Okaloosa County School District
Finance Department

Internal Funds Purchasing Card – Monthly Statement Review
	School:
	     

	Month/Year:
	     

	


	Does every transaction on the Visa statement have a corresponding Check Requisition/ Transfer Form and Original Receipt?  Has every Check Requisition/Transfer Form been processed and signed by the Principal, Sponsor, and Bookkeeper?  
	Yes   FORMCHECKBOX 

	No   FORMCHECKBOX 


	Check all receipts for the following items.  If found, mark “Yes” and flag receipts.  Otherwise, mark “No.”

	Alcohol or Tobacco Products
	Yes   FORMCHECKBOX 

	No   FORMCHECKBOX 


	Gifts or anything for employee recognition
	Yes   FORMCHECKBOX 

	No   FORMCHECKBOX 


	Gift Cards, Pre-Paid Credit Cards, Cash Advances, or Money Orders
	Yes   FORMCHECKBOX 

	No   FORMCHECKBOX 


	Purchases of single items with a value of $1,000 or more
	Yes   FORMCHECKBOX 

	No   FORMCHECKBOX 


	Receipts marked “Cash Back”
	Yes   FORMCHECKBOX 

	No   FORMCHECKBOX 


	Service or Maintenance Agreements
	Yes   FORMCHECKBOX 

	No   FORMCHECKBOX 


	Services of any type
	Yes   FORMCHECKBOX 

	No   FORMCHECKBOX 


	Technology Purchases
	Yes   FORMCHECKBOX 

	No   FORMCHECKBOX 


	Purchases made during holiday breaks
	Yes   FORMCHECKBOX 

	No   FORMCHECKBOX 


	Look for receipts that include sales tax.  
	
	

	Do any receipts include sales tax?
	Yes   FORMCHECKBOX 

	No   FORMCHECKBOX 


	If yes, was Check Requisition/Transfer Form marked “For Resale”?  

     (If sales tax paid and not marked “for resale,” flag receipts.)
	Yes   FORMCHECKBOX 

	No   FORMCHECKBOX 


	Look for receipts related to travel.
	
	

	Do any receipts include Travel Reimbursement?
	Yes   FORMCHECKBOX 

	No   FORMCHECKBOX 


	Are TDE and/or Travel Reimbursement forms included?  (If no, flag receipts.)
	Yes   FORMCHECKBOX 

	No   FORMCHECKBOX 


	If you have any concerns, please note below.
	
	


Notes:
	     

	     


	Reviewed By: 
(Must be completed by an employee designated by principal.  Designee may not be the bookkeeper.)
	
	Approved By Principal:

	
	
	

	     
	
	     

	
	
	

	Date:       
	
	Date:       
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