card facility was introduced at Council. Its
aim was to increase the organisation® capacity and convenience to
procure certain goods that could not be paid for otherwise e.g. online.
Credit cards were only to be used where alternative payment
arrangements were not available to Council.

Council 6s exi

framework.

sting

Council 6s current
refer Attachments A and B.

An analysi s

of

t he

credi't

Cityos

t

card policy
expenditure to be paid for by credit card and the issue of credit cards is
limited. To run the facility a variety of manual systems, paper based

approvals and reconciliations are in place together with a robust control

cr edi tdelimesareddatgdé | i cy a

expenditure
have a value under $500, and 74% of all invoices paid have a value
under $1000. Benchmarking studies suggest it costs between $60 and
$80 to process a tax invoice via traditional means via purchase order.
It is costly and time consuming to pay via traditional methods,
particularly where the value of the tax invoice is low.

At its meeting of 8 March 2016, the Risk and Audit Panel considered a
C r repdrt and re&salvedithat) s e 6

6Corporate

4.5.1. A Corporate Credit Card and/or Purchase Card policy be

created

for

t he

Panel

0s

consi

der at.i
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4.5.2. The General Manager to provide a report analysing the
expediency and the cost benefits of the use of a corporate
credit card and / or purchasing card.

4.6. A new purchasing card policy has been drafted following extensive
research, consultation and development.

4.7. Atits meeting of 5 December 2017 the Risk and Audit Panel considered
a report presenting the revised City of Hobart Purchasing Card Policy
for consideration and resolved that:

4.7.1. The Risk and Audit Panel approve the draft Purchasing Card
Policy.

472. The draft Policy be forwaorsdredd t o C«
the Tasmanian Audit Office for review and comment.

4.7.3. A proactive communications strategy be developed around the
new purchasing card framework proposal.

4.8. In December 2017 officers wrote to WLF Accounting & Advisory
( Counci | 0 s itors)ahdehe masrhanianhddit Office seeking
feedback on the draft Purchasing Card Policy.

4.9. Responses have been received, and circulated to the Risk and Audit
Panel, and have been incorporated into the final draft Purchasing Card
Policy 1 refer Attachments C and D.

4.10. Arevised Purchasing Card Policy for the City of Hobart is provided at
Attachment E.

4.11. On a separate but related matter, it is also noted that the November
2017 Report of the Auditor-Genera: Us e of Credit Cards by
general managers and elected members recommended that a model
credit card policy be created and adopted by all councils.

4.12. The Local Government Association of Tasmania has commenced work
on a draft model Policy for broad council and relevant stakeholder
consultation.

5. Proposal and Implementation

5.1. Itis proposed that Council approve the revised Purchasing Card Policy,
notngt hat comments have been incorporate
auditors and the Tasmanian Audit Office.

5.2. The benefits of adopting the new Purchasing Card Policy are many, and
include:

5.2.1. Less paperwork, faster receipting, increased flexibility.
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5.2.2. Reduced purchase processing costs due to the reduction in
requisitions, orders, payment vouchers, invoices, cheques and
petty cash T estimates suggest that a single processing cost
can be reduced from $60-80 to $20.

5.2.3. Less reliance on petty cash, which is less secure and has a low
limit.

5.2.4. More transparency of and capacity to manage expenditure
data.

5.2.5. Prompt payments for suppliers, improved cash flow particularly
for small local businesses, and reduced invoicing and collection
costs for suppliers.

5.3. Many organisations both local, other government and non-government
have put in place similar card programs as proposed for the City. An
example of the benefits Bendigo City Council have achieved are
outlined in an article that appeared in the National Australia Bank
publication Business Weekly 1 refer Attachment F.

5.4. If the new policy is approved, an accompanying framework including
documentation to support the policy, processes and procedures will be
created.

5.5. The revised policy will be made available from the Council Policy
section of the Citybés website.

5.6. A comprehensive education and training program will be developed for
all users and stakeholders.

5.7. An electronic expense management system has been procured to
replace current manual systems.

5.8. A communications strategy will also be implemented in relation to the
new purchasing card framework. The communications strategy will
promote the benefits of expanding the use of purchasing cards
including the benefits for local suppliers, including small business.

Card Holders, Card Limits and Credit Risk Exposure
5.9. Itis expected that the number of card holders at Council will increase.

