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1. Introduction 
 
Corporate Purchasing Cards (PCards) were introduced as a means of streamlining 
public sector purchasing and payment procedures, thereby achieving savings 
through improved administrative efficiency and more effective cash management. 
Under the terms of the established Common Use Arrangement (CUA35308), the WA 
Country Health Service (WACHS) has entered into an agreement with National 
Australia Bank (NAB) for a Western Australian Purchasing Card. 
 

2. Governing Legislation 
 
The issue and use of the Western Australian Government Purchasing Card is 
governed by the following legislation and policies. 
Under section 53 (1) of the Financial Management Act 2006 (WA) (FMA), the 
accountable authority is responsible for ensuring that the agency operates in a 
manner that is efficient, economic and achieves the agency’s objectives. 
Treasurer’s Instruction (TI) 321 sets out the use of Purchasing Cards by Public 
Authorities for the purpose of purchasing and accounts payable functions as follows: 
• the accountable authority is responsible for issuing the purchasing card to 

officers and other authorised persons engaged by the agency  
• the Purchasing Card must be used for official purposes only.  

The accountability and stewardship issues for Purchasing Cards are the same as for 
all other payment methods and are set out in TI 304 `Authorisation of Payments’ and 
TI 308 `Payment Records’. 
In the development of this guideline, the Western Australian Government Purchasing 
Card (Corporate Credit Card) Guidelines (July 2017), has been used as the basis to 
ensure continuity across government procedures and policies. The WA Government 
guidelines above also outline the advantages of utilising PCards to deliver more 
flexible purchasing processes. 
In conjunction with the above, PCard holders must also comply with the requirements 
outlined in the WA Health Financial Management Manual (FMM) under Section 625 
Purchasing Cards. 
 

3. Overview 
 
The WACHS has approved the use of PCards as the preferred method of purchasing 
and paying for general purpose, low value goods and services in circumstances 
where: 
• the purchase of that category of goods and services is authorised 
• this method of acquisition is more cost effective than utilisation of the 

iProcurement Supply System process. 
In using PCards, WACHS staff must comply with normal State Supply Commission 
(SSC) policies on purchasing, including utilising Mandatory Whole of Health 
Contracts and Common Use Arrangements (CUAs) where applicable.   
Purchases can also be made under the ‘Buy Local Policy’ where CUAs are non-
mandatory and further savings can be achieved using local providers. 

https://www.slp.wa.gov.au/legislation/statutes.nsf/law_a146606.html
http://www.treasury.wa.gov.au/uploadedFiles/_Treasury/Legislation/FAB_Update_No_74.pdf
https://www.finance.wa.gov.au/cms/Government_Procurement/Guidelines_and_templates/Purchasing_Card_Guidelines.aspx
https://www.finance.wa.gov.au/cms/Government_Procurement/Guidelines_and_templates/Purchasing_Card_Guidelines.aspx
http://www.health.wa.gov.au/circularsnew/Financial_Management.cfm
https://www.finance.wa.gov.au/cms/State_Supply_Commission/Procurement_Policy/Common_Use_Arrangements.aspx
https://www.finance.wa.gov.au/cms/State_Supply_Commission/Other_Government_Policies.aspx


WACHS Purchasing Card Guideline  
 

 

 

 

Date of Last Review: December 2017  Page 3 of 21 Date Next Review: May 2022 
 

 
4. Scope for Use 

 
As described above, the use of PCards is governed by a range of legislative and 
policy requirements that Cardholders need to be aware of when using a WACHS 
PCard. This section outlines how and when PCards should be used and when it is 
inappropriate to do so. 
All WACHS purchasing is to be undertaken using either of the following methods: 
• for transactions less than $5,000 - via a Purchasing Card in line with approved 

policy and guidelines 
or 

• for transactions above $5,000 or for items purchased under a Common Use 
Arrangement (CUA) - by using the iProcurement requisition process 
(See WA Country Health Service Authorities Schedule). 
 

4.1 Cardholder’s Duty of Care 
Holding a PCard carries a great deal of responsibility. A Cardholder who is 
found guilty of misuse or fraudulent use of a PCard is liable for prosecution 
under the Financial Management Act 2006, the Criminal Code Compilation Act 
1913 and the Public Sector Management Act 1994.  
Cardholders are to be aware that in holding a PCard they have been placed in 
a position of trust and that a consequence of fraudulent misuse of a PCard 
may be prosecution. 
It is also noted that holding a WACHS PCard does not affect an individual’s 
personal credit rating.  
 

4.2 Restrictions on the Use of PCards 
There are certain restrictions governing the use of PCards at the WACHS.  
PCards must not be used: 
• for personal, and non-work related expenditure (refer TI 304(2)) including: 

- gifts for staff – i.e. flowers, confectionary, alcohol, movie passes, 
money, gift vouchers, tickets to sporting fixtures 

- gifts for patients or aged care residents  
- food and beverages (including food hampers), alcohol, ice or other 

items for staff functions  
- alcohol consumed with meals while on official business 
- prizes and/or awards for staff competitions or functions 
- decorations and/or accessories to celebrate festive occasions 
- parking permits, shopper dockets 

• to make cash advances 
• to split purchases in order to negate credit limits or State Supply 

Commission Procurement Policies 
 

http://wachs.hdwa.health.wa.gov.au/index.php?id=3064
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• to purchase goods and services where the Cardholder may/will gain 
private advantage through the transaction (i.e. for special offers that 
benefit individuals rather than the organisation, this includes Fly Buys and 
loyalty reward schemes) 

