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Guidance for Trustee Boards on the creation of a Prepaid Expense Card Policy
This document aims to provide Trustee Boards with guidance on the creation of an expense card policy.  The policy is a document that explains the process of issuing a prepaid expense card, what they can be used for, and how to provide appropriate supporting documentation. This should be made available to anyone who holds an expense card.  It must be made available to trustees and new cardholders. It is good practice that cardholders formally acknowledge receipt and compliance with this policy on card issue and annually thereafter.
By using the below wording you should be able to construct your prepaid expense card policy specific to your local charity.  You will be required to add information specific to your local circumstances as well as removing some of the information which is not relevant to you.
	Section title
	Example wording
	Notes to aid the creation of the policy

	What is this expense card policy?
	The following policy has been approved by [insert group / district / county / area / region]’s Trustee Board to govern the issuance and use of pre-paid cards, both virtual and physical. 

	

	Who issues the expense cards?
	Expense cards can be issued to [budget holders / trustees / approved volunteer], as required, which will be recommended by the [Chair / Treasurer / Lead Volunteer] to the [Finance Sub-Team / Trustee Board] for approval.   

The [Finance Sub-Team / Trustee Board] has the right to remove a card from a cardholder. 
	· If there is not a set group of volunteers that the expense cards are issued to, then it is appropriate to generalise into ‘approved volunteers’. 
· Insert the appropriate board that approves the issuance of the expense cards, for majority of local Groups this will be the Trustee Board. 
· The appropriate board should have in place processes to review and cancel cards, when appropriate, based on their risk management and controls.  

	What are the responsibilities of the cardholder?
	The card shall be in the holder’s name. It is their responsibility to ensure that the card and the details are kept safe and used appropriately, whether physical or virtual. The PIN and CVV must remain confidential and known only to the cardholder.  The cardholder [can / must not] register their card in, or use their card from, a digital wallet (e.g. Apple Pay or Google Pay).

Personal use is prohibited.  Any accidental personal transactions must be reimbursed via [method of payment, such as electronic transfer to the bank account] without delay.

	· If the card provider allows expense cards to be within a digital wallet, the appropriate board should determine whether this should be included in the policy, based on their risk management and controls.  
· The appropriate method(s) of payment should be inserted and should be clear to the cardholder. 

	What funds will be held?
	Reasonable funds will be maintained, dependant on the cardholder, and any agreed transactions, where applicable.  The balance held on the [insert expense card provider] account will be monitored by the [Treasurer / Finance Sub-Team / Trustee Board].   

	

	What funds can be spent?
	Expense cards must only be used in accordance with the cardholder’s existing financial authority.  A card’s balance or limit does not override any per-transaction limit set by the authorisation schedule. 

At the discretion of the Trustee Board, expenditure man be pre-approved, and the transaction will therefore not be subject to further authorisation.  

Any expenditure that takes a budget outside its pre-approved limit must be approved by the Trustee Board [on the recommendation of the District Finance Sub-Team.  
	· If an authorisation schedule is in place, this could be included an appendix, so it can be referred to as appropriate. It could form part of your overall finance policy.

	What supporting documentation should be provided?
	All payments using this card must be accounted for as if they were cash payments, and appropriate receipts must be provided, [having been photographed into the expense card’s portal / accounting software, or] provided to the Treasurer.

Statements for the card must be obtained, on behalf of the Trustee Board, by someone other than the cardholder. These must be reviewed and reconciled back to the appropriate receipts. 
	· If useful, provide a step-by-step guide on how to upload the supporting documentation if a portal or accounting software is used. 
· Guidance on the format of the documentation may be useful, depending on the level of scrutiny of the annual accounts. 
· If appropriate, set a number of days that receipts should be submitted within. 


	Who to contact
	If you have any queries relating to this prepaid expense card policy, please contact us by [insert name / role and contact details]. 

	· Enter the name or role title of the volunteer who will be able to provide further advice, likely to the Treasurer. 
· Contact details must also be provided. 


	Version number and date of the last review
	Version Number [1] – Date [16/09/2025]
	· Enter the date of when the expense policy was last reviewed. It is best practice for the Trustee Board to review this on a regular basis. 
· Charities may wish to determine whether cardholders sign and review the agreement on an annual basis. This is considered to be good practice.
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