510. Anal ysis has been undertaken of the Ci
petty cash usage, high volume low value expenditure, current credit
card usage and financial delegations. This analysis has identified areas
of Council and individuals where current purchasing activity would
support the issue of a purchasing Card.

5.11. Itis proposed that for many card holders individual transaction spend
limits would be set at $1000, although the card limit may or may not be
higher depending upon usage requirements.
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5.12. Given this, although more cards are proposed for the City, it is not
expected t hat ntveralpudhdsidgscard faciity lienit with
the Commonweal th Bank of Australia wou
credit risk exposure will remain the same.

6. Strategic Planning and Policy Considerations
6.1. The new policy will replace the existing Credit Card Policy.
7. Financial Implications
7.1. Funding Source and Impact on Current Year Operating Result

7.1.1. There is no material impact on the current year operating result
from this report, as benefits are likely to be realised following
the adoption of the new expense management system when
the new Phoenix business systems go live.

72. Il mpact on Future Yearso6 Financi al Resu

7.2.1. Cost savings are expected to be realised in the future as a
result of reduced purchasing costs.

7.3. Asset Related Implications
7.3.1. Not applicable.
8. Legal, Risk and Legislative Considerations

8.1. The Purchasing Card Policy will be part of a control framework that
includes procedures, practices to support the approval, timely acquittal
and review of credit card expenditure.

8.2.  The policy has been reviewed by WLF Accounting & Advisory
(Council 6s internal auditors) and the
Comments received have been incorporated into the Purchasing Card
policy at Attachment E. It has also been drafted to include the
recommendations from the recent Tasmanian Audit Office audit on
credit card usage and recommendations for the City.

8.3. As outlined in the Purchasing Card Policy, the main requirements of a
Card Holder, are:

8.3.1. To use the purchasing card only for legitimate Council
purchases.

832. To compl y wiPurthasind @Gard €alidy,\gdidelines
and procedures.

8.3.3. Only the person issued with a purchasing card may use it.

8.3.4. To obtain supporting documentation for all card purchases.
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8.3.5. To obtain maximum value for money when purchasing on
behalf of Council.

8.3.6. Not to split the cost of a single transaction into multiple
payments to circumvent the card transaction limit.

8.3.7. To keep the card secure at all times.

8.4. Cards will not be issued to contractors, temporary labour hire workers,
students/interns or suspended/terminated employees.

8.5. While generally cards can be used for high volume low value
transactions card will not be able to be used for personal purchases,
personal entertainment/hospitality, cash withdrawals, fuel, IT
consumables, fines incurred by the cardholder and fixed assets.

8.6. Widespread education, awareness and training will be undertaken to
ensure card holders and those approving expenditure understand their
role, responsibilities and the Cityos
card use.

8.7. TheCi t y 0 axpense management system will have inbuilt approval
workflow, reporting and data analytic functionality creating a transparent
environmentforthe Ci t yds purchasing framewor k

8.8. To ensure the timely acquittal of purchasing card expenditure, the
following internal controls will be introduced and will apply to both staff
and Aldermanic purchasing cards:

8.8.1. After 30 days reminder will be issued.
8.8.2. After 45 days referral to Manager.

8.8.3. After 60 days the credit limit on the purchasing card will be
reduced to $0.

9. Delegation

9.1. Council.

As signatory to this report, | certify that, pursuant to Section 55(1) of the Local
Government Act 1993, | hold no interest, as referred to in Section 49 of the Local
Government Act 1993, in matters contained in this report.

T

Lara MacDonell David Spinks
GROUP MANAGER RATES AND DIRECTOR FINANCIAL SERVICES
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PROCUREMENT

Date: 9 February 2018

File Reference: F18/2511

Attachment A: Credit Card Policy and Operating Guidelines g

Attachment B: Credit Card Policy and Operating Guidelines and Procedures ¢
Attachment C: Feedback on draft Purchasing Card Policy from TAO ¢
Attachment D: Feedback on draft Purchasing Card Policy from WLF g
Attachment E: Article - NAB Business Weekly - Ballarat City Council g

Attachment F: Draft Purchasing Card Policy g
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HOBART
CITY COUNCIL
Corporate Credit Card Facility
Purpose

This policy defines the Hobart City Council’s position in respect to the provision of
the corporate credit card facility (CCC).

Application

This policy applies to the use of the CCC facility for the procurement of approved
goods and services for the Hobart City Council.

