	Purchasing Card Procedure Manual
	Checklist
The manual is developed by agency management to establish the scope and manage the risk of the program.  It also serves as a reference and training tool for employees with program responsibility.  An effective procedure manual provides step by step instructions for the management and operations of the program and serves as a guide for employees assigned responsibility under the program.  We recommend screen shots from any software being used to demonstrate procedures.  
Section III. A. 1.a) requires the agency to develop the internal policy governing the use of the P-Card including:
· Compliance with State P-Card Policy
· Provides for unique needs of the agency
· Responsibilities of agency P-Card Personnel and process for changes in personnel
· Criteria for obtaining P-Card
· Acceptable use of P-Card that cannot be less restrictive than State P-Card Policy
Internal Controls should be documented and sufficient to reasonably ensure compliane:
· Separation of duties
· Hierarchical review and approval of purchases
· Cardholder cannot approve his own transactions
· Provision for independent audit at least annually
Ensure the agency has sufficiently documented internal controls and audits to prevent and/or detect misuse or fraudulent use of the P-Card.
Provide definitions for terms specific to the program.  Policies and responsibilities should generally be separate from definitions.
Adopt forms for executing such things as approval and assignment P-Cards to simplify and ensure compliance with state and agency policy, and cross-reference them as appropriate in the procedure manual. 
State P-Card Policy, dated 9/9/21
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