
Appendix “A” – Specific Changes to Section 18.2 
 
 
 
18.2  Program Administration, Audit and Monthly Reconciliation  
 

a.  Oversight and administration of the Purchasing Card program is the responsibility of Financial 
Services and a Program Administrator has been identified in this area. The Program 
Administrator will maintain a master list of all Purchasing Cards and their limits. In addition, the 
Program Administrator will establish reporting mechanisms for monthly reconciliation of accounts.  

b. All transactions are subject to review by internal and/or external audit groups. Quarterly reviews 
to ensure compliance with the Procurement of Goods and Services Policy will be performed by 
the Manager of Purchasing and Supply. Periodic reviews to ensure compliance with other 
approved Council by-laws and policies will be performed by Financial Services. All serious 
compliance issues will be reported to the Managing Director, Corporate Services and City 
Treasurer, Chief Financial Officer and Internal Auditor. Less significant compliance issues will be 
directed to the cardholder’s supervisor/manager. A record of all compliance issues will be 
maintained by the Program Administrator.  

c. All requests for Purchasing Cards, maintenance forms and other documents are to be submitted 
to the Program Administrator for review and processing.  Cardholder or cardholder 
representatives are not permitted to submit forms directly to the bank. All original cardholder 
agreements and other cardholder maintenance forms are to be maintained by the Program 
Administrator.  

d. Payment will automatically be withdrawn from the General Operating Bank Account following the 
monthly statement date. If individual cards have not been reconciled and approved for payment 
by the deadline each month, expenditures will be charged directly to the default cost center 
attached to the card. Service Area representatives are responsible to ensure that the statement is 
submitted and the expenditures are allocated to the correct general ledger accounts.  

e. Reconciled and authorized monthly statements are to be submitted to Corporate Finance no later 
than the last working day of the month. Each transaction must include an explanation or purpose 
of the expenditure.  

f. Cardholders shall provide original detailed and itemized receipts for each transaction with the 
monthly cardholder statement. If circumstances arise where a detailed receipt cannot be 
obtained, a Declaration Form may be submitted in place of a detailed receipt. Declaration Form 
limits and procedures shall be determined by the Managing Director, Corporate Services and City 
Treasurer, Chief Financial Officer or delegate.  