Responsibility

Responsibility for the CCC facility rests with the Director Financial Services Division
who shall nominate an administrator of the facility to be known as the “CCC
Administrator”, who shall facilitate its use across Council.

Policy

The introduction of the corporate credit card facility is intended to improve the
organisation’s capacity and convenience in relation to the procurement of approved
goods and services, in those circumstances where it is demonstrated that the Council’s
existing purchasing system cannot meet Council’s requirements.

The operation and implementation of the CCC will be controlled in accordance with
established guidelines and procedures.

Policy Review and Maintenance

The operation of the CCC will be reviewed and reported upon annually to the General
Manager.

Policy Variation

Variations to this policy will be subject to the General Manager’s approval.

7] o)

GENERAL MANAGER
Issue date: October 2011

S:\Corporate Services\Corporate Credit Card'Policy & Guidelines & Purchase list\Corp Credit Card Policy_Issue date_Oct2011.doc
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HOBART

CITY COUNCIL

Corporate Credit Card Facility
Operating Guidelines and Procedures

Purpose:
These guidelines and procedures are intended to support the intent of the Policy
relating to the Corporate Credit Card Facility (CCC), and document the

parameters for use of the Facility and set out the internal controls required to
effectively utilise and manage the facility within the Council.

Definitions:

The following terms apply within the policy, guidelines and associated
documents:

CCC  Hobart City Council Corporate Credit Card Facility.

CCC Administrator
Officer assigned to administer the Corporate Credit Card Facility.

Purchasing Officer
Officer responsible for the purchase of goods or services in exercise of
their position within the Hobart City Council and in accordance with
their financial delegation.

Credit Card Holder
Officer nominated by the General Manager to hold a corporate credit
card for the procurement of goods and services on behalf of
responsible purchasing officers in accordance with Council’s
Corporate Credit Card Policy, guidelines and procedures.

Nominated Delegate
Officer nominated by the General Manager to consider and determine
applications for use of the CCC which fall outside the key criteria of
inability to purchase without a credit card, (reference clause 4.2 (iv) of
the Guidelines).

Smart Data On-Line
Software package supplied by the Corporate Credit Card provider to
enable secure on-line coding of card transactions.

Related Documents:

The guidelines are supplemented by the following related documents:

Legislative:
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Financial and Management Audit Act 1990
Financial and Management Audit Regulations 2003

Non-Legislative:

Policy titled Corporate Credit Card Facility

HCC Procedure in relation to purchasing and associated documents.
Council Policies 4-07-04 — Finance — Tenders — Requirement to Call
5-11-03 — General — Environmental — Purchasing Policy for Office Materials
Credit Card Purchasing List

Requtest for Addition to the Credit Card Purchasing List

Purchase Request Template

Corporate Credit Card Facility — Issue to Cardholder

Cardholder Acknovvledgement

Approved Cardholder List

Application:

4.1 The introduction of the corporate credit card facility is intended to
improve the organisation’s capacity and convenience in relation to the
procurement of approved goods and services, in those circumstances
where it is demonstrated that the Council’s existing purchasing system
cannot meet Council’s requirements.

4.2 The use of credit card purchasing is not intended to replace the
organisation’s standard policies or procedures, but rather as an adjunct
to the Council’s purchasing function, in circumstances where the
following criteria may deem it appropriate, but also having regard to
the usage restrictions outlined in clause 6 of the guidelines and
procedures:

(1)  Where alternative payment arrangements are not available to
Council;

A list of approved purchases under these circumstances is
maintained in the Credir Card Purchasing List.

(1)  Where the need arises to purchase goods or services for the
Council which do not appear on the purchasing list, and the
purchase fits within the criteria outlined in 4.2 (i) above: on
verification to that effect by the purchasing officer to the credit
card holder, the approval of the relevant Divisional Director
responsible for the budget expenditure shall be sought to add
the particular item(s) to the purchasing list. In such
circumstances, the purchasing officer or cardholder will be
requested to complete a Request for Addition to the Credit Card
Purchasing List for consideration by the Director.

(111)  Where the General Manager or his nominated delegate may
consider an application to include the purchase of specific
goods or services on the approved purchasing list. where it can
be demonstrated that the Council’s purchasing capacity is
adversely affected by the inability to use a credit card to
acquire goods and services.

