
 

 
 
Policy for handling credit 
cards, receipts and 
attestation 
Decided by the board 2018-02-07 
 
 
   

 



 
Social Sciences Student Union at Lund University 

Policy for handling credit cards, receipts and attestation 
Decided by the board 2018-02-07 

Content 
 

Content 1 

Handling of cards 2 

Handling of receipts 2 

Attestation 2 
 
   

1 



 
Social Sciences Student Union at Lund University 

Policy for handling credit cards, receipts and attestation 
Decided by the board 2018-02-07 

Handling of cards 
Social Sciences Student Union hands out credit cards to every person with a full-time emolument 
at the student union. The credit cards has a common limit per month as well as a limit for how 
large transactions that can be done during one single payment. Every single card holder is 
responsible for always saving the receipts, handling them with care and to give an account for the 
transactions. Every card holder is also obliged not to keep the card in a careless way since the 
cards are considered as theft-prone goods and to never keep the PIN-code together with the 
credit card. Card holders shall not use the Social Sciences Student Union’s credit cards for 
private purchases. If this happens, deduction of the next emolument will be done, alternatively if 
there are no upcoming emolument the money will be collected through invoicing. 

Handling of receipts 
All purchases that the Social Sciences Student Union does shall be combined with a evidence for 
purchases, either in the form of a receipt, invoice och a basis for payment. Receipts are more 
fragile than invoices and basis for payments. Therefore it is more important to handle them with 
care and to store them in a safe place until they are given account for to the person/s who is 
assigned to attest payments and to the presidial responsible for the student union’s books. 
Receipts from payments done with the student union’s credit cards are given account for once 
per month by attaching it to the correct blanquette together with signature and explanation on 
what the purchase is related to. If a receipts is missing or if the card holder has made a purchase 
that is not in line with the student union’s interest, is related to the student unions operations or 
that is questioned of the person/s that the board has assigned to attest payments, the questions is 
handled by the board before deduction of the next emolument is done, alternatively if there are 
no upcoming emolument the money will be collected through invoicing. Receipts that has been 
obtained through purchases made by an active member or other person that is helping in the 
Social Sciences Student Union’s operations shall give account for that as soon as possible in 
order to get reimbursement..  

Attestation 
The board shall within itself assign one or more to attest the payments for the Social Sciences 
Student Union. They can be assigned to attest the payments either by themselves or in 
cooperation. In those cases the attestor itself hands in a receipt for accounting, the presidial 
responsible for the student union’s books attests the payment. A person assigned to attest 
payments need to have good knowledge of the Social Sciences Student Union’s economy and 
budget and at one time before the booking sign all payments. Attesting is done either by signing 
by hand or digitally through e-ID. If a person assigned to attest payments is not possible to attest 
payments during a period of 10 days during the period the Social Sciences Student Union’s board 
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meets, the board shall within itself assign another person who will attest payments in the 
ordinary person's place. During the time between the last board meeting of a fiscal year and the 
first board meeting of the next fiscal year the Social Sciences Student Union’s President has the 
right to attest payments. If the president itself during this period hands in receipts the same rules 
apply as when an ordinary assigned attestor hands in receipts. If the president and the presidial 
responsible for the books are the same person, a vice presidents acts as attestor. 
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