


funder requirements where applicable, as 
they are committing University funds. 

• Cardholders are to ensure that the 
transactions on their card are accurately 
coded and authorised by the 10th of each 
month. 

• When completing the task, cardholders must: 
o Populate the RESNO field when 

appropriate (e.g. conference, travel or 
accommodation), to ensure that the 
authoriser is not directly benefitting from 
the purchase. If there are situations 
where this is unclear (e.g. a meal that the 
authoriser attended with others) please 
contact the Finance Service Desk for 
advice.  

o Ensure all supporting information is 
attached. Attach receipts line by line in 
the system, unless there has been 
agreement with the authoriser to attach 
all receipts to one line of the statement.  

o Overwrite the auto description of the 
purchase with accurate details of what 
was purchased and why. 

• Coders  


