N7 NORTHERN ARIZONA UNIVERSITY

PURCHASING CARD (PCARD) CONTROLS SELF ASSESSMENT

Accounting for expenditures is a critical activity in any university. Universities have unique requirements
relating to the purchasing cycle (i.e., purchasing, receiving, accounts payable, and cash disbursements) due to
budgetary reporting needs, the various fund types, and statutory compliance requirements related to
disbursing public monies. Internal control must be established to ensure that procurement practices are
consistent with sound business practices and legal requirements. Controls must also provide reasonable
assurance that transactions are properly authorized, accurately classified, recorded on a timely basis and at
correct amounts.

The following list of questions is designed to help you assess the state of your purchasing card (PCard) policy
compliance. This list is not comprehensive but hits major compliance points of the PCard policy. The PCard
Training Manual can be found on the Purchasing website. The optimal answer to each of the questions below
is “Yes”.

If you find any “no” responses, now is the time to make a few changes. It may be easier than you think! If
you need help working through process improvements and thinking through alternatives, please feel free to
contact the PCard Program Administrator at 523-6094 or the Financial Controls office.

Please note that in some departments, the PCard Liaison does perform some of the record keeping duties
that are described as being the responsibility of the cardholder here. This is an acceptable means of handling
the paperwork as long as the function is being completed.

Response

PURCHASES

1. Policies and procedures relevant to PCard purchases are current and in writing.

2. PCard policies and procedures are clearly stated and systematically communicated.

3. Are all card transactions for university business only?

4. Are all purchase made for items that do not appear on the list of restricted items? Purchases
may not be made for items on this list. The list is updated periodically and can be found in the PCard Training
Manual.

5. Do purchases made for items that support federally sponsored accounts comply with OMB
Circular A-21 guidelines? Restrictions and limitations can be found in the PCard Training Manual.

6. Are purchases made only by the cardholder?
7. Are purchases limited to $5,000 including tax and freight?

8. Do cardholders check as many sources as reasonably possible to assure best price, quality,
service and delivery?


http://www.nau.edu/purchasing/Purchasing%20Card/Training.htm
http://www.nau.edu/purchasing/Purchasing%20Card/Training.htm
http://www.nau.edu/purchasing/index.htm
mailto:pcard@nau.edu
http://www4.nau.edu/comptr/financialcontrols.html
http://www.nau.edu/purchasing/Purchasing%20Card/Training.htm
http://www.nau.edu/purchasing/Purchasing%20Card/Training.htm
http://www.nau.edu/purchasing/Purchasing%20Card/Training.htm

N7 NORTHERN ARIZONA UNIVERSITY

Response

9. Isthe PCard used to purchase only non-capital equipment?

10. When the PCard is used to purchase equipment that requires inventory tagging and inventory
logging (such as computer equipment), is Property Administration promptly notified?

11. If the cardholder is unsuccessful in resolving disputes with a supplier, does the cardholder
contact JP Morgan Chase to notify them of the dispute?

12. Are PCard purchases avoided in the last month of the fiscal year (June 30) to help ensure
proper recording of expenditures?

DOCUMENTATION

13. Does the cardholder document each transaction on the PCard Cycle Transaction Log including
the public purpose of each transaction?

14. Does the cardholder ensure that there is adequate documentation (including invoice, cash
register tape, etc.) to substantiate each transaction recorded on the log?

15. Does each receipt supporting a PCard transaction have the following information?
¢ An identifying portion of the card number used for the transaction
e |temized description of goods purchased
e VVendor name
¢ Transaction date
e Transaction total

16. Does the cardholder reconcile their “Statement of Account” with their PCard Cycle
Transaction Log on a monthly basis and ensure that all supporting documenting accompanies
the reconciliation?

17. Does the cardholder forward their signed PCard reconciliation and all supporting
documentation to the PCard Liaison for approval no later than the 10th of the month?

18. Does the PCard Liaison review documentation submitted by cardholders, including the JP
Morgan Chase “Statement of Account” and PCard Cycle Transaction Log for appropriateness,
completeness and ensure that all supporting documentation is attached?

