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POLICY: CREDIT CARD       

Pu rp ose  
The  College  will a llocate  credit cards, wh ich  are  to  be  re sponsib ly used  for 
approved expenditure  d irectly linked  to  the  business of the  College . 
 
Is su in g o f Cre d it  Ca r d s  
Credit cards are  assigned  to  the  fo llowing sta ff m em bers – Business Manager, Principa l and  
In te rna tiona l Director. Approval for the  issu ing of fu rther cards m ust be  au thorised  by the  
Board . 

• The  credit card  lim it, as de te rm ined  by the  Finance  and  Resource  Com m ittee  in  line  
with  the  cardholde r’s position , shou ld  not be  exceeded.  

• Prior to  the  card be ing issued , the  recip ient m ust be  given  a  copy of th is policy and  is 
requ ired  to  sign  a  sta tem ent sign ifying that they have  read  and  understood it.  

 
Cre d it  Ca rd  Pro ce d u re s  

• The  card  m ay on ly be  used  for paym ent of actua l and  reasonable  trave l and/or 
accom m odation  and/or m eal expenses incurred on  College  business, or the  purchase  
of co llege-re la ted  goods or se rvices with in  budge tary constra in ts.  

• Cash  advances are  on ly pe rm itted  in  an  em ergency. Where  cash  advances are  taken, 
the  cardholder m ust provide  a  fu ll reconcilia tion , with  rece ip ts where  possib le , o f how 
the  cash  was used. Unspent m on ies m ust be  re funded to  the  College  withou t de lay. 

• All expenditure  charged to the  credit card  shou ld  be  supported  by a  va lid  
invoice /rece ipt and  de ta iling re levant taxation . 

• The  Chair of the  Finance  and Resource  Com m ittee  will review and sign  off a ll 
expenditu re  incurred  by the  Principa l and  Business Manager, wh ile  the  Business 
Manager or Principa l will sign  off a ll o the r expenditu re .  

• Any discre tionary bene fits of the  credit card , such  as a  m em bersh ip  rewards 
program m e, are  on ly to be  used  for the  bene fit o f the  College . They shou ld  not be  
redeem ed for persona l u se .  

Ca rd h o ld e r  Re sp on s ib ilit ie s  
• The  cardholder m ust com ply with  the  te rm s and  conditions of the  issu ing bank. 
• The  cardholder m ust re turn  the  credit card  to  the  College  upon  ceasing 

em ploym ent, or a t any tim e  upon  request by the  Board .  
 

Ca rd  Lim it s : 
 Principa l    $6000 
Business Manage r   $3500 
In te rna tiona l Director  $6000 
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Ra t ifie d  b y Boa rd : Sign e d  fo r  Boa rd  

 

 
Date : 21 February 2024 
 

Responsib ility:  Board  of Trin ity Catholic College  

Reviewed:   February 2024 

Next review date :  February 2027 

Policy:   Cred it ca rd policy 

 

Re la ted  Docum en ts 
• Finance  Policy 
• Procurem ent Procedure  
• Finance  and  Resource  Com m ittee  Term s of Re fe rence  
• Overseas Trave l Procedure  
• Staff Re im bursem en t Procedure  
• Gifting Procedure  
• The  Financia l In form ation  for Colleges Handbook (FISH) 

 
 
 
 
  

https://www.education.govt.nz/school/running-a-school/school-finances/



