University of Wisconsin – Madison

Purchasing Card Follow Up Form

	To:            
             (Cardholder Name)
	Department:       


	From:       
(Site Manager/Dean’s Office)
	Date:       


A recent review of your Purchasing Card log/statement/documentation requires additional follow up for the reason(s) checked below.  Please attach the requested documentation and/or explanations to this form and return all to my office within 10 calendar days.  Unsatisfactory responses will be elevated to the next level.
 FORMCHECKBOX 
 (1)  Lack of documentation.  Attach and return the additional required documentation for the transactions listed below.
 FORMCHECKBOX 
  (2)  Sales tax greater than $5.00 per transaction was charged and no attempt at recovery was documented.  Please attach an explanation for the transaction(s) listed below.
 FORMCHECKBOX 
  (3) Capital Equipment Components were purchased on the card.  Complete the Capital Equipment form at:  www.bussvc.wisc.edu/acct/propcont/  for the transactions listed below.  Forward the original to Property Control, attach a copy to this form and return it to my office with a memo of explanation.

 FORMCHECKBOX 
  (4) An adequate log/statement was not completed and/or attached for the cycle(s) ending:       
 FORMCHECKBOX 
  (5) The reviewed Purchasing Card is not authorized for travel purchases.  Provide a memo of explanation, including the preventative measures that will be taken to avoid further unapproved use of the card.

 FORMCHECKBOX 
  (6) The card was used for the personal/incidental charges listed below.  Reimburse the University within 5 business days via a personal check and the Vendor Refund Form.  Attach a copy of the check and form and return all to my office within 10 calendar days.  Card restrictions/cancellation may result pending further review.  Dean’s Office notification will take place immediately via a copy of this form.  
 FORMCHECKBOX 
  (7)  A Special Approval item was purchased on the transaction(s) listed below.  See listing at: IPP 26 - Special Approval Process    Provide a memo of explanation, including the preventative measures that will be taken to avoid further unapproved use of the card.

 FORMCHECKBOX 
  (8) Printing over $49.99 was charged to the card on the transaction(s) listed below.  Provide a memo of explanation, including the preventative measures that will be taken to avoid further unapproved use of the card.

 FORMCHECKBOX 
 (9)  Serial Purchasing is indicated on the consecutive transactions listed below.  Provide a memo of explanation, including the preventative measures that will be taken to avoid further inappropriate use of the card.

 FORMCHECKBOX 
(10)  Other:       
	Reason #
	Date
	Vendor
	Missing Documentation/Form or Required Course of Action

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     


 FORMCHECKBOX 
  The response to the above request was satisfactory.  No further action is required.  ________________________________

                                                                                                                                               (Site Manager or Dean’s Office/Date)
For Dean’s Office Use:
 FORMCHECKBOX 
  The response to the above request was unsatisfactory.  All pertinent documentation, our notes and this form, including our suggested course of action on back, are being sent on to the Purchasing Card Program Manager for review and/or action.
Dean’s Office Signature _____________________________________   Date __________________
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The cardholder identified on the front of this form was asked to provide further information to support one or more Purchasing Card transactions.  Our Division Office was not satisfied with the subsequent information/action and request that the attached information be reviewed and acted upon by your office.  Please consider the following:

This was the cardholder’s:   FORMCHECKBOX 
  First Offense
     FORMCHECKBOX 
  Second Offense     FORMCHECKBOX 
  Third Offense     FORMCHECKBOX 
  Other       
 FORMCHECKBOX 
  Written Warning:  Due to the reason noted below, we recommend a letter of warning to the cardholder, notifying them of our intention to closely monitor the card in the future for adherence to the Purchasing Card Policies and Procedures and if less than satisfactory, revocation of cardholder privileges will occur for a period of 1-6 months or longer.  The cardholder was cooperative and agrees to make a diligent effort to correct the following:
 FORMCHECKBOX 
  Missing documentation
 FORMCHECKBOX 
  Tax was over $5.00 (once or twice) and cardholder did not attempt to recover money  

 FORMCHECKBOX 
  Capital equipment components were purchased with the card
 FORMCHECKBOX 
  Log/statement/report was not complete on one or two occasions (not a regular occurrence)


 FORMCHECKBOX 
  The Purchasing Card was used for unauthorized travel-related purchases
 FORMCHECKBOX 
  A Special Approval Item has been purchased on one or two occasions
 FORMCHECKBOX 
  Printing over $49.99 has been charged on the card and an explanation was not provided or was not acceptable

 FORMCHECKBOX 
  Serial Purchasing was done on the card

 FORMCHECKBOX 
  Incidental items were charged to the hotel bill

 FORMCHECKBOX 
  The card was erroneously used to purchase a personal item.  The cardholder reported it to the Site Manager and   immediately reimbursed the University

 FORMCHECKBOX 
  Other:       
 FORMCHECKBOX 
  Suspension:  Due to the reason noted below, we recommend suspension of card privileges for a period of      ​​​​.

 FORMCHECKBOX 
  The cardholder did not respond to our request for further documentation


 FORMCHECKBOX 
  The following is occurring on an unacceptable, reoccurring basis:  



 FORMCHECKBOX 
  Insufficient documentation


 FORMCHECKBOX 
  Tax over $5.00 and no attempt to recover



 FORMCHECKBOX 
  Log/Statement not completed 


 FORMCHECKBOX 
  Purchasing Special Approval Items



 FORMCHECKBOX 
  Frequent Printing over $49.99


 FORMCHECKBOX 
  Reoccurring Serial Purchasing



 FORMCHECKBOX 
  Incidentals on hotel bill


 FORMCHECKBOX 
  Card used for personal items more than once


 FORMCHECKBOX 
  Other       
 FORMCHECKBOX 
 Cancellation:  Due to the reason noted below, we recommend cancellation of the card.
 FORMCHECKBOX 
  Cardholder privileges were previously revoked and upon further review, acceptable corrective measures have not been taken.
 FORMCHECKBOX 
  Cardholder used the card for a personal purchase and did not report it to Site Manager.  The inappropriate charge was discovered by another individual.

 FORMCHECKBOX 
  Other:       
Our Division Office requests further review of this individual’s records by Internal Audit     FORMCHECKBOX 
  Yes      FORMCHECKBOX 
  No


Further investigation may result in appropriate disciplinary action including cardholder termination.
Additional Comments:       
Signed:  ____________________________________     Dated:  ________________________________

(The Purchasing Card Program Manager will follow up with a memo to the Dean’s Office and Internal Audit explaining the course of action that will be taken.  The Dean’s Office will notify the Department Head, Cardholder and Site Manager.  A copy will also be placed in the cardholder file)
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