Vmnfocouncilfileunfocouncil checkout'pocketts attachment - executive leadership team - 30 november 2017 - credit card operating
guidelines doc
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(iv)  In exceptional circumstances, the General Manager or the
relevant Divisional Director may authorise the use of the CCC
for such other purposes as deemed appropriate, in his or her
absolute discretion, in order to meet organisational
requirements, provided that the transaction is appropriately
documented.

Where a purchase is approved by the Director in accordance with the
circumstances outlined in clause 4.2 (ii) above, the credit card holder
may transact the purchase and after doing so, must forward the
Request form to the CCC Administrator as advice of the new item(s)
to be included to the Credit Card Purchasing List.

All requests for transactions will be submitted by the purchasing
officer to the cardholder on a Purchase Request Template.

Requests for credit card purchases should, in the first instance be
directed to the nominated cardholder assigned to the Division
requiring the purchase.

Where this is not possible due to absence or the cost of the proposed
purchase exceeding nominated monthly limits. another cardholder
may accept and process a request on the purchasing division’s behalf,
with the requisite reconciliation and cost coding arrangements
ensuring that purchases are attributed correctly within the General
Ledger.

Usage Restrictions

Notwithstanding the provisions contained in clauses 4.1 and 4.2 above, the
following exclusions apply to the use of CCC. unless expressly authorised by
the General Manager or his nominated delegate in exercise of clause 4.1 (iv)

above:

1. To make cash withdrawals,

2. For the purchase of hospitality, recreational services or entertainment (apart
from that which may be included as part of a conference registration, such as
an official welcome function, conference dinner or other conference
function).

The CCC Administrator

7.1

7.2

The credit card facility will be administered by an appropriate
employee nominated to undertake the role of CCC Administrator.

The CCC Administrator (or any person nominated to act in that
capacity from time to time) will be responsible for administering the
CCC, including the following key elements:

o Ordering, collecting and cancelling cards:

o Education and training of cardholders;

Vmnfocouncilfileunfocouncil checkout'pocketts attachment - executive leadership team - 30 november 2017 - credit card operating

guidelines doc
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8. Security
8.1

8.2

o Monitoring the CCC to ensure its effectiveness as an adjunct to
the Council’s usual purchasing processes:

o Ongoing review and refinement of the administrative aspects
associated with the operation of the card facility within the
Council, in association with the Divisional Director responsible
for the CCC, including the submission of an annual review to the
responsible Director and General Manager; and

o Appropriate maintenance of the Guidelines and Procedures and
supporting documentation.

The CCC may be used for point of sale, telephone or internet
purchases.

As detailed in the cardholder responsibilities, use of the card by any
other person other than the cardholder is not to be permitted.

In order to minimise the opportunity for fraudulent use of the CCC,
the following steps should be taken:

o Cardholder responsibilities should be observed at all times;

o Card details should be kept confidential and the card held in a safe
place;

o Use of the card should be restricted at all times to the cardholder;

o Statements, sales vouchers and other associated documents should

be handled appropriately and. if disposed of. be destroyed rather
than thrown out;

o Internet purchases should be undertaken with reputable suppliers
known to be reliable and should only be made through the
Council’s secure network:

a For point of sale transactions, the card should remain in sight of
the cardholder and not be allowed to be removed from sight for
processing of a transaction.

9. Cardholder Role

9.1

9.2

It is the role of the cardholder to utilise the card in implementing the
CCC on behalf of the Council and to perform transactions in
accordance with the Policy, Guidelines and Procedures, and associated
documents, at all times doing so in consideration of the cardholder
responsibilities.

No officer will be permitted to direct a cardholder to undertake a
transaction which, in the cardholder’s opinion is in breach of the intent
of the policy and guidelines. and in such circumstances. the General
Manager or his nominated delegate will be duly consulted.

Vmnfocouncilfileunfocouncil checkout'pocketts attachment - executive leadership team - 30 november 2017 - credit card operating

guidelines doc
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Cardholder Responsibilities

10.1

10.2

Cardholder responsibilities are stipulated in the document titled
Corporate Credit Card Facility — Issue to Cardholder.

Upon issue of a credit card, the cardholder must sign the Cardholder
Acknovwledgement form acknowledging receipt of the card and a copy
of the cardholder responsibilities.

Approval and Issue of the Corporate Credit Card (CCC)

11.1

11.2

The CCC will be made available within each Division of the Council.
allocated to those individuals approved by the General Manager and
included on the Approved Cardholder List.

