PCard Review Worksheet

	Department:
	
	
	Cardholder:
	

	Recordkeeper:
	
	
	Reviewer:
	

	Date of Scope:
	
	
	Date of Review:
	


For each transaction: 

           
1. Original receipts have been provided (or Missing Receipt Form/Order Log used as necessary).
· No photocopied receipts

· Note frequency of Missing Receipt Forms

· Missing Receipt Forms signed by Cardholder

· Order Log completed as required
Notes:

           
2. Itemized receipts have been provided (including merchant name, date, description, quantity, and total cost for each item).
· Not just non-itemized credit card copy

Notes:

           
3. Cardholder’s signature is on each receipt.

Notes:

           
4. State of Maine Sales Tax has not been paid.
· If Sales Tax was paid, verify that credit has been received
· If attempts were unsuccessful, verify that due diligence was given
Notes:

           
5. All transactions are business-related expenses.
· No personal purchases
· No gift purchases without prior funding approval
· No non-business gatherings (parties etc.) 
· Hotel bills do not include personal phone calls, movies, etc.
Notes:

           
6. No disallowed transactions have been made.
· Personal purchases made in error have been refunded

· No Gift Certificates

· No tipping in excess of 15%

· No alcohol or tobacco purchases
· No split transactions
Notes:

           
7. Card has been used only by the Cardholder, or Designated User.
· Is there a Designated User for this card? (copy of Designated User Agreement is required)
Notes:

          
8. If expenses are related to travel, a Travel Expense Voucher (TEV) has
 been completed.
· Prepaid/PCard transactions have been reported

· Original PCard receipts remain with PCard documentation


Notes:

For each month:

          
9. Statements have been signed by the Cardholder's Supervisor or CFO-Appointed Designee.
          
10. Statements have been provided for all billing cycles that have activity.
