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Internal Audit Department

FREQUENTLY ASKED QUESTIONS

Surprise Credit Card Reviews
	Why is Internal Auditing conducting Surprise Credit Card Reviews?

	
	The CU Internal Audit Department conducts Surprise Credit Card reviews in cooperation with Creighton University’s Purchasing Director and the University’s Vice Presidents. Due to the large volume of transactions, department authority and potential risk to the University, the Internal Audit Department assists the Purchasing Department to monitor compliance with applicable University policies, provide assurance that controls over the VISA purchasing card program are functioning as intended, and that expenditures are appropriate.  


	What is the difference between a credit card review and an audit?

	
	A credit card review is performed primarily to determine if the custodian is in compliance with specific University policies at a particular point in time.  An audit is a lengthy formal process that examines and verifies documentation relating to a unit’s financial accounts, operations, and internal processes.

	Where does the Internal Audit Department obtain its authority?



	
	The authorization for the review is Creighton University Purchasing Policy Section 6.2 Credit Cards – Small Dollar Purchasing, IV. F., which states, “The University Internal Audit Department will periodically perform audits of selected departmental records to ensure compliance with these policies.  In addition, the Internal Audit Department Charter provides Internal Audit with full and unrestricted access to all Creighton University activities, records, properties and personnel. 

	Who will be contacted during and after the review?

	
	The review process involves contact with the 1) Credit Card Custodian, 2) the Purchasing Department, and 3) on occasion the Controller’s Office. After the review is completed, a report is issued to the Purchasing Department Credit Card Coordinator with copies to the Director of Purchasing, the Custodian of the card, the Custodian’s supervisor, Creighton University’s external auditors, the Vice President of the area and the University President. 

	What is the objective of the review?

	
	The primary objective of the review is to determine if the credit card custodian with respect to the card under review is in compliance with CU Purchasing Policy Section 6.2, Credit Cards – Small Dollar Purchasing and related CU policies and procedures. 

	What is the scope of the Credit Card Review

	
	Surprise Credit Card Reviews are performed in accordance with the International Standards for the Professional Practice of Internal Auditing promulgated by the Internal Auditing Standards Board of the Institute of Internal Auditors, Inc.  The scope of the review will normally encompass the three most recent months of completed credit card activity. 

	Who will perform the review?

	
	A member in the Creighton University Internal Audit Department will conduct the review.  Most Surprise Credit Card Reviews are completed on-site in approximately 90 minutes.   

	How was the custodian selected for review?

	
	Custodians can be selected in multiple ways, 1) risk based approach, 2) random selection process, 3) Purchasing Department recommendation, or 4) Controller’s Office recommendation. 

	Who is responsible for taking corrective actions as outlined in the Credit Card Surprise Review report?

	
	The final decision regarding the implementation of the recommendations in the report to ensure compliance with Creighton University policies, procedures and processes is the responsibility of Purchasing and the department’s management. 

	What are typical items Internal Audit will look at during the review?

	
	· Was the Credit Card Disbursement Log completed and maintained in the department? 
· Was adequate documentation retained? 
· Was physical security of the credit card adequate?
· Was the credit card statement reconciled each month?
· Was the monthly credit card reconciliation reviewed by the department head/supervisor? 

· Was the credit card agreement completed?  

· Did any credit card transactions involve a restricted item?

· Did all credit card transactions relate to University business?

· Was any credit card transaction coded to an incorrect account?
· Were Monthly statements paid timely, included finance charges, late fees, etc.?
· Did monthly statement included sales tax charges? 
· Was the Credit Card Disbursement Authorization Form completed accurately?
· Did the Credit Card Disbursement Authorization Form include the appropriate approvals?



If you have any questions or comments please contact T. Paul Tomoser, Internal Audit Director, 280.3026, ptomoser@creighton.edu, or Tom Pfeifler, Senior Auditor, 280.3255, tompfeifler@creighton.edu.
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