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Spendvision.com

Application to Map Individual Liability Card for Reconciliation Purposes
(Mapping directs transactions of the card statement to another individual)
Please return to Financial Services – System Section

Please delegate the following Cardholder’s Executive Card to the listed nominees.  
	Cardholder’s Name:      

	Position:      
	Department:      

	Cardholder Declaration:

I acknowledge that transactions of my USQ Individual Liability card will be mapped directly to the nominated employee/s for reconciliation purposes only. 

I undertake to provide the nominated employee/s sufficient documentation to validate expenditure to ensure that USQ meets it financial and statutory obligations in relation to audit, FBT and GST requirements.  This information may include but is not  limited to: 
· Tax invoice, Invoice, Docket or receipt

· Specific Entertainment/Travel details (for example)

Restaurant - Documentation details the following: 

Dinner for 2 - Note:  1 staff o/night travel & 1 non travelling staff 

Dinner for 4 - Note:  2 staff o/night travel, 1 guest o/night travel & 1 non travelling guest

· Staff - overnight travel is to be supported with a copy of the Travel Approval.

· Non-Staff - overnight travel is to be supported with documentation to validate that the non-staff are known to be travelling overnight.
I undertake to provide the above information to nominated employee/s on a timely basis.
Signature of Cardholder: ………………………………………………………



	Nominated Employees:  (1)        and  (2)      


	Nominee Declaration:

In relation to the transactions of the Individual Liability card statement for the above cardholder, I understand I am responsible for keeping all supporting records and declarations for audit purposes as required by Taxation Law and USQ Policy.

Signature of Nominee (1): ………………………………………………
Signature of Nominee  (2): ………………………………………………



	Finance Use only:
Card mapped by:………………………………Date:____/____/____
Nominee notified:  Y / N
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