
CREDIT CARD OVERSIGHT PROGRAM
Since the Credit Card Program involves delegation of procurement authority to non-procurement personnel, proper controls are essential to ensure that the program’s integrity is maintained.  Therefore, Procurement and Property Management (PPM) will conduct monthly oversight activities of credit card transactions to determine compliance with Laboratory policies and procedures. 
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	Objectives:

The following objectives have been established for monthly oversight activities:

1. To determine if cardholders are in compliance with established policies and procedures

2. To determine if the credit card transactions reviewed are allowable in accordance with the DOE Prime Contract and applicable cost principles.
3. To identify Department/Division internal procedures that implement best commercial practices for managing the credit card program and publicize these procedures for consideration by other Departments/Divisions.
Scope:

The Credit Card Program Administrator (PA) will conduct oversight reviews monthly. 

Based on the objectives outlined above, the PA will conduct each oversight review by

· Reviewing a statistical sample of credit card transactions from the prior month.

· Reviewing all credit card transactions made by 5 different selected credit cardholders during the prior month.

· Reviewing a report of all transactions for the prior month sorted by vendor with a secondary sort by cardholder.

In performing this function to the extent applicable, the PA will consider the following:

· Reliability & Integrity of Information

· Compliance with Policies and Procedures

· Safeguarding of Assets

· Economical and Efficient Use of Resources

· Accomplishment of the Credit Card Program’s Established Objectives and Goals

The PA will also conduct semi-annual oversight of approving official reviews by selecting five approving officials and reviewing a sample of statements reviewed.

Review Procedure:

Random Transaction Sample

1. Select a sample of transactions from the prior month for testing using random selection software.

2. For each sample selection produced by the application, examine and/or document the following:

A. A copy of the purchase specific documentation used to reconcile the monthly statement (invoice, packing slip, etc.)

B. Whether the order was for a non-stock or out-of-stock commodity item not on the list of restricted items.

C. That the cardholder had the authority to charge the project/activity used for the purchase.

D. That the cost for the item is allowable under BNL’s DOE prime contract.

E. Whether a fair and reasonable price was obtained.

F. Whether the purchase was exempt from Sales Tax.

G. Whether the purchase was from a small, small disadvantaged, woman owned small business, HUBZone business or veteran owned small business.

H. Whether the item qualified under BNL’s policy as an environmentally preferable or recycled product.

I. Whether the documentation provides support that the item was actually received.

J. If the item was returned or any adjustment was made to the charge, a copy of all relevant documentation, including a copy of the credit issued.


Cardholder Transaction Review

1. Select 5 cardholders at random. This selection will include cardholders who have not followed procedures as shown in prior reviews.

2. For each cardholder selected, examine and/or document the following:

A. Monthly statement received from ChaseBank

B. A copy of the purchase specific documentation for every transaction used to reconcile the monthly statement (invoice, packing slip, etc.)

C. Whether the cardholder properly and timely reconciled the monthly statement.

D. Whether each transaction was for a non-stock or out-of-stock commodity item not on the list of restricted items.

E. Whether the cardholder split purchases into multiple transactions to keep an individual transaction within the single purchase limit of the card.

F. That the cardholder had the authority to charge the project/activity used for each purchase.

G. That the cost for each item is allowable under BNL’s DOE prime contract.

H. Whether a fair and reasonable price was obtained for each transaction.

I. Whether each purchase was exempt from Sales Tax.

J. Whether the cardholder made purchases from a small, small disadvantaged, woman owned small business, HUBZone business or veteran owned small business.

K. Whether any of the items purchased qualified under BNL’s policy as an environmentally preferable or recycled product.

L. Whether the documentation provides support that the item was actually received.

M. If any item was returned or any adjustment was made to the charge, a copy of all relevant documentation, including a copy of the credit issued.

N. Whether there is evidence that the approving official reviewed and approved the statement.

Vendor/Cardholder Review

1.
Obtain a report of all transactions for the prior month sorted by vendor with a secondary sort by cardholder.

2.
Review the report to identify vendors where purchases could be suspect, i.e., of a personal nature unallowable, or on the restricted list.

3.
For each identified vendor, examine and/or document the following for every transaction:

A. A copy of the purchase specific documentation for every transaction (invoice, packing slip, etc.)

B. Whether each transaction was for a non-stock or out-of-stock commodity item not on the list of restricted items.

C. Whether the cardholder split purchases into multiple transactions to keep an individual transaction within the single purchase limit of the card.

D. That the cost for each item is allowable under BNL’s DOE prime contract.

Approving Official Review (Semi-annual)

Select two approving officials and review their approval process to ensure that they focused on the following:

A. Each transaction was necessary and appropriate for the cardholder’s job responsibilities.

B. Each transaction was in accordance with the cardholder’s pre-approval authorization.

C. Required supporting documentation is provided.

D. Items were actually received.

E. Prices paid were reasonable.

F. Items were allowable and not prohibited from purchase with a credit card.

G. Transactions were not deliberately split into multiple transactions to keep within the individual transaction limit of the card.

H. New York State sales tax was not paid.

I. Returns/adjustments are properly documented and credited.

J. Dispute form is filed with the bank (if applicable).
All Reviews

Look for the following when conducting all types of reviews:

A. Individual cardholders are safeguarding their cards and account numbers and not permitting other individuals to use their cards.

B. Cardholders who transfer positions within the Laboratory or terminate employment have notified the Program Administrator.

C. Departments/Divisions  have established appropriate internal procedures for managing the credit card program using best commercial practices.
Reporting and Closure:

After completion of the above reviews each month, perform the following activities:

1. Summarize activities conducted and any findings or observations.

2. Evaluate the sample results to identify any questioned costs.

3. Complete work papers as need and submit work papers to supervisor for review.

4. Discuss findings with the cardholders’ supervisors and Department/Division administrators, and PPM management as required.

5. Prepare a detailed report.

6. Issue the monthly report to supervisor, PPM manager, the ALD for Finance & Administration, and Internal Audit.

7. Prepare “lessons learned” and distribute to all cardholders, department/division administrators and Level II Managers.

8. The PPM manager will take actions commensurate with acts of non-compliance, if any, in accordance with the Interim Procedure.
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