• to purchase assets above $5,000 (inclusive of GST) 
• mobile phones and tablets, including phone or data plans for them 
• to procure computer software and or hardware without the appropriate 

Information and Communication Technology (ICT) approval 
• alcohol (unless required for therapeutic, culinary or religious purposes) 
• financial leases, as defined in s810 FMM 
• initial purchases of airline tickets (but not minor changes made 

subsequently)  
• to purchase fuel for vehicles (unless in an emergency situation, or under 

an exemption that allows purchasing fuel at service stations with no fuel 
card coverage)medical equipment, medicines and drugs (unless in an 
emergency situation, or as part of the Mental Health Community 
Pharmacy Program) 

• for entertainment expenses (unless in relation to official hospitality)l 
(Refer to WA Health Financial Management Manual (FMM) under Section 
602 Acceptable Expenditure for Official Purposes). 

• items for which a purchase order has already been raised in the 
iProcurement system. 

   

  Important:  
  A WACHS PCard is to be used only by the officer named on the card.  
 

  It must not, under any circumstances, be shared with, or be used by, 
another individual. It must not, under any circumstances delegate 
authority to use their PCard to another person. 

 

 

4.2.1 Approval for extraordinary circumstances  
All PCard holders are to adhere to the restrictions governing the use of 
PCards at WACHS outlined under Section 4.2.  
However, as a result of the nature of our business, where our facilities 
may constitute the home of patients for example, there may exist some 
extraordinary circumstances which may require the purchase of items 
that appear to be of a personal nature (i.e. for the purchase of brandy 
for the Christmas pudding for aged care residents).  
Under these limited and extraordinary circumstances approval should 
be sought in writing from the Director / Regional Director / Tier 3 Officer, 
or any other person authorised to do so under any applicable local 
policies and procedures. 

    

  Important:  
  For these limited scenarios prior written approval should be obtained and   
records kept with all other PCard documentation. 

 

http://www.health.wa.gov.au/circularsnew/Financial_Management.cfm
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4.3 Approved Uses of a PCard 

 

All PCard purchases must comply with the State Supply Commission (SSC) 
Procurement Policy. Goods and services available on CUAs should be 
purchased from the approved supplier.  If the purchase is not covered by a 
contract, sufficient verbal or written quotes are required before committing to a 
purchase as with any other payment method. 
 
PCards are a versatile purchasing tool that may be used for purchases in the 
following circumstances: 
• Across the counter where the Cardholder provides a Personal 

Identification Number (PIN). 
• Quoting the card number to a supplier for library subscription renewals, 

payment of utilities accounts and other similar expenses.  
• Quoting the card number over the internet is permitted.  
However Cardholders are to ensure that:  

- the supplier is well established and has a history of reliability 
- the website uses Secure Socket Layer.   

• For approved official travel, accommodation and related expenses, with 
the exception of airfares. 

• In place of the computerised purchasing system for low value items, to a 
maximum of $5,000 (GST included), (or a greater amount that the 
Regional /Central Office Authorising Officer has given written approval for). 

• For capital works or capital purchases, noting that: 
- purchases must be coded to a Capital Works Entity (CWE) cost 

centre that has an active approved capital works project with a 
relevant Capital Projects (CAP) number 

- no immediate assets (over $5,000 threshold) are to be purchased 
with a PCard and 

- a CAP99999 cost centre must not be used. 
Under all payment options the Cardholder is to obtain a printed copy of the 
tax invoice/receipt and maintain an accurate record of all transactions. 
 
Note: Suppliers are now permitted to charge additional fees for the use of 

PCards. If a supplier charges a fee for use of PCards, the Cardholder 
is to consider if using a PCard is the most appropriate means of 
payment, and if the transaction proceeds the Cardholder is to ensure 
the tax invoice clearly outlines the fee charged. 

 
 

http://www.finance.wa.gov.au/cms/State_Supply_Commission/Procurement_Policy/Procurement_Policy.aspx
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4.4 PCard Purchase Pre-Approval 
Prior to a purchase being made, Cardholders are to ensure that all transactions 
are approved by an Officer with the appropriate delegation 
(See WA Country Health Service Authorities Schedule). 
Approval to purchase can be gained in two (2) ways: 

1. Cardholder has an approved delegation  
If the position occupied by the Cardholder has an approved financial 
delegation under the Authorisations Schedule and the proposed purchase 
is within their delegation limit they are able to proceed with purchase. 
- This does not apply if the goods/service being purchased provides a 

personal benefit to the cardholder (i.e. course/conference attendance 
or subscription to professional organisation).  In these instances 
written approval should be obtained from the cardholder’s line 
manager. 

If a cardholder is unsure of their level of delegation, written approval 
should be obtained from an officer with an appropriate delegation.  

2. Cardholder has no approved delegation 
If the Cardholder has no financial delegation in the Authorisations 
Schedule or their delegation level doesn’t cover the value of the proposed 
purchase, then written approval must be obtained from an officer with an 
appropriate financial delegation. This can be obtained via the PCard 
Purchase Request Form: 
- The PCard Purchase Request Form has been developed to ensure 

there is an auditable record of procurement requests, and 
authorisation whenever written approval is required. 

- Cardholders are to keep a record of the approved form and file with 
supporting invoices/receipts for audit purposes. 
 

