MW A Best Practice
Purchase Card Transactions Retention File

Transactions are approved in PCMS on the following screen. Print a copy of this screen before
saving. Staple this to the front of the AD700 followed by any receipts, confirmations, or any
other notes related to the purchase.
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@ Action Edit Block Field Record Query Card Transaction ‘Window Help =8 X
‘ Sawve | Print |Clear Form| Find | Insert | Remove | Clear Rec| Edit | List | Help |
Furchase Date  Merchant Name Merchant Address terchant City. State & Zip 15-APR-2004 -
| 04-07-2004 BROADSPIRE SER | pro-7120198  FL (33324
Agency Station  Accounting Code Account Description ObjectClass  Dist. Amount
=z | | 4013601993 IACCEPTED BY FFIS 2670 16.00  Madify
Tatal 16.00
Action: Approved - ltem Description: ST Y
Total Dust Analysis - ad Crtg
Date Received: 03-31-2004 995-99045 4 = .
amments
SF-281Cade: .
Comments: Prev Transaction
Tax D Number: -
MNext Transaction
Agency Ref. Number: |4'999'99045
Agency Station  Accounting Code Account Description ObjectClass  Dist. Amount
I | R 40136019399 IACCEPTED BY FFIS 2670 16.00
Tatal 16.00

i o

Enter value for &ccounting Classification Code - list of values available.
Fecord: 141 List of ¥ alues <0SC> |<DBG>

Once all transactions are reconciled, run the Cardholder Report in PCMS to include all
transactions that were just approved. Clip this report to the top of all transactions (the packages
from above) included on the report.

Transactions are then reconciled in CATS on the CC WIP Screen, which automatically updates
the Cardholder’s Purchase Log. Once all transactions have been updated, print the Credit Card
Purchase Log (see next page) from the reports button. This log includes all the Cardholder’s
purchases for a particular fiscal year.

File the PCMS Cardholder Reports with all attachments in a file set up per fiscal year, keeping
the most recent report in front. Then place the Credit Card Purchase Log report from CATS in
the front of that file. Replace with a current log each time transactions are reconciled.



Purchase Cardholders Purchase Log from CATS
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CREDIT CARD PURCHASE LOG
CARDHOLDER MAME: Lisa Gettinger
CC ORDER REQ NUMBER ORDER YENDOR DESCRIPTION TOTAL DATE APPROVE HREMARKS
HUMBER DATE COsT REC'D  DATE [NFC]
4-LGO000T 4-3601-915-15035 12/2/2003  Boize CD Label kit $25.42 12/3/2003 121672003
Cascade
Office
Products
4-LGO000YT 4-3601-915-15087 1/26/2004  Boize folderz and clips $12.09 1/27/2004 2042004
Cascade
Office
Products
4-LGO000s 4-3601-915-1506E 1/26/2004 IKM2 ’ Falders atd Pens 13772 1/28/2004 2042004
RCOrporate
4-LGO0003 4-3601-915-15049 1/6/2004  GSA Calendar Board $51.23 1142004 1/21/2004
Advantage
4-LGO0004 4-3601-915-15064 1/26/2004  Office Depot Enladen Clazzification $54.20 1/28/2004 2042004
olders
4-LEO000Z2 4-3601-915-15036 12/2/2003  Scooter Software Licensze $30.00 12/8/2003 121642003
Software
4-LGO0005 4-3601-915-15085 1/26/2004  Maintenance Space Heater $27.56  1./30/2004 2042004
W arehouse
4-L o000 4-3601-915-15113 2/25/2004  DIOSH Day O5HA Training 150,00 2/25/2004 3/3/2004
4-LGO00T5 4-3601-333-33046 33N/2004  Broadspire Columnbia 3_2004 $16.00 37312004 4/15/2004
[Farmnery 140G Study dust
MATLSCO) analysis
4-LGO0003 4-3601-999-39035 2/9/2004  Galzon tonitor Badges $575.00 2A0/2004 342004

