PROCARD AUDIT CHECKLIST
Guidelines for conducting internal reviews of ProCards

Date:  __________________________________   Card # (last 6 digits): ____________________________   Audit Period: ____________________________

Cardholder: ___________________________________ Reallocator:  __________________________________   Approver:_____________________________


Monthly Activity Report (MAR):

□ Verify a MAR is present for each billing cycle with transactional activity and includes a detailed description, business purpose, and dollar amount for each item purchased.

□ Verify MAR is electronically signed by the cardholder and approver (as designated in PeopleSoft) within 30 days of the MAR creation date. 
REALLOCATION:

□ Ensure speedtype/account code reallocations were performed in OnBase by the monthly cut-off date.  Transactions that were not reallocated by this date should be moved to the appropriate speedtype/account code with a JV.
RECEIPTS/INVOICES:

□ Verify an original itemized receipt or invoice is present for all purchases.  See receipt/recordkeeping requirements.
□ Ensure all business entertainment/alcohol expenses meet the requirements of the Entertainment/Business Meal Policy. 
□ If an original itemized receipt or invoice is missing and all measures to obtain a copy have been exhausted, ensure this is appropriately documented on the transaction form in OnBase. 
POLICY:
□ Verify all transactions are for business purposes only.   Questionable items should be investigated.  (The ProCard cannot be used for employee or student travel.)

□ Ensure the Asset Inventory Form was completed for items valued at $1000.00 or greater.
□ Infrequent, tangible gifts for employees must not exceed $99.99 each and cannot be used as payment for services rendered.  Gift cards cannot be purchased using a ProCard. (See De Minimis Gift Policy for a further explanation.)
□ Verify office supplies have been purchased either from the University Stockroom or our contract vendor (currently Staples).
□ Look for split transactions: two or more purchases from same vendor on the same date used to circumvent the spending limit approved for the card.
□ Verify the Disputed Items Form  was completed for transactions deemed unauthorized/suspicious/unknown by the cardholder.
□ Verify that the approver for the card is not in the direct reporting line of the cardholder.  
□ Document any policy exceptions to the ProCard Office.  Include exception documentation with the transaction summary log.
CARD SECURITY:

□ Verify the card is stored in a secure location, either locked in an office or on the person.

□ Ensure the Sign-In/Out Log is completed if the card is checked out to other employees. 

□ If someone other than the cardholder uses the card, ensure an Employee Usage Agreement was completed and is on file in the ProCard Office.

Any fraudulent/personal charges or policy violations found during this review should be reported immediately to the ProCard Office at 852-9058.

Reviewer’s Name: _________________________________________________________    Date:   _____________________________________

Reviewer’s Signature: ______________________________________________________
Updated:  02/16/2022