4.5 Internet purchases  
As previously outlined, a WACHS PCard may be used to make purchases over 
the internet. However, Cardholders should take reasonable precautions to 
ensure the security of their purchases and ensure that purchases over the 
internet comply with all other purchasing policies and requirements previously 
outlined.  
The Department of Commerce provides guidelines for consumers when buying 
online under their consumer protection guides.  
In addition to the considerations outlined under Section 4.3 - Approved Uses of 
PCards, Cardholders must also adhere to the following:  
• purchases are limited to $5,000 and are within the Cardholder’s financial 

delegation or there is written approval from an officer with the appropriate  
financial delegation 

• procurement of used goods is not permitted unless prior approval is 
granted 

• procurement of new goods must be from a registered business 
• procurement of new goods from an individual, rather than a business, is 

not permitted unless prior approval is granted by a Tier 3 Officer 

http://wachs.hdwa.health.wa.gov.au/index.php?id=3064
http://wachs.hdwa.health.wa.gov.au/index.php?id=12857
http://wachs.hdwa.health.wa.gov.au/index.php?id=12857
http://www.commerce.wa.gov.au/consumer-protection/buying-online
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• tax Invoices must be able to be supplied by the individual or business 
• as with any other purchasing methods, staff are to avoid any procurement 

that may be considered a conflict of interest, and 
• cardholder is not to establish accounts with third party payment providers 

(e.g. PayPal), for the purposes of using their PCard to make purchases on 
the Internet. 

 
 

4.6 Telephone Purchases 
Purchases are not to be made over the telephone, unless there is no other 
alternative. 
 
When using a PCard to make purchases over the telephone, Cardholders are 
to ensure that the following details are documented and retained, until written 
confirmation of the details has been received from the supplier (e.g. tax 
invoices and receipts): 
• the name and Australian Business Number (ABN) of the supplier 
• the date of the purchase 
• a description of the goods and services purchased 
• the amount to be incurred and the GST component of that amount (if any). 

 
The Cardholder is also to ensure that all relevant documentation for the 
purchase is uploaded into the FlexiPurchase system, including tax invoices and 
receipts. 

 
4.7 Purchasing from an Australian Supplier without an ABN  

 
Prior to using a PCard to make a purchase from a supplier without an ABN, the 
Cardholder is to ensure that the following is received from the supplier: 

• an invoice for the goods and services purchased 
• a ‘Statement by a Supplier’ Form from the Australian Tax Office website, 

explaining the reasons for not quoting an ABN, where required. 
 
Note: Refer to the Australian Tax Office website for guidance on when this form is required. 
 
The Cardholder is to ensure that the above documentation is uploaded into the 
FlexiPurchase system when the transaction is reviewed and coded. If a 
‘Statement by a Supplier’ Form has not been received from the supplier, the 
PCard Administrator is to be notified immediately. 

https://identity.flexipurchase.com/login?signin=7069b16229dc29105e90fd05a537fbf4#/login
https://www.ato.gov.au/forms/statement-by-a-supplier-not-quoting-an-abn/
https://www.ato.gov.au/forms/statement-by-a-supplier-not-quoting-an-abn/
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5. Purchasing Card Administration 
 

This section outlines how WACHS PCards, issued by National Australia Bank (NAB) 
must be administered. It covers the requirements for staff applying for and approving 
the issuing of a WACHS PCard and the administrative procedures undertaken to 
manage and record the correct use and oversight of WACHS PCards. 

 

5.1 Administration Hierarchy 
For the purposes of administration, the PCard administrative structure is a 
single entity under the WACHS Central Office in order to streamline governance 
and reporting processes. PCard administrative responsibilities are devolved to 
WACHS regions as outlined in this document. See below: 
 
 
 

 
 

5.2 Central Office Administration 
The devolved PCard administrative structure enables regions to have more 
autonomy in managing the administration of their PCards.  
Under the self-serve structure, overall responsibility for oversight of WACHS 
PCards remains with the WACHS Director of Finance; however the day to day 
administration and management is the responsibility of each region or central 
office directorate. 
Central Office finance staff have been appointed to the following PCard 
Administrative positions with area wide authority and FlexiPurchase 
functionality: 

• Director of Finance – Authorising and Verifying Officer 
• Manager Financial Accounting – Authorising and Verifying Officer 
• Manager Budgeting – Authorising and Verifying Officer 
• Senior Accountant Operations – Administrator 
• Business Support Officer – Administrator 
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5.3 Governance 
The Central Office Senior Accountant Operations and the Director of Finance 
will regularly access and review PCard FlexiPurchase reports across WACHS. 
PCard Analysis reports are tabled for review at WACHS Executive meetings. 
 

5.4 Audits and Spot checks 
Quarterly spot checks of WACHS PCard holders and regional PCard 
administrative processes are conducted to ensure compliance with the relevant 
legislation, Terms and Conditions of Use and this guideline.   
Regional Finance are to: 

• conduct quarterly audits of PCard use 
This is to include: 
- sample audits of cardholder purchases and completeness of 

documentation 
- review of monthly transaction reports (statements) 
- monitoring of high value, unusual, and questionable transactions. 

 

• conduct an annual review focussing on dormant or low usage cards for 
cancellation 

• monitoring monthly employee termination reports to ensure that PCards 
are cancelled for all terminated employees.  