Laboratories
4-LG000 3 4-3601-939-39042 3M11/2004  Ewvironments  Mould etc. sample F11E875  3A6/2004 37292004
I_M'ijcrobiology rnedia
a

4-LG00014 4-3601-933-93045 3/22/2004  Environmenta 32004 Columbia $305.00 3/23/2004 44272004
| Mizrabiclogy |40 Study bio
Lab zample analyzes

4-LGO00T0 4-3601-933-33043 AM2/2004  Environmenta $655.71 3452004 352242004
| Monitoring
Syzte

4-LGO00T 2 4-3601-999-99044 322004 Merchandize HIA Digital Wideo $37.80 3A5/2004 3/29/2004
Digtributors Tapes

4-LGO00TT 4-3601-999-39041 3A11/2004  SKC 180 Study Supplies $169.30  3A2/2004 3/22/2004
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CARDHOLDER TRANSACTION REPORT

15 APR 2004

Purchase Dt AC Merchant Name City ST ***Accounting Information ***
Amount Acctg ST Comments Description Dist Amount BOC Accounting

07 Apr 2004 A Broadspire Services Inc 310-7120198 FL $16.00 2670 4013601999
$16.00 P Total Dust Analysis — 999 —

99046



CARDHOLDER NAME:

Lisa Gettinger

CREDIT CARD PURCHASE LOG

CC ORDER REQ NUMBER ORDER VENDOR DESCRIPTION  TOTAL DATE APPROVE  REMARKS

NUMBER DATE COST _REC'D DATE (NFC)

4-LGOO001  4-36Q1-915-15035 12/2/03 Boise CD Label Kit  $25.42 12/3/03  12/16/03
Cascade
Office
Products

4-1.G00007 4-3601-915-15067  1/26/04 Boise Folders, clips  $12.09 1/27/04  2/10/04
Cascade
Office
Products

4-1.G00006 4-3601-915-15066  1/26/04 KM2 Folders, Pens  $137.72 1/28/04  2/10/04
Incorporated

4-LGOO0O03  4-3601-915-15049  1/6/04 GSA Calendar Board $51.23 1/14/04  1/21/04
Advantage

4-1.G00004 4-3601-915-15064  1/26/04 Office Depot Green Class $54.20 1/28/04  2/10/04

Folders
4-L.GO0002 4-3601-915-15036  12/2/03 Scooter Software License $30.00 12/8/03  12/16/03
Software

4-L.GO0005 4-3601-915-15065  1/26/04 Maintenance Space Heater $27.56 1/30/04  2/10/04
Warehouse

4-1.G00009 4-3601-915-15113  2/25/04 DIOSH Day OSHATraining  $150.00 2/25/04  3/8/04

4-L.GOO0015 4-3601-999-99046  3/31/04 Broadspire Columbia 3-2004 $16.00 3/31/04  4/15/04
(formerly IAQ Study dust
NATLSCO) analysis

4-LGOO0O08  4-3601-999-99035  2/9/04 Galson Monitor Badges $575.00 2/10/04  3/4/04
Laboratories

4-1.G00013 4-3601-999-99042  3/11/04 Environmenta  Mold etc. sample $118.75 3/16/04  3/29004
| Microbiology media
Lab

4-LGOO0014 4-3601-999-99045  3/22/04 Environmenta  3-2004 Columbia $305.00 3/23/04  4/12/04
| Microbiology IAQ Study bio
Lab sample analyses

4-1.G00010 4-3601-999-99043  3/12/04 Environmenta $655.71 3/15/04  3/22/04
I Monitoring
Syste

4-1.G00012 4-3601-999-99044  3/12/04 Merchandise HI8 Digital Video $37.80 3/15/04  3/29/04
Distributors Tapes

4-1.G00011 4-3601-999-99041  3/11//04 SKC IAQ Study $169.30 3/12/04  3/2004

Supplies



