
 

 

 

CREDIT   CARD   POLICY  

PURPOSE   

This   is   a   Credit   Card   Policy   which   must   be   followed   without   exception.   It   is  

not   an   exhaustive   list,   but   is   aimed   at   providing   a   substantial   number   of  

rules   that   will   set   the   standard   of   conduct   required   by   Sysco   Productions  

Limited.  

SCOPE  

This   policy   applies   to   all   employees   who   are   eligible   to   use   a   company   card.  

It   also   applies   to   employees   who   have   the   right   to   approve   the   use   of   a  

company   card   for   their   team   members.  

Employees   must   understand   that   this   policy   is   also   incorporated   into   their  

Contract   of   Employment.    Other   associated   persons   must   understand   that  

this   policy   is   also   incorporated   into   their   Contract   for   Service.  

Line   Managers   are   responsible   for   ensuring   that   this   policy   is   applied  

within   their   own   department.    Any   queries   on   the   application   or  

interpretation   of   this   policy   must   be   discussed   with   the   Managing   Director  

prior   to   any   action   being   taken.  

POLICY   BRIEF   &   PURPOSE  

Sysco   may   provide   employees   with   credit   cards   that   can   be   used   for  

business-related   expenses.   Having   these   cards   helps   us   track   and   process  

our   expenses,   prevent   fraud   and   make   larger   payments   more   efficiently.  

We   want   to   make   sure   that   employees   who   hold   company   credit   cards   will  

use   them   properly   and   will   know   their   limitations   and   responsibilities.  
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ABOUT   COMPANY   CREDIT   CARDS  

Usually,   Sysco   will   take   out   a   credit   card   in   your   name   if   we   deem   it  

necessary   for   you   to   conduct   business   on   behalf   of   the   company.   You’ll   be  

able   to   use   it   for   business-related   expenses   only   and   Sysco   will   pay   the  

card   bills.  

We   have   the   right   to   withdraw   a   company   credit   card   from   an   employee   at  

any   point.  

WHAT   EXPENSES   ARE   ALLOWED   ON   A   COMPANY   CREDIT   CARD?  

You   can   use   a   company   card   to   pay   for   work-related   expenses   only   where  

the   expense   in   question   has   been   approved   in   advance   and   an   individual  

purchase   exceeds   £60.   This   includes:  

1. Expenses   involved   in   meeting   with   clients   (e.g.   dinner,   transport)  

2. Accommodation   during   work-related   travel  

3. Air,   train,   ship   or   other   transportation   fares  

4. Local   transportation   during   trips   (rental   cars   etc.)  

5. Sometimes,   we   may   issue   credit   cards   (ALL   STAR   Fuel   cards)   that   can  

be   used   for   a   specific   purpose   only   (fuel   and   oil).  

6. Training   and   educational   material   approved   by   your   manager  

WHAT   YOU   MUST   NOT   USE   THE   COMPANY   CREDIT   CARD   FOR:  

1. A   £45   train   ticket.  

2. Other   people's   expenses   or   per   diems  

3. Entertaining   members   of   staff  

4. Entertaining   suppliers   
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5. Specifically   excluded   are   minor   or   per   diem   expenses   (Less   than  

£60)   that   have   been   approved   by   your   manager   (e.g.   meals,   business  

material)  

6. non-authorized   or   personal   expenses.  

7. Subscriptions   of   any   kind   including   software.  

8. Using   the   company   credit   card   to   withdraw   cash.   

9. You’re   also   not   allowed   to   purchase   large   amounts   of   alcohol,   or   any  

drugs,   pornography   or   incur   charges   for   other   adult   entertainment.  

EXCEPTIONS  

You   may   apply   for   an   exception   if   absolutely   necessary.   Inform   your   line  

manager   about   the   expense   you   want   to   make   –    they   will   liaise   with   the  

finance   and   business   support   teams   you   might   receive   email  

authorisation   in   special   cases.  

THE   LIMITS   OF   THE   COMPANY   CREDIT   CARD  

The   card   limit   is   normally   set   at   £250.     We   may   adjust   these   limits   based  

on   your   job   or   the   project’s   specific   needs.   If   you   aren’t   sure   about   the  

limits   of   your   company   credit   card,   ask   our   finance   department.  

SYSCO’S   RESPONSIBILITIES  

To   reimburse   compliant   accurate   complete   approved    expenses   claims  

made   in   Webexpenses   every   Thursday.  

 

YOUR   RESPONSIBILITIES  

If   you   have   a   company   credit   card,   we   expect   you   to:  
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Protect   it   to   the   best   of   your   ability.   Don’t   leave   it   unattended   or   give   it   to  

unauthorized   people   (e.g.   friends,   family,   colleagues)   even   just   to   hold.  

Report   it   stolen   or   lost   as   soon   as   possible.   If,   for   example,   there’s   a  

break-in   at   your   home   and   your   company   card   is   taken,   you   need   to   file   a  

police   report   and   call   our   accounting   department   immediately.  

Use   it   only   for   approved   reasons.   Follow   the   instructions   in   this   policy   and  

don’t   use   the   card   for   personal   or   unauthorized   expenses,   even   if   you  

intend   to   compensate   the   charges   later.  

All   credit   card   expenses   will   continue   to   be   reconciled   by   you   through  

Webexpenses   within   5   working   days   of   receiving   the   statement.  

WHEN   YOU’RE   USING   THE   COMPANY   CREDIT   CARD,   YOU   SHOULD:  

Confirm   that   the   particular   expense   is   allowed   under   this   policy.  

Mind   the   credit   card   limit   and   the   transaction   limit   so   you   can   plan  

business   expenses   properly.  

Keep   the   credit   card   number   and   physical   card   secure.  

Use   the   card   sensibly   and   avoid   unnecessary   expenses   even   if   they’re  

allowed   under   this   policy.  

VIOLATING   THIS   POLICY  

We   expect   you   to   comply   with   this   company   credit   card   policy.    We   may  

need   to   take   action   if   you   violate   the   policy.   

For   example:  
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If   you   incur   personal   or   unauthorized   expenses,   you’ll   need   to   pay   them  

yourself.   If   you   do   this   consistently,   you   may   face   disciplinary   action   that  

could   include   loss   of   the   right   to   have   a   credit   card   or   even   termination  

depending   on   the   amount   and   the   type   of   expenses.  

If   you   lose   a   receipt,   you’ll   need   to   inform   the   business   support   team  

immediately.    We   may   find   a   solution   if   this   happens   rarely,   but   if   you   fail  

to   submit   receipts   consistently,   you   may   lose   the   right   to   hold   a   company  

card.  

If   you   fail   to   submit   expenses   on   time,   and   incur   late   fees,   you’ll   need   to  

pay   them   yourself.   Doing   this   repeatedly   will   mean   loss   of   the   company  

credit   card   privileges.  

Sysco   has   the   right   to   review   your   credit   card   use,   and   withdraw   it   if   there’s  

any   inappropriate   use.  

GROSS   MISCONDUCT  

Serious  breaches  of  any  of  the  above  rules  will  be  considered  to  be  gross               

misconduct.  And  any  action  which  on  a  common  sense  basis  would  be             

considered   to   be   gross   misconduct.  

Where  gross  misconduct  is  alleged  the  employee  will  be  suspended           

immediately  his/her  manager  has  sufficient  reason  to  suspect  that  he/she           

may  be  the  perpetrator  of  that  breach.  A  disciplinary  hearing  (after  any             

necessary  investigation  is  complete)  will  be  arranged  according  to  the           

terms   of   the   Disciplinary   Procedure   Policy.  
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