The General Manager may vary the number of cards on issue and
expenditure limits, at his discretion, in the interests of meeting
organisational requirements.

Expenditure Limits

12.1

12.2

Expenditure limits for each credit card will be approved by the
General Manager and will be reflected within the 4Approved
Cardholder List.

The General Manager may vary the number of cards on issue and
expenditure limits, at his discretion, in the interests of meeting
organisational requirements.

Reconciliations

13.1

13.2

13.3

In the absence of a dedicated on-line costing system to support the
reconciliation process, monthly statements must be verified by the
cardholder and may be countersigned/authorised by the relevant
Divisional Director or other officer holding the required financial
delegation. The duly verified, costed and authorised statements and
relevant tax invoice(s) supporting the purchases must be forwarded to
the Financial Services Division to enable costing to occur from
Divisional Suspense accounts to the nominated account numbers.

A copy of accounts and the relevant tax invoice(s) together with other
relevant documentation should be forwarded to the CCC
Administrator for filing.

Where Smart Data On-Line (SDOL) may be introduced to enhance
management of the CCC, under the control of the CCC Administrator,
this will enable direct coding of card transactions via a secure internet
site. At the closure of a designated billing period, the system data will
then be interfaced into the financial system.

Where SDOL may be introduced. the CCC Administrator will develop
and document within the Guidelines and procedures an appropriate

reconciliation process to meet Council’s requirements, in consultation
with cardholders and the Divisional Director responsible for the CCC.

Vmnfocouncilfileunfocouncil checkout'pocketts attachment - executive leadership team - 30 november 2017 - credit card operating

guidelines doc
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Vmnfocouncilfileunfocouncil checkout'pocketts attachment - executive leadership team - 30 november 2017 - credit card operating
guidelines doc
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From: Irwin, Alex (TAO)
To: MacDonell, Lara
Subject: TRIM: Feedback on HCC credit card policy
Date: Friday, 22 December 2017 8:30:18 AM
Attachments: image001.jpa

Hello Lara

| am writing in response to your letter of 12 December 2017 requesting feedback on HCC's draft
purchasing card policy.

The following comments reflect a comparison of the draft purchasing card policy to TAOQ's views on
best practice in Auditor-General Report No. 4 2017-18 — Use of credit cards by councils’ general
managers and elected members.

The draft purchasing card policy does not:
e provide guidance on who can approve the issuing of cards to employees at Divisional
Director level and above
s state that cardholders should provide a description of transactions during the acquittal
process.

In addition, | offer the following comments for consideration:

* Section 2.2.2: There is a high degree of judgement involved in determining whether an
expense is ‘associated with official Council business activities’. Cardholders may benefit from
further advice on transactions that would be deemed acceptable entertainment expenses,
This may be dealt with in a separate policy or procedure and, if this is the case, the
purchasing card policy should contain a link to that policy or procedure.

* Section 2.2.2: There may be circumstances in which the only payment method available is
PayPal. From a better practice perspective, the linking of a purchasing card to an account
using the cardholder’s council email address would be acceptable. However, the decision to
allow this practice in the event that PayPal is the only payment method available should be
considered in the context of HCC's tolerance to risk.

e Appendix 4: The wording of tax invoice requirements for transactions under $82.50 does
not give an indication of whether there is a preference or hierarchy for supporting
documentation. For example, a tax invoice may be preferred over the other types of
supporting documentation listed.

e Appendix 4: While the approach to situations where no supporting documentation is
available seems reasonable, the policy does not deal with the possibility that cardholders
may consistently fail to produce appropriate supporting documentation.

Please note that in providing these comments TAO reserves the right to amend its views on better
practice in response to future changes in the control and/or use of credit cards.

If you have any further questions, please feel free to contact me.

Kind regards
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Alex

Alex Irwin
Director — Audit and Quality

Tasmanian Audit Office

Level 8, 144 Macquarie Street, Hobart TAS 7000 | GPO Box 851, Hobart TAS
7001

Phone: (03) 6173 0900 | Fax: (03) 6173 0999

alex.irwin@audit.tas.gov.au | www.audit.tas.gov.au
https://www.facebook.com/tasaudit

Our Vision
Strive - Lead - Excel - To Make o Difference
Our Purpose

To provide independent assurance to the Parliament and Community on the performance and accountability of
the Tasmanian Public sector.

