April    , 2004
MEMORANDUM

To:
Dean _______________ or Vice President _____________________
From:

Procurement Card Program Administrator

Subject:
NEW REQUIRED PROCEDURE – 


Certification of Supervisory Review of Procurement Cards

In response to President Hrabowski’s April 5, 2004 message to the campus concerning Audit Issues, I am providing you with a certification form as an additional departmental procedure to help ensure timely and adequate Procurement card (“P-card”) supervisory reviews.  This new quarterly procedure is being implemented to address the poor performance of many of our departments in complying with P-Card program policies and procedures and to minimize the possibility of repeat Legislative Audit Report items in the future.
The new procedure is as follows:

1. Each Dean and Vice President is to obtain a quarterly certification from all P-Card supervisors under your authority.  See the attached quarterly certification form for the suggested format (Exhibit l).

2. Each Dean and Vice President must confirm receipt of all supervisor certifications by notifying the Procurement Card Program Administrator (“PCPA”) within one week of receipt.  If a supervisor does not provide a certification statement as required, please notify me so a temporary suspension can be placed on the applicable card(s).  See the attached quarterly certification form by Dean or Vice President  for the suggested format for this process (Exhibit 2).

For additional information or clarification of supervisory and Dean/V.P. responsibilities, please consult the P-Card User’s Guide on the Department of Procurement’s web site.  (Sections 5.6 and 5.7).  Your cooperation with regard to this new procedure is appreciated.  If you have any questions, please feel free to contact Procurement at x52273.
CC:  Dr. Freeman Hrabowski
