


Failure to Keep Documentation (Applicable for all records prior to July 1, 2022) 
Each cardholder shall maintain a monthly Activity Log for recording each purchase or credit made with the 
Procurement Card. Acceptable documentation for each purchase or credit shall be kept with this log. Acceptable 
documentation is the itemized sales slip, cash register receipt or repair order and proof of delivery or receipt. Every 
transaction listed on the monthly bank statement must be reconciled with the required documentation. Should the 
review or audit of the Cardholder’s records show failure to maintain the required documentation, the following action 
may be taken: 

 
1st Occurrence Written warning to cardholder 
2nd Occurrence Card privileges will be suspended for 30 days 
3rd Occurrence Immediate loss of procurement card privileges 

 
Purchasing Prohibited Goods or Services: 
Each cardholder will receive instructions to review the State’s Procurement Card Policies Handbook as well as TU’s 
Procurement Card Policies. In addition, purchases that are restricted or prohibited are reviewed during mandatory 




