Summary Report Memo
To: 

(Name, Title)


(Name, Title)
From:

(Name), PCard Administrator

Date: 

     
RE:

(Dept Name) Department PCard Review

Thank you for your assistance during our recent review of your department’s PCard program. Please look over the attached Review Summary Report which includes our findings and any recommendations. 

Please feel free to respond back to me with any additional supporting documentation that you feel we may need for further clarification. Should you wish to schedule a meeting to review this documentation or any of our recommendations I would be glad to meet with you. 

We appreciate your cooperation throughout this process. If there are any questions or concerns about this PCard Review, or about the PCard program in general, please do not hesitate to contact me.
Enc: Review Summary Report
