PCard Review Summary Report


	Department:
	
	
	Reviewer:
	

	Recordkeeper:
	
	
	Date of Review:
	

	Date of Scope:
	
	
	Date of Follow-up:
	


1. Original receipts have been provided (or Missing Receipt Form/Order Log used as necessary).
Finding(s):

Recommendation(s):


Follow-up:
2.
Itemized receipts have been provided (including merchant name, date, description, quantity, and total cost for each item)

Finding(s):

Recommendation(s):


Follow-up:
3. 
Cardholder’s signature is on each receipt.
Finding(s):

Recommendation(s):
Follow-up:
4. State of Maine Sales Tax has not been paid.
Finding(s):

Recommendation(s):
Follow-up:

5. All transactions are business-related expenses.

Finding(s):

Recommendation(s):

Follow-up:

6. No disallowed transactions have been made.

Finding(s):

Recommendation(s):

Follow-up:

7. Card has been used only by the Cardholder, or Designated User.

Finding(s):
Recommendation(s):

Follow-up:
8. If expenses are related to travel, a Travel Expense Voucher has been completed.

Finding(s):

Recommendation(s):

Follow-up:
9. Statements have been signed by the Cardholder’s Supervisor or CFO-Appointed Designee.

Finding(s):

Recommendation(s):

Follow-up:

10. Statements have been provided for all billing cycles that have activity.

Finding(s):

Recommendation(s):

Follow-up:
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