WACHS Central Office Finance are to:  
• provide each region with a quarterly PCard transaction report for review.  

It should be noted that Corporate Governance Directorate at the Department of 
Health (DoH) and the Office of the Auditor General (OAG) may also conduct 
regular audits of WACHS PCard usage and compliance with Government Policy 
and this guideline. 
 

5.5 Regional Administration 
Regions are to appoint the following administrative positions and submit for 
approval of the Director of Finance. The positions are then to be registered with 
NAB (See details under Appointment of PCard Administrator/Authorising and 
Verifying Officer): 
 

Position / Role Responsibility 
Administrator Day to day management of the PCard 

process.  
Maintenance of the region’s NAB 
FlexiPurchase System and regional PCard 
hierarchy. 
Generate automated reminder emails via 
the FlexiPurchase system to Cardholders 
and Approving Officers for coding and 
completion of transactions. 

 

http://wachs.hdwa.health.wa.gov.au/index.php?id=12857
http://wachs.hdwa.health.wa.gov.au/index.php?id=12857
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Position / Role Responsibility 
Verifying Officer Verifying and retaining certified copies of 

the necessary identification, to establish 
that new PCard applicants have satisfied 
the 100-point identification check. 
(Note: Verifying Officers are required to 
undergo a 100 point ID check at a NAB 
Branch) 

Authorising Officer Approving all PCard functions at a regional 
level including new applications, changes 
to PCard financial limits up to $20,000 and 
card suspensions etc. 
This position is to be a position of authority 
(e.g. Regional Director, Corporate Service 
Director, or both).  

FlexiPurchase Representative 
of a regional account 

FlexiPurchase help desk will only respond 
to FlexiPurchase queries made by an 
approved representative, and only for 
cards relating to their regional account 

NAB Account Representative NAB will only respond to queries and 
instructions relating to the PCards from an 
authorised representative, and only for the 
cards relating to that regional account 

Note:  A position can be registered as a both Verifying and Authorising 
Officer. 

 
Regions are also required to submit for approval by the WACHS Director of 
Finance, a copy of their Regional PCard Hierarchy identifying the above 
position holders and a list of PCard holders with the required information. 
 

5.6 PCard Applications 
Regional administrators and the applicant's supervisor / Approving Officer are to 
consider the below when reviewing an individual’s application to be issued a 
WACHS PCard. 

• The individual’s regional purchasing requirements, including the 
iProcurement purchasing delegations structure. Consider if it is more 
appropriate to utilise the internal requisitioning process within 
iProcurement. 

• Restrictions to be applied to categories of items permitted to be 
purchased by an individual (e.g. maintenance items, travel, food etc.).  

- In some areas such as Aged Care, Palliative Care and Mental 
Health, Tier 3 (Regional Director) approval may be given for 
‘Specific Special Purpose’ expenditure related to client / patient 
activities such as catering and items to celebrate special / festive 
occasions (refer Restrictions on the use of the PCard). 

http://wachs.hdwa.health.wa.gov.au/index.php?id=12857
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• The appropriate card and transaction line financial limit for approved 
applicants.  
Noting that: 
- limits are to be set in line with the bands in section 623 of the WA 

Health Financial Management Manual.  
- limits should not be too restrictive but be set at a realistic level to 

balance the appropriate level of governance; meeting procurement 
requirements, and maintaining operational efficiency. 

- requests for PCard limits in excess of $20,000 must be supported by 
justification and must be approved by the WACHS Director of Finance. 
This is in recognition that in some instances it may be appropriate to 
allocate large financial limits to specific positions. For example in an 
emergency situation the Supply Manager of a region may require a 
larger limit. 

• Cost centre(s) to be debited for the Cardholder’s purchases. This 
includes identifying a default cost centre to be debited by the regional 
administrator if purchases are not coded in a timely manner by the 
cardholder. 

• All approved Applicants for PCards must complete the WACHS PCard 
eLearning Program prior to the issuing of the PCard to the individual. 
Approving Officers must also complete the training prior to issue of the 
Card.  

• Cardholders and Approving Officers are to be provided with user 
manuals, passwords to the NAB FlexiPurchase System, and a copy of 
this guideline at the time the PCard is issued. 

 
5.7 Notification of Breaches 

Where there is a suspected breach of the legislation, relevant policy, this 
guideline or the Terms and Conditions of Use, the Approving Officer or other 
WACHS staff member should immediately report the details of the breach to the 
Regional Authorising Officer. 
The Regional Authorising Officer, in conjunction with the Approving Officer, may 
initiate the suspension or cancellation of an individual’s PCard without notice by 
completing the ‘Authorise Suspension / Cancellation of Cards Form’. 
All serious breaches must be immediately reported to the WACHS Director of 
Finance. 
 

