The Controller’s Office has responsibility for managing transactions that occur within the pCard Module for Florida Atlantic University.  In an ongoing effort to adhere to sound generally accepted accounting principles (GAAP), Florida Atlantic University (FAU) audits pCard charges daily in preparation for the year-end fiscal audit.  Throughout the year, we provide new employee training, as well as refresher classes to ensure that our FAU family of approvers and cardholders are well trained in the pCard procedures. We run daily reports and randomly select transactions to ensure appropriate charges and allowable account codes are used.  In addition, we have educational web links and periodically send out ‘how to’ memos to the pCard approvers listserve.  

As a source of reference we have provided several comprehensive web links for assistance.  They are:

Approver’s Procedures (describes the pCard Approver’s Procedures):

http://www.fau.edu/controller/accounts_payable/pdfs/90110.pdf 

Using the pCard for Travel:

http://www.fau.edu/controller/travel/pcard.php
A handy pCard for Travel Checklist:

http://www.fau.edu/controller/travel/pdfs/Checklist_for_pCards.pdf
The following items outline some of the overarching concerns for audit:

Approval Process:  The cardholder renders the receipt within the prescribed timeframe (according to the pCard Manual … all receipts shall be approved and submitted to your pCard Approver in a timely manner; within 3 work days for purchases and 6 work days for travel related charges…) to the pCard Approver. The pCard approver must approve charges no later than 10 business days after they appear in the pCard system. Approver must verify the amount on the pCard system with receipts and retain receipts for 5 years. 

Example: After receiving the receipt of purchase, the pCard approver must ensure that the cardholder has approved and dated the invoice for payment in addition to original signature on purchase.  When approving charges in Banner, the FEED DATE must be changed to the current date. Typically, the FEED DATE will be the same as the date signed by the approver on the invoice/receipt. After a charge has been approved, he/she will  initial and date the receipt and then place it in a secure storage site (retaining the receipt for 5 years).  If a dispute is initiated, he/she will approve the charge (this will release the liaibility from the pCard liability account) even during a dispute.  A dispute form must be completed and submitted to the bank for the  unauthorized charges. Once the disputed item has been processed, the bank will issue a credit. 
Appropriate Purchases: pCard usage may only be used for official university business. It is imperative that appropriate state laws and university guidelines, as outlined in the ‘pCard for Travel’ manual, be observed when making pCard purchases.  Daily reports provide management with exceptions to the allowed pCard charges, however the responsibility for these charges are more appropriately managed by the pCard approver.

Example:  While approving a pCard charge, the pCard approver will approve a variety of charges.  When the original charge is uploaded into the module and delineated by index, a default account code is inserted on every entry.  The approver is instructed to change the default to an appropriate account code (one that denotes the type of charge).  Daily ‘kick’ reports alert the Controller’s Office to correct the inappropriate account code.  
http://www.fau.edu/controller/accounts_payable/pdfs/pCard_Disallowed_Capitalized_Account_Codes.pdf 
Allowable Expenditure Form  (to be used as a guide as to what is allowable for the index you post to): 

http://www.fau.edu/controller/accounts_payable/allow_expenditures.php 
State Sales Tax and Daily Florida Rate:  Audits of hotel fees are done on a daily basis. The pCard may only be used for single occupancy rooms and tax exemptions must be applied to Florida hotel charges.  Before approving the charges, the pCardholder must ensure that sales tax was not applied to Florida hotels and daily hotel room rates did not exceed $200/night in Florida.  If exemption is necessary, justification must be forwarded to the Controller’s Office.  If personal items are used at the hotel, a separate invoice must be transacted - commingling of charges is not allowed. 
Example:  When approving hotel charges, the pCard Approver must authorize that the $200/per night in Florida is applied to hotel charge or justification was rendered to the Controller’s Office.  If hotel charge is denoted in Florida, state exemption must be applied.  If tax has been assessed on the bill, the pCard Approver must make every effort to have credit applied to the account.  Additionally, the approver must review the charge and ascertain whether personal expenses were included in the bill.  If personal charges, i.e., bar tab, room service or video rental, were charged on the single pCard invoice, they must initiate employee repayment of these charges.  

Overpayment of Car Rental:  The state contract requires the rental of a compact car (Class B or less), or a justification, signed by the traveler, of the necessity for a larger vehicle. We recommend reservations be made with a pre-approved voucher issued from the travel office. 

Example: The pCard Approver is responsible for auditing the state contracted rates on the receipt.  If pCardholder rents a vehicle using an out- of- contract rate, the pCard approver should contact the Controller’s Office to have clerk negotiate the rate difference with the agency or in some instances initiate employee repayment .  Often the overage is not detected until daily audits reports are run in the Controller’s Office.
Use of Flight Protection Insurance, Transponders,  Absence of TAR:  These criteria are all related to travel.  Specific guidelines are outlined in:

http://www.fau.edu/controller/travel/travel_p_p.php
Example:  When approving pCard charges, the pCard Approver must review all charges to ensure that charges adhere to the guidelines in the Travel Policy and Procedures Manual.  When charges are deemed not liable to FAU, e.g., use of flight protection insurance or the rental of vehicle transponders, the pCard Approver must initiate employee repayment.  If a TAR has not been initiated for the traveler, the pCard Approver should alert the TAR manager for compliance.  