19. Are PCard Cycle Transaction Logs reviewed by the PCard Liaison to ensure that purchases are
not split to avoid the $5,000 limit?
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20. After review and acceptance, does the PCard Liaison sign and date the PCard Cycle
Transaction Log, reconcile all transactions to Advantage and file the documentation by
cardholder and billing cycle?

21. A backup PCard Liaison is assigned to fulfill the required duties if the primary liaison is absent
or vacates the position.

22. If the PCard Liaison is also a cardholder, does that person’s immediate supervisor review the
“Statement of Account” and PCard Cycle transaction Log for accuracy, completeness and

supporting documentation?

23. Does the PCard Liaison redistribute expenses to appropriate object / sub-object accounting
codes by completing an IET (expense transfer document) as necessary?

24. Is all documentation retained within the department in accordance with the State of Arizona
Record Retention and Disposition Schedule (5 years) or as required by sponsoring agencies?

SAFEGUARDING OF ASSETS

25. Is the PCard safeguarded at all times to the same degree that an individual safeguards
personal credit information or cash?

26. The cardholders and PCard Liaisons are familiar with the procedure to dispute unauthorized
PCard purchases.

27. Is JP Morgan Chase notified immediately to report lost or stolen PCards?

28. Is JP Morgan Chase notified immediately to report fraudulent transactions?

29. Do cardholders review online vendors’ security for encryption before purchasing?

30. When a cardholder leaves a department, does the PCard Liaison destroy the PCard and
complete “Delete/Close” information on the Cardholder Account Application? Is the request
signed, dated and mailed (not faxed) in a confidential envelope to the PCard Program
Administrator?

SALES / USE TAX

31. Is sales tax collected at the point of sale by the supplier for sale of goods to the university?

Response
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Response
32. Are purchases reviewed to determine if remittance of Use Tax to the State of Arizona is

required? (For more information on Use Tax, see the PCard Training Manual or call the Financial Controls Office.)

33. Does the cardholder record the appropriate tax designation in the Sales Tax or Use Tax
column on the PCard Cycle Transaction Log?

34. Does the PCard Liaison complete and submit the Use Tax Liability Report to the Comptroller’s
Office no later than the 18th of each month?
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Please enter any comments in the box below. Please be sure to reference the question number.

Questionnaire Completed By :

First Name: Last Name: EmplID:
Department: Date Completed:
Please enter 3 letter code from this list. Please use format mm/dd/yy

By submitting this form, | am attesting that all information

given is correct and whole to the extent of my knowledge.
Please submit only once — this process may take a moment.

RESET FORM

To reset the entire form, including comments, click here:



https://www4.nau.edu/advantage3/jurisbudmngr.asp

	Comments: 
	Last Name: 
	Empl ID: 
	Department: 
	Date Completed: 
	DCSubmitFV1_0: 
	DCAcceptFV1_0: 
	DCDenyFV1_0: 
	Reset: 
	Question 2 Response: [ ]
	Question 3 Response: [ ]
	Question 4 Response: [ ]
	Question 5 Response: [ ]
	Question 6 Response: [ ]
	Question 7 Response: [ ]
	Question 8 Response: [ ]
	Question 9 Response: [ ]
	Question 10 Response: [ ]
	Question 11 Response: [ ]
	Question 12 Response: [ ]
	Question 13 Response: [ ]
	Question 14 Response: [ ]
	Question 15 Response: [ ]
	Question 16 Response: [ ]
	Question 17 Response: [ ]
	Question 18 Response: [ ]
	Question 19 Response: [ ]
	Question 20 Response: [ ]
	Question 21 Response: [ ]
	Question 22 Response: [ ]
	Question 23 Response: [ ]
	Question 24 Response: [ ]
	Question 25 Response: [ ]
	Question 26 Response: [ ]
	Question 27 Response: [ ]
	Question 28 Response: [ ]
	Question 29 Response: [ ]
	Question 30 Response: [ ]
	Question 31 Response: [ ]
	Question 33 Response: [ ]
	Question 34 Response: [ ]
	Question 32 Response: [ ]
	First Name: 
	Question 1 Response: [ ]


