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Audit Report #18-103 Procurement Card

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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B.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:

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

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

e Cardholder attended training provided and it was documented.

All documents were on file. No exceptions were noted.

Page 15 of 16



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.






