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Quick Reference Guide Only



This is a quick reference guide for Executives who have been issued with a USQ Executive Card. Credit Card usage files are uploaded from the bank on a daily basis.  You are allocated a delegate to reconcile your credit card statement and the statement is printed at the end of each statement period. The tax invoices/receipts are attached to the statement when completed and the statement must be signed by you as the cardholder.

For reconciliation purposes, your statement has been delegated to:

Snr Finance Officer: __________________________________________________Location: _____________________ Ext: _____________
Finance Officer/s: ___________________________________________________  Location: _____________________ Ext: _____________
The role of the Finance Officer is to accurately record all credit card transactions in accordance with USQ Policy & Procedures and ATO Taxation guidelines.  

Purpose

A USQ Executive Card may be issued to a senior executive staff member for University business expenses whilst on approved travel or for approved entertainment only, in Australia or overseas, as a full replacement for per diem travel allowances, advances and expense reimbursement claims.

All other goods and/or services must be purchased by the designated USQ Procurement Officer, Finance Officer or Travel Officer.  Please refer to the University’s Corporate Credit Cards Policy for more information.

Using your credit card

When making a transaction always request a Tax Invoice/Invoice from the vendor/supplier. Where one is not obtained or is subsequently lost, complete a Statutory Declaration found on the Financial and Business Services website, http://www.usq.edu.au/financialservices/forms/miscforms. Please note that USQ is unable to claim GST on a Statutory Declaration. 

Tax Invoices/Receipts/Paperwork

Please ensure full details of the expense are fully substantiated by Tax Invoices and/or Invoices and or receipts. Paperwork should be forwarded to your designated Finance Officer as soon as possible and at least every 10 days. Please include any other information that may be relevant to the transaction.  

Entertainment Form

Where the expenditure is for entertainment or any expenditure falling into the broad category of entertainment, please complete, in full, an Entertainment Form found on the Financial and Business Services website,  http://www.usq.edu.au/financialservices/forms/miscforms, or supply the same detailed information by another method and attach to the invoice.  Failure to supply the required information may result in the University, via your cost centre, paying unnecessary FBT.

Travel Forms

Where possible please send a copy of all other Travel Forms, Domestic and International to your allocated Finance Officer.

Chartfields

Note on the invoice details of the Department number and Project number (if applicable)

Lost/Stolen Card/Declined/Damaged or Fraudulent Transactions

Immediately phone the CBA on 131 576, then advise the Procurement and Contracts Supervisor, and your Finance Officer. (Financial and Business Services)

Personal Expenses

The card is to be used solely for official USQ business only.  It is not to be used for expenditure considered to be non-business or of a private nature.  

Security

Sign the credit card immediately on receipt
Ensure the safe custody of the credit card at all times and ensure the card is not used by another person
Only use the credit card for official University business purposes

Where to get help

Senior Finance Officer 
Finance Officer
Finance & Payables Supervisor (J Block)
System Support, Financial & Business Services (Technical/Training assistance) 
Procurement and Contracts Supervisor (Lost or Stolen Cards)
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