5.8 Notice of Non-compliance – Personal Expenses 
If a transaction is non-compliant because if relates to a personal expense, the 
Authorising Officer must submit a Notice of Non-compliance to the Cardholder 
stating why this view is to be held. A copy of this must be provided to the PCard 
Administrator.  
After being notified, the Cardholder is to submit a Notice of Personal Expenses 
to the Accountable Authority through its Chief Finance Officer as detailed in 
section 6.6. 
The Accountable Authority is to notify the Cardholder of the determination made 
and specify what action will be taken by the PCard Administrator and/or Health 
Entity. 

http://wachs.hdwa.health.wa.gov.au/index.php?id=12857
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5.9 Notice of Non-compliance – Others 
If an Authorising Office is of the view that a transaction is non-compliant, for any 
reason other than it relates to a personal expense, they are to submit a Notice 
of Non-compliance to the Card-holder, stating why this view is held. A copy of 
this Notice is to be provided to the PCard Administrator, for relevant action to be 
taken. 
After being notified, the Cardholder is to return the Notice to the Authorising 
Officer, within five (5) working days, with: 

 A statement of whether the Cardholder agrees with the view of the 
Authorising Officer that the transaction is non-compliant for the 
reasons specified in the Notice 

 A description of the actions that will be taken by the Cardholder to 
rectify the non-compliance, and to prevent it from occurring in future (if 
applicable). 

Upon receipt of response the Authorising Officer must ensure actions described 
are carried out. If no response is received or the response is not acceptable, 
then the matter must be referred to a Tier 3 Finance Officer for further review 
and action. 
 

Actions taken must be documented and retained on an official file. 
 

5.10 Training 
Regional Administrators are responsible for arranging initial and refresher 
training for PCard Applicants and Approving Officers which is available via the 
WACHS Capabiliti Learning Management System. 
The PCard eLearning Program outlines the responsibilities of Cardholders and 
Approving Officers, as well as how to use the NAB FlexiPurchase System.  
Applicants for PCards and Approving Officers must complete the training prior 
to the PCard being issued to the individual. 

 
5.11 Security 

The Cardholder should take all reasonable steps to maintain the security of their 
PCard as per the NAB Terms and Conditions. In the event that a PCard is lost 
or stolen, the Cardholder is to immediately notify NAB and the Regional PCard 
Administrator. 
To obtain a replacement card, the Cardholder must submit a Request for 
Replacement PCard Form (AP 13 Form) to the PCard Administrator. 

https://wachstraining.capabiliti.com.au/ClientView/
https://healthpoint.hdwa.health.wa.gov.au/search/pages/formresults.aspx?k=ap13
https://healthpoint.hdwa.health.wa.gov.au/search/pages/formresults.aspx?k=ap13
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6. Duties and Responsibilities of Cardholders 
 
All transactions made on a PCard will appear in the Cardholder’s online NAB 
FlexiPurchase account within 48 hours of the purchase. 
The Cardholder is to regularly review and code each transaction recorded in the 
FlexiPurchase system. On the last day of each month, the Cardholder will receive e-
mail notification identifying transaction(s) waiting coding and a further e-mail on the 
seventh of the month if transactions remain outstanding. 

 
Cardholders are to: 
6.1 Review and code all transactions to the appropriate expenditure account 

classification and cost centre before the tenth day of the following month.  
Noting: 

− the appropriate expenditure account 
− the relevant cost centre available for each cardholder in the 

FlexiPurchase system 
− the identity / name of the vendor 
− a full description of the goods purchased. 

Once coded by the Cardholder, transactions are automatically sent to the 
Approving Officer for approval in the online system. 

6.2 Supply their Approving Officer with an original hard copy of all the supporting 
documentation for each individual transaction.  
This includes: 

- tax invoice/receipt (for how to identify a tax invoice see the Australian Tax 
Office’s (ATO’s) fact sheet on Issuing Tax Invoices) 

- approved PCard Purchase Request Forms (where required). 
6.3 Print a hardcopy of the monthly PCard statement, ensure all items are 

appropriately coded, certify (sign) the statement and forward to their approving 
officer for signing. 

6.4 Retain and file copies of all documentation. 
- Hardcopies of monthly PCard statements are to be certified by both the 

Cardholder and their approving officer and retained with all other 
documentation for audit purposes. 
 

 

Important:  
Card holders are to retain copies of all invoices and supporting documentation 
received for goods and services purchased on their PCard as a record for audit 
purposes.  
 
Do not forward copies of invoices for purchases made on your PCard to the 
Regional Finance Office, as it may result in a duplicate payment. 
 
Similarly, there is no need to raise requisitions / purchase orders for goods and 
services already purchased with a PCard. 

https://www.ato.gov.au/Business/GST/Issuing-tax-invoices/
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Cardholders are to note that:  
• If a Cardholder regularly fails to code transactions in a timely manner their 

PCard may be suspended by the PCard Administrator.  
− Where there are either transactions un-coded for more than three months, or 

transactions unapproved for more than six months, the PCard will be 
suspended.   

− If a PCard is suspended the Cardholder will need to contact the PCard 
Administrator to seek to have the card reactivated.   

• Continual failure to code PCard transactions on time will result in the 
cancellation of the PCard. 

• In circumstances where coding is not complete by the tenth day of the month, 
those items not coded will be posted to a predetermined account code within the 
Cardholders default cost centre (determined by WACHS Finance) until correctly 
coded.   

• It is the Cardholder’s responsibility to arrange for any further journal transfer to 
clear the entry. 

6.5  Notice of Disputed Transaction  
If a transaction appears to be incorrectly incurred, the Cardholder is to 
immediately contact the vendor to seek clarification, and arrange for a refund.  
If the matter cannot be resolved with the vendor, or the transaction appears to 
be fraudulent, the Cardholder is to generate a Disputed Transaction Advice 
Form using the FlexiPurchase system, and immediately submit the same by 
email or facsimile to the relevant bank. 
 