The Tasmanian Audit Office is a proud supporter of local charities. This year our major charity is the Dogs

Home of Tasmania.

CONFIDENTIALITY NOTICE AND DISCLAIMER

The information in this transmission may be confidential and/or protected by legal professional privilege, and is intended only for the
person or persons to whor addressed. If you are not such a persan, you ar rmed that any disclosure, copying or dissemination of
the information is unauthorised. If you have received the transmission in error, please immediately contact this office by telephone, fax or
email, to inform us of the error and to enable arrangements to be made for the destruction of the transmission, orits return at our cost. No
liability is accepted for any unauthorised use of the information containad in this transmission.
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Thank you for your instruction included in the letter from Mr David Spinks dated 12 December
2017 in relation to requesting a review of the Council's draft purchasing card policy which was
attached. Further to your request, we have reviewed the draft policy against good practice guides
and examples and provide the following feedback.

1.

Purchasing Card Acknowledgment Form - we note the requirement for card holders to
sign a purchasing card acknowledgement form when obtaining a purchasing card. We
would suggest that card holders be required to sign the acknowledgment form on an
ongoing basis, for example every year or two years, to ensure that staff are reminded of
their responsibilities and that Council can demonstrate ongoing communication to staff
regarding the policy requirements. Current best practice is for card holders to sign an

annual acknowledgement.

Section 2.2.2 - we note that the policy outlines where a Council purchasing card cannot
be used. We support this inclusion. We would suggest that the first point is ‘personal use’
ensuring that it is very clear that the cards cannot be used for any matter which benefits
them. This point can be separated from the current point i. which discusses the use of

the card for travel purposes.

Liability limited by a scheme approved under Professional Standaras Legislation.

Move Forward



Item No. 6.1

Agenda (Open Portion)

Page 25

Finance and Governance Committee Meeting - 14/2/2018 ATTACHMENT D

3. We note section 2.3.2 which summarises the key requirements that the Card Holder is

agreeing to by requesting a card. We note that this section, and the policy more broadly,
does not clearly address the authorisation and approval processes required by a
manager for the monthly card acquittal. We would suggest that the Council specifically
address the requirement to have the monthly acquittal approved by a specified senior
manager. In addition, we would recommend that the policy section addressing
authorisation and approval include:

a. No ability to delegate responsibilities for credit cards including the monthly
acquittal by the card holder and subsequent review and authorisation by the
Manager;

b. An outline of the authorisers responsibilities including:
i. That items purchased on the card were purchased for the Council;
ii. That the purchases on the card comply with all applicable policies;

ii. That all purchases for the month are supported by attached
documentation compliant with the policy;

iv. The purchases are within the card holder’s delegation; and
v. The purchases were not for any of the excluded purposes outlined in 2.2.2.

¢. Circular epprovals be specifically disallowed. That is, a staff member may not
approve a transaction on a credit card that they are a party to. For example, a
manager may not request a transaction be incurred on a staff members card and
then subsequently approve that transaction. In these instances, an independent
manager should approve the transaction or alternatively a member of the finance
team.

We would also recommend that 2.3.2 include a requirement that the card holder is
agreeing to ensure that the goods or services paid for have been received;

In other good examples of purchasing card policies, we note that there are simple
flowchart diagrams to assist staff in understanding the policy requirements in purchasing
an item, acquitting the expenditure at month end, and obtaining manager approval. This
may be useful,

In relation to section 2.4 of the policy relation te the application assessment, it may be
useful for Council to specify the basis on which a card application is likely to be approved.
The criteria ideally would limit the number of credit cards within an organisation to those
staff who need a card in the performance of their duties. Examples could include field
workers who work outside of normal business hours, managers or staff responsible for
booking training and travel etc.

We note appendix 4 in relation to document submission requirements. While we
understand that basis for the separation of requirements at a threshold of $82.50, our
experience with credit card investigations has indicated that many of the issues where
staff have been non-compliant with the policy were for transactions under this threshold.
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We wouid suggest that Council consider the requirement to provide documentation for
all transactions on the credit card.

8. We support sections 2.1.1, 2.2.1, 2.3.3, 2.3.4, and 2.5 as currently written.

We trust this is useful Lara in the development of the policy for Council. We would be happy to
discuss any of the above with you.

Yours sincerely
7
7 N
,_/ﬁz‘éfﬂ/j
A/’ v
licia Leis

Partner
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