Department Review Notification Memo

To:

(Name of Recordkeeper)
From: 

(Name), PCard Administrator

Date:

     
RE:

(Dept Name) Department PCard Review
As a follow-up to the memo dated (Date of Review Notification Memo), we would like to schedule an appointment with your department for a PCard Review. (Name of Reviewer) will be conducting the review of your department. (His/Her/My) availability for the review is (Note date/time availability). Please e-mail (Name of Reviewer) at (E-mail address) or call (Phone Number) as soon as possible to let (him/her/me) know when to schedule the review.
During the review process, we will need access to all pertinent PCard-related documents and files from the past twelve months, as well as a workspace and access to a copier, and the ability to meet with you if additional information or clarification is needed. 

Attached please find a Cardholder Report for your department. Please review this document to determine the accuracy of the information, and let me know if any updates are needed. 

Thank you.