6.6 Notice of Personal Expense 
If a transaction relates to a personal expense, the Cardholder is to submit a 
Notice of Personal Expense (Form s625-2) to the Accountable Authority, 
through its Chief Finance Officer, within five (5) working days of becoming 
aware of the transaction. 
The notice is to include: 
   name, HE number and position of the cardholder 
   details of the usage of the PCard for personal expenses, and the 

circumstances giving rise to that usage, including the goods and services 
purchased; the date of purchase, the name of the vendor, including the 
goods and services purchase; the date of purchase; the name of the 
vendor; and the reason why the PCard was used by the Cardholder, 

   amount of personal expenses incurred 
   whether repayment of the amount incurred has been made by the 

Cardholder.  
The Notice is to be endorsed by a Tier 3 Finance Officer before submission, 
The Cardholder is to ensure that the amount incurred is paid within five (5) 
working days of becoming aware of the transaction. If the amount is remains 
outstanding after that time, an invoice is to be raised and the Cardholder 
recorded as a debtor in the General Ledger.  
The Chief Finance Officer is to ensure that all Notices submitted are retained on 
official file and that the Accountable Authority is notified of any outstanding 
debts related to personal expenses on a quarterly basis. 
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7 Duties and Responsibilities of Approving Officers 

 
The Approving Officer is generally the direct line manager of the cardholder. This 
position reviews and approves transactions recorded in the FlexiPurchase system for 
each Cardholder.  
 

Automated e-mail reminders are sent via the FlexiPurchase System to remind 
approvers to review Cardholder purchases on a regular basis. 
 

Approving Officers are to: 
• review and approve all purchases of PCard holders under their supervision, 

in a timely manner.  
Noting: 
- approval for each transaction should only be made where the original 

supporting Tax Invoice/Receipt has been reviewed. (For how to identify a 
tax invoice, see the ATO’s fact sheet on Issuing Tax Invoices) 

- in the event that a Tax Invoice/Receipt is not able to be obtained, 
sufficient supporting information must be provided to assure the 
Approving Officer that the purchase is in line with approved policy (This is 
usually done via an L4 Statutory Declaration).  

- approvals must be completed on a monthly basis.  
• monitor the ability and commitment of cardholders (or their approved 

nominee) to reliably and in a timely manner, reconcile and code all purchase 
transactions.  
Noting: 
- transactions are to be coded by the Cardholder to the appropriate 

expenditure account classification and cost centre before the tenth day of 
the following month. 

- cardholders are to supply the Approving Officer with a copy of all the 
supporting Tax Invoice/Receipt information for each transaction.  

- it is preferable that coding and approvals be completed as regularly as 
possible.  

PCard expenditure for Regional Directors must be approved by the WACHS Chief 
Operating Officer (COO). 

 
Approving Officers are to note that: 

• They must view all supporting documentation before approving the 
expenditure online and signing the PCard monthly statement. All 
documentation should be returned to the Cardholder for filing. 

• Approving Officers have authority to request further information from the 
Cardholder should they believe purchases to be incorrectly coded. 

Please Note:  Where an Approving Officer fails to review and approve transactions 
for more than six months, the Cardholders PCard will be suspended. If 
a PCard is suspended the Cardholder will need to contact the PCard 
Administrator to seek to have the card reactivated.   

 

https://www.ato.gov.au/Business/GST/Issuing-tax-invoices/
https://healthpoint.hdwa.health.wa.gov.au/search/pages/formresults.aspx?sq=1&k=l4%20forms
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8 Detailed Procedures 
 

8.1 Application, Approval and Issue of a WACHS PCard  

Responsibility Action required 

Regional 
Finance 

Region specific forms are uploaded to Intranet site.  
• NAB Cardholder Request Application Form and Terms and 

Conditions document  
• Application forms are customised to include each region’s 

account number (See Regional Application Forms and 
Related Documents) 

Applicant 
 

The Applicant, in consultation with their line manager, 
considers their requirement for a PCard in line with the scope 
and restrictions for use outlined in this guideline.  
Applicant reviews and completes the relevant Application Form 
and Terms and Conditions document including: 
• complete personal information 
• provide certified copies of identification to complete a 100 

point identification check 
• signs in the two signature boxes on the Application Form 

(Cardholder Signature 1 of 2  and 2 of 2) 
• signs the Terms and Conditions document 
• submits for approval by their regional administration (see 

Section 5.5 - Regional Administration). 

Regional PCard 
Administrator  
and  
Regional 
Authorising/ 
Verifying Officer  
 

• Administrator considers application and checks all forms for 
accuracy, completeness and required approval signatures 
(Consider also Section 5.6 PCard Applications). 

• Regional Verifying Officer sights 100 point security check 
and retains certified copies of the necessary identification 
as per the Cardholder Identification Requirements. 

• Verifying Officer signs Verifying Officer Box on the 
Application Form. 

• Application forms are submitted to the regional Authorising 
Officer (if different) for approval.  

• Once approved, forms are to be forwarded to NAB for 
processing. 

Note:  Credit card limits must be set at one of the following 
bands, unless otherwise approved by the Chief  
finance Officer: 
- Band 4 – Low Threshold user $1,000 
- Band 3 – Standard User $5,000 
- Band 2 – High Threshold User $20,000 
- Band 1 – Premium User $50,000                 

Applications for PCards with financial limits > $20,000 must be 
forwarded to the WACHS Director of Finance for approval. 
(See also Section 8.2 – Requests for Limit Increases). 

http://wachs.hdwa.health.wa.gov.au/index.php?id=12857
http://wachs.hdwa.health.wa.gov.au/index.php?id=12857
http://wachs.hdwa.health.wa.gov.au/index.php?id=12857
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Regional 
PCard 
Administrator 

Maintains and updates regional register of applicants, approval 
limits, any purchasing restrictions and required exemptions. 
• See PCard Excel Worksheet template example. 

