Purchasing Card Transaction Documentation Checklist
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	Invoices – verify that each line item contains the following.  Refer to Documentation Requirements on reverse side for documentation required for common transactions.

	Transaction date
	X
	X

	Merchant name
	X
	X

	Line Item Details of Purchase – if items are for resale, so indicate
	X
	X

	Business purpose if not obvious from description
	X
	X

	Contract number if >= $25,000 without bid process
	X
	X

	Transaction amount
	X
	X

	Comments in Works or Team Georgia Marketplace™ – enter comments and upload documentation if using Team Georgia Marketplace™.

	1. Signoff by Cardholder
	X
	

	Signoff by Approving Official
	
	X

	Monthly Billing Statements – verify that Cardholders and Approving Officials have signed off on all transactions and that total balances with billing statement.

	1. Timely allocation to the General Ledger
	Accounts Payable


Other Procurement RequirementsThe table at the right shows required monthly activities for Cardholders and Supervisors/Approving Officials.  Documentation requirements for specific types of transactions are shown on the reverse page.  For further assistance with documentation requirements, contact your Accounts Payable unit to determine appropriate documentation.

Cardholders must signoff and/or submit documentation to their Approving Official no later than ________________.

Approving Officials must signoff and/or submit reconciliation package to Accounting no later than ________________.













Transactions >= $5,000
Single purchase totaling between $5,000 and $25,000
a. Appropriate invoice/receipt
b. Approval from State Purchasing Division to exceed $5,000 if purchase is not from an SWC
c. Ask Card Program Administrator to increase STL – do not split into multiple transactions
Emergency purchases >= $25,000
d. Appropriate invoice/receipt
e. Emergency Justification – filed with State Purchasing Division within five business days
f. After-the-fact approval from State Purchasing Division to exceed $5,000
Sole Source / Sole Brand >= $25,000
g. Appropriate invoice/receipt
h. Prior approval from State Purchasing Division to exceed $5,000
All official SPD forms are on the SPD web site at http://doas.ga.gov/state-purchasing/seven-stages-of-procurement.  Click on the appropriate stage at the bottom of the page.
Transactions >= $25,000 must have documentation of bid process as well as prior approval from the State Purchasing Division unless from a Statewide Contract supplier.


1. Supplies & materials:  Cash register receipt or invoice showing, for each item purchased:
1. Transaction date
1. Merchant name
1. Line Item Quantity
1. Line Item Description
1. Line Item Unit price
1. Line Item Total
1. Total amount of charge (must equal amount shown on monthly billing statement)
1. No tax charged
Dues & Subscriptions:  Order form or renewal form showing:
1. Name of publication
1. How long subscription is for
1. Name of employee for whom paid
1. Relevance to job duties, if not obvious from the title
Group Meals – as defined by State Accounting Office Travel Regulations for State employees
a. Prior written authorization from Department Head
b. Roster signed by all attendees
c. Copy of meeting agenda
d. Invoice showing
e. Description of meal
f. Unit cost of each meal
g. Total cost of purchase
h. No tax charged
Monthly Statements / Multiple Invoices:
i. Copy of merchant/vendor statement
j. Appropriate invoice(s) as described above
k. Adding machine tape attached showing that total of individual invoices balances with total of statement
Airline Tickets – invoice/itinerary showing:
1. Total cost
1. Name of passenger(s)
1. Dates of travel
Origination and destination points
Printing/advertising:
1. Copy of invoice showing:
1. Date of invoice
1. Merchant/printer name
1. Quantity
1. Description of what was printed
1. Unit price
1. Total line item amount
1. Total amount of charge (must equal amount shown on monthly billing statement)
1. No tax charged
1. Copy of advertisement, brochure, or other printed document
Freight charges:
l. Package Delivery –  invoice or receipt showing sender, recipient, amount of charge
m. Over-the-road freight carrier
i. Origination point
ii. Destination point
iii. What was shipped
iv. Amount of charge (must equal amount shown on monthly billing statement)
Conference/training registrations – In addition to the invoice, official brochure or registration form showing:
n. Name of company or sponsoring organization
o. Dates of the conference/training/seminar
p. Agenda showing topics covered
q. Name of attendee(s) and their job titles
r. Relevance to job duties if not obvious
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