University of Wisconsin – Madison

Purchasing Card Program Audit Guide: Who, What, Where, When and Why?

Department records will be audited for:

· Original itemized receipts

· Accurate reconciliation of source documents to the Statement of Account Report and PVS Net

· Review of purchase detail for unallowable items

· Cardholder and Site Manager signature/date on the Statement of Account Report

· Proper Department/PI approval signature on reporting documents

· Appropriate use of the Purchasing Card: no serial purchases; no restricted purchases; no prohibited transactions

Who:

· New cardholders/site managers

· Cardholders with a high transaction volume

· Cardholders/departments with past compliance problems

· Randomly

· Targeted transactions

Targeted Transactions:

· Those exceeding $5,000

· Those requiring additional documentation

· Multiples to the same vendor that are posted the same day or consecutive days (serial purchasing)

· Those with questionable/high profile/unusual vendors (for the college/department)

· Those that by nature may lack seller supplied documentation (e.g., ebay)

Specifics to look for:

· Card security: if it is not carried by the cardholder it should be secured at an onsite location.

· Designated User Agreement Forms if the purchase detail indicates a buyer other than the cardholder.

· Complete, acceptable supporting documentation that indicates exactly what was purchased

· Statement of Account Report with Cardholder’s and Site Manager’s signature/date

· Department/PI approval for funding transfers or use of extramural funds

· Sales tax: single amounts greater than $5.00 or regular charges for recurring vendors

Catering/Meetings:

· Events-Meal Payment Form

· Agenda/conference brochure/meeting notice

· List of participants if not open to the public

· Catering Policy (PPP 10) has been followed: http://www.bussvc.wisc.edu/purch/ppp10.html
Travel:

· Is the card approved for travel?

· Are UW travel policies/procedures followed?

· Supporting documentation attached

· Contract vendor for card rentals (National or Enterprise)

· Incidentals on hotel folio?

Reconciliation:

· Independently done by Site Manager/reviewer?

· Performed within Edit Deadline?

· Where and how is the documentation stored?  Who is responsible?

Situations/Times to target for review:

· Prior to major holidays

· Multiple purchases to the same vendor on the same day

· Questionable vendors

· Potential gifts/awards

· Vendors who by their nature may not provide purchase detail (e.g., ebay)

· Fines or citations

· Sales tax charges