Regional 
PCard 
Administrator 

Completes and maintains the PCard Hierarchy tables in the NAB 
FlexiPurchase System for approved Cardholders and Approving 
Officers. 

National 
Australia Bank 

Once approved and processed, PCards will be sent by NAB to 
the Regional PCard Administrator for issuing to the Cardholder. 

Regional 
PCard 
Administrator 

Advises the Applicant that the application has been approved 
and advises the applicant and the Approver that they must 
complete the eLearning Training Package through the WACHS 
Capabiliti Learning Management System before issue of PCard 
can be completed. 

Regional 
PCard 
Administrator / 
Applicant 

After confirming completion of eLearning package, the Regional 
PCard Administrator issues the PCard. 
• Upon receipt of the card, the Cardholder is to sign the 

“Cardholder Acknowledgement” box on the original 
application form. 

• The Cardholder must sign the signature panel on the PCard 
immediately upon receipt. 

• User manuals, passwords to the NAB FlexiPurchase System 
and a copy of this policy is to be provided at the time the 
PCard is issued (this may be via email).  

Note:  If the PCard is not able to be collected personally, the 
Administrator is to arrange for delivery via secure 
postage courier. 

Regional 
PCard 
Administrator 

Maintains files for application forms and other application 
documentation. 
• Signed applications must be filed in a secure location for 

audit purposes. 
 

8.2    Requests for Limit Increases 
P Card limits are set by National Australia Bank (NAB) at a monthly cap at 
individual PCard level, as well as via a total monthly cap for each region (called the 
Facility Limit).  
8.2.1   Individual PCard Limit Increase 

If a Cardholder is regularly exceeding their monthly PCard transaction limit 
(i.e. the PCard is ‘maxed out’ each month), the Cardholder is able to obtain 
approval to increase the card financial limit  

 
Please note: Increasing the individual PCard limit does not negate the requirement 

for the Cardholder to gain pre-approval from a person with the 
appropriate financial delegation level for the transaction (See Section 
4.4B – PCard Purchase Pre-Approval).  

http://wachs.hdwa.health.wa.gov.au/index.php?id=12857
https://wachstraining.capabiliti.com.au/ClientView/
https://wachstraining.capabiliti.com.au/ClientView/
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Where the Cardholder does not have a financial delegation to make the 
purchase completion of the PCard Purchase Request Form prior to purchase 
is still required for each transaction.  

 
Requests to increase or decrease a Cardholder's transaction limit, requires the 
completion of the below. 

 

Responsibility Action required 

Applicant / Cardholder Discuss request to increase limit with Approving 
Officer (usually the line manager). 
• Complete a new PCard Application Form and 

Terms and Conditions Document and submit with 
the completed ‘Cardholder Request for Limit 
Increase’ Form  

Regional Finance 
 

Consider the Regional Facility Limit before 
approving increased individual PCard limits (see 
Section 8.2.2 - Facility Limit Increase). 
• Request for Limit Increase Form is to be completed 

and approved by the Regional Director / WACHS 
Director of Finance  
- Increases up to $20,000 can be approved by 

the Regional / Central Office Authorising 
Officer. Limits in excess of $20,000 must be 
approved by the WACHS Director of Finance.   

• Progress application as per Section 8.1 - 
Application, Approval and Issue of a WACHS 
PCard. 

• Final signed documentation is to be filed with the 
original application forms and documentation. 

 
 

8.2.2 Facility Limit Increase 
Each region has a set monthly financial limit or cap for the total value of all 
PCard purchases.  
Excessive expenditure and/or any significant increase in the financial limits 
for Cardholders may cause this limit to be reached prematurely and all 
PCard purchases for the region will be suspended.   
Regional Administrators are to check with NAB and where necessary seek 
approval from the WACHS Director of Finance to increase the limit. 
To request an increased limit, Regional Finance is to complete the Regional 
Facility Limit Increase Form. 

http://wachs.hdwa.health.wa.gov.au/index.php?id=12857
http://wachs.hdwa.health.wa.gov.au/index.php?id=12857
http://wachs.hdwa.health.wa.gov.au/index.php?id=12857
http://wachs.hdwa.health.wa.gov.au/index.php?id=12857
http://wachs.hdwa.health.wa.gov.au/index.php?id=12857
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8.3 PCard process for invoice entry to Oracle Financials 
 

WACHS Finance staff perform three main actions at month end to finalise the prior 
months direct debits. 
 Central Office Business Support Officer prepares a journal to move cash at 

bank value to clearing account. 
 Regional staff process a zero value payment in Oracle reflecting the expense 

including GST offset by a credit distribution line to the clearing account. 
 Regional staff prepare a journal to allocate the PCard expenditure to the 

appropriate cost centre and expense account.  
 Regional Finance staff create and load an Auto Reversing accrual journal for 

the transactions incurred during the current month. This is then followed by 
an Adjustment journal posting final costs to cost centres in the following 
month. 

