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Per the ProCard Manual, 

"The procurement card normally operates under a three (3) strikes you're out basis, 
depending on the severity of the policy violation. Strikes normally consist of violations 
such as failure to approve PeopleSoft document(s), failure to maintain a transaction log, 
failure to obtain signatures on the transaction logs, or purchasing an item that should 
not be purchased by using the procurement card." 

A warning is issued for minor violations, for example, the first time a supervisor fails to 
timely approve transactions in PeopleSoft. A pass is given if the card holder provides a 
reasonable explanation and support documentation to justify the purchase in question. 

The ProCard Administrator actively monitors cardholder transactions. No exceptions 
were noted. 

B.2 Timeliness of Closing Accounts 

ProCards were not terminated timely for five of the nine (56%) cardholders who 
terminated employment in FY17. Additionally, there is no documentation on file as to the 
final disposition of two of the 9 cards. 

Twenty-eight Citi Bank ProCard accounts were closed during the FY17 audit period. 
Nine of the 28 accounts were closed because employees terminated their employment 
with the University. Internal Audit compared the Citibank account close dates with 
PeopleSoft termination/transfer action dates to determine the timeliness for the close 
out of accounts. 

Employees that have separated from the University are identified via an HR monthly 
report. The report can only be sent to the Pro Card Administrator once a month, and 
captures employees that have exited in the prior month. Separated employees are also 
identified via an email notification that is sent when a department initiates an employee 
separation via an electronic routing form. Not all employees are separated via an 
electronic routing form. 

Per the ProCard Manual, 

"When a cardholder terminates employment with The University, the department I unit 
has the specific obligation to reclaim the procurement card and return it to the 
Procurement Card Program Administrator prior to the employee's termination date. 
Failure to do so may result in revocation of all department I unit card privileges. If a 
terminated employee continues to use the card, the department will be liable for all 
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charges. After receiving the cards, the Pro Card Administrator disposes the card by 
shredding them." 

Recommendation: 

The ProCard Administrator should request access to scheduled terminated employee 
reports to identify cards that should be deactivated. The ProCard Administrator should 
document the final disposition of each card received. 

Level: This finding is considered MEDIUM because the ProCard could continue to be 
used after the employee leaves the University. 

Management Response: 

Purchasing & General Services will develop a form to document the final disposition of 
the card. The form will indicate the date the card was received, and the Citibank close 
date. A hard copy form will be kept in the cardholder's physical file, and noted in the Pro 
Card database. 

Responsible Party: 

Cecilia Cantu, Contract Administrator, Purchasing & General Services. 

Implementation Date: 

September 1, 2018 
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8.3. Issuance of New ProCards 

The ProCard Manual outlines the procedure to request new procurement cards for a 
department. All Procurement Card requests must go through the Program 
Administrator, and employees are required to take mandatory training on procurement 
card use before the card is activated or renewed. Internal audit selected ten of 186 
cardholders to confirm that: 

• The department request and approval for ProCard is on file. 

• Proper authorization(s) for ProCard are on file. 

• Cardholder attended training provided and it was documented. 

All documents were on file. No exceptions were noted. 
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CONCLUSION 

Based on the results of audit procedures performed, we conclude that ProCard 
operations will be enhanced by implementing our recommendations. 

We wish to thank the management and staff of Purchasing and General Services for 
their assistance and cooperation provided throughout the audit. 
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