PCard Review Procedure

	Department:
	
	
	Reviewer:
	

	Recordkeeper:
	
	
	Date of Review:
	

	Review Scope:
	
	
	
	


PRE-REVIEW:

1. __________ 
Select department and time frame for review (________________).

Assign Reviewer (_________________)

Set-up department’s review folder with forms.

2. __________
Contact Recordkeeper to initiate and schedule review date.
3. __________
Send Review Notification Memo with Cardholder Report. Note any


departmental changes: _____________________________

        
________________________________________________
         
________________________________________________
         
________________________________________________
4. __________ 
Verify documentation is complete and current in each



Cardholder’s file (including Application, Agreement, Training,


Limits). Verify current employment status of Cardholders,



Recordkeepers, and Supervisors. Look for any notes of violation or

exceptions in file. 
5.                         Run query in PaymentNet detailing transactions made by each


Cardholder during the time of the scope.

FIELD WORK:

6. __________ 
Review any additional procedures that have been put into place


by the department.
7. __________ 
On-site review of receipts (Transaction Detail & PCard Review

          
Worksheet).

          
Verify that the approval process is correct and functioning.
POST-REVIEW ACTIVITIES:

8. __________ 
Note the exceptions on the PCard Review Summary.


   
Include findings for process improvements for each Cardholder or


Department.
9. __________ 
Prepare the PCard Review Summary Report.

10. __________
Create final letter to send to department with PCard Review


Summary Report.

11. __________
Have Supervisor review documentation for approval and signoff on

final letter. 

12. __________
Distribute the PCard Review Summary Letter and Report to the


appropriate parties.

13. __________
Follow up with department as necessary and take any appropriate


actions to continue adherence to program guidelines.

14. __________
File all review documentation.
