CITY OF MADISON

INTER-DEPARTMENTAL
CORRESPONDENCE
APPROVER:
      

TODAY’S DATE:

04/08/2010


P-CARD NAME:
      

STATEMENT DATE:

     


DEPARTMENT:
      

SUBJECT:
Purchasing Card Transactions - Follow-Up Required
Please review the attached and provide explanation and/or correct your purchasing procedures.

Provide an explanation, justification, or attachments to:

      
 in CCB - Rm. 406 by       
 
NAME
DATE

Contact the Vendor for Credit if Appropriate for the Following
 FORMCHECKBOX 

Sales tax was charged. 


The City is Tax Exempt - Check your receipt before leaving the store. To get the tax credited back to your p-card, first try by a phone call; if not successful, have it credited on your next visit to the vendor. If the vendor continues to charge sales tax, let them know that you will NOT USE THEM IN THE FUTURE.
 FORMCHECKBOX 

Multiple charges on the same day to the same vendor (Serial Purchasing) - Contact Purchasing staff

· Splitting order to stay within “single transaction limit”

· Duplicate charges by vendor

 FORMCHECKBOX 

The store/vendor seems inappropriate — cafe/restaurant, computer store . . .
· Travel meals must not be charged on P-Card

· Computer purchases should be approved by Information Services staff

 FORMCHECKBOX 

Itemized Receipts not Attached or Missing - Contact Merchant/Supplier:       


· Hotel, Registration Receipts

· On-line orders - Confirmation Notice

 FORMCHECKBOX 

Other
	     


Purchasing Card Needs Approval

 FORMCHECKBOX 

The purchasing card statement submitted to the Comptroller’s Office for booking was not finalized and needs agency approval.

Consequences of Failure to Comply with Purchasing Card Policies and Procedures

Any misuse of the card or other failure to comply with these procedures could result in the following cardholder consequences: REVOCATION OF CARD AND/OR DISCIPLINARY MEASURES, AS APPROPRIATE
I have reviewed and approved these charges:






APPROVER
DATE

SIGNED COPY NEEDS TO BE RETURNED TO COMPTROLLER’S OFFICE, CCB - RM 406
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