 
 

9 Contact Numbers 
 
General Queries 
For any queries relating to the application of this guideline please liaise with your line 
manager, Regional PCard Administrator, Finance Manager or Corporate Service 
Director.  
 
WACHS Central Office 
Senior Accountant Operations 
Please contact WACHS Central Office Finance to confirm the current contact. 
 
National Australia Bank 
General Queries 
PCard Support Purchasing Card Australia 
Fax: + 61 3 1300 656 519 
Email: Pcardsupport@national.com.au 
 

Lost or stolen cards 
Ph: 1800 033 103 
From overseas +61 3 86419083 24 hours, 7 days 
Advise NAB directly, then contact your Regional PCard Administrator asap. 
 

  
 
 

mailto:Pcardsupport@national.com.au
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10 Compliance 
 

Failure to comply with this policy document may constitute a breach of the WA Health 
Code of Conduct (Code). The Code is part of the Employment Policy Framework 
issued pursuant to section 26 of the Health Services Act 2016 (HSA) and is binding 
on all WACHS staff which for this purpose includes trainees, students, volunteers, 
researchers, contractors for service (including all visiting health professionals and 
agency staff) and persons delivering training or education within WACHS. 
 
WACHS staff are reminded that compliance with all policies is mandatory.  

 
11 Standards 

 
EQuIPNational Standards: 15.8.11 

 
12 Legislation 

 
Financial Management Act 2006 (WA)  

 
13 References 
 

Treasurer’s Instruction (TI) 321 
Western Australian Government Purchasing Card (Corporate Credit Card) Guidelines 
(July 2017) 
Common Use Arrangements (CUAs) 
Buy Local Policy’ 
State Supply Commission (SSC) Procurement Policy. 
Department of Commerce consumer protection guides 
Australian Taxation Office Fact sheet Issuing Tax Invoices 
PCard Excel Worksheet template example 
PCard Purchase Request Form: 
Statement by a Supplier Form from the Australian Tax Office website 
Appointment of PCard Administrator/Authorising and Verifying Officer): 
Regional PCard Hierarchy 
Authorise Suspension / Cancellation of Cards Form’. 
Regional Application Forms and Related Documents 
Cardholder Identification Requirements. 
Regional Facility Limit Increase Form 
WACHS Authorities Schedule 
 

 
14 Related Forms 
 

Request for Replacement PCard Form (AP 13) 
Statutory Declaration L4  

 

http://www.health.wa.gov.au/CircularsNew/frameworks/Employment.pdf
https://www.slp.wa.gov.au/legislation/statutes.nsf/main_mrtitle_13761_homepage.html
http://trim/hptrimwebclient/download/?uri=85561
https://www.slp.wa.gov.au/legislation/statutes.nsf/law_a146606.html
http://www.treasury.wa.gov.au/uploadedFiles/_Treasury/Legislation/FAB_Update_No_74.pdf
https://www.finance.wa.gov.au/cms/Government_Procurement/Guidelines_and_templates/Purchasing_Card_Guidelines.aspx
https://www.finance.wa.gov.au/cms/State_Supply_Commission/Procurement_Policy/Common_Use_Arrangements.aspx
https://www.finance.wa.gov.au/cms/State_Supply_Commission/Other_Government_Policies.aspx
http://www.finance.wa.gov.au/cms/State_Supply_Commission/Procurement_Policy/Procurement_Policy.aspx
http://www.commerce.wa.gov.au/consumer-protection/buying-online
https://www.ato.gov.au/Business/GST/Issuing-tax-invoices/
http://wachs.hdwa.health.wa.gov.au/index.php?id=12857
http://wachs.hdwa.health.wa.gov.au/index.php?id=12857
https://www.ato.gov.au/forms/statement-by-a-supplier-not-quoting-an-abn/
https://www.ato.gov.au/forms/statement-by-a-supplier-not-quoting-an-abn/
http://wachs.hdwa.health.wa.gov.au/index.php?id=12857
http://wachs.hdwa.health.wa.gov.au/index.php?id=12857
http://wachs.hdwa.health.wa.gov.au/index.php?id=12857
http://wachs.hdwa.health.wa.gov.au/index.php?id=12857
http://wachs.hdwa.health.wa.gov.au/index.php?id=12857
http://wachs.hdwa.health.wa.gov.au/index.php?id=12857
http://wachs.hdwa.health.wa.gov.au/index.php?id=3064
https://healthpoint.hdwa.health.wa.gov.au/search/pages/formresults.aspx?k=ap13
https://healthpoint.hdwa.health.wa.gov.au/search/pages/formresults.aspx?sq=1&k=l4%20forms
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15 Related WA Health System Policies 

 
WA Health Financial Management Manual 

 
16 Policy Framework 
 

Financial Management Policy Framework

Contact:  Regional PCard Coordinator 
Directorate: Corporate Services TRIM Record # ED-CO-13-83367 

Version: 3.00 Date Published: 1 February 2018 

http://www.health.wa.gov.au/circularsnew/Financial_Management.cfm


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 
 
 
 
 
 
 

This information is available in alternative formats for a person with a disability. 
 
 
 
 
 
 
Copyright to this material is vested in the State of Western Australia unless otherwise indicated. 
Apart from any fair dealing for the purposes of private study, research, criticism or review, as 
permitted under the provisions of the Copyright Act 1968, no part may be reproduced or re-used 
for any purposes whatsoever without written permission of the State of Western Australia. 
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