Review Notification Memo
To:

Recordkeepers

From: 

(Name), PCard Administrator

Date:

     
RE:

(Campus) PCard Reviews

In order to ensure compliance with UMS Purchasing Card Program policies and procedures, the (Department) periodically conducts reviews of PCard activities. Our goals are to verify that the responsibilities and duties of the Cardholders, Recordkeepers, and Supervisors are clearly understood, that all PCard activities are in compliance, and to identify any potential process improvements.
We are currently planning visits to all (Campus) departments beginning in (Month, Year). We will be contacting Recordkeepers at least (Time Frame) in advance to schedule the review. 

We hope that the attached checklist will help you to gain a better understanding of what types of things we will be looking for during the review. 

Your input and active participation during this process are welcomed and encouraged. Please do not hesitate to contact me if you have any questions or concerns.  

Thank you.
