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individual who processed the voucher is no longer with DMS. If Procard receipts are not
retained and documented on the Procard transaction log, then there is an increased risk of
misuse of UT Austin property and a loss of funds.

Section 7.8.B of UT Austin’s Handbook of Business Procedures states, “A Procard is
issued to an individual employee who has sole responsibility for the control and use of
the card. The cardholder must keep all receipts or documentation for any purchases made
and is responsible for verifying that all transactions listed on bank statements are valid
and accurate.”

Recommendation 3: Management should ensure that all Procard transactions are
logged and proper supporting documentation is kept on file.

Management’s Response and Corrective Action Plan: DMS Finance will
manage the DMS Procard program, including reviewing all transaction receipts
and managing all Procard payments and VP7 reconciliations. The DMS Finance
team will also communicate this corrective action plan to all the procard holders
to let them know that as a part of the reconciliation process, all receipts must be
properly logged and documentation must be kept on file to submit to Imaging.
DMS departmental Procard training is scheduled for August 2018 to ensure that
established processes and refreshed guidelines are communicated to all Procard
holders. All Procard holders are required to attend this training in order to keep
their Procards.

Responsible Person: Accountant II
Planned Implementation Date: September 1, 2018

Post Audit Review: Internal Audits will follow-up the second quarter of FY19.

CONCLUSION

Based on our review of DMS purchasing processes, Internal Audits concludes that DMS
is generally in compliance with the UT Austin’s purchasing policies and procedures.
However, three recommendations were made to improve compliance with UT Market
and Procard documentation policies.

In accordance with directives from The University of Texas System Board of Regents,
the Office of Internal Audits will perform follow-up procedures to confirm that audit
recommendations have been implemented.
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APPENDIX
Audit Issue Ranking

Audit issues are ranked according to the following definitions, consistent with UT
System Audit Office guidance. These determinations are based on overall risk to UT
System, UT Austin, and/or the individual college/school/unit if the issues are left
uncorrected. These audit issues and rankings are reported to UT System directly.

e Priority — A Priority Issue is an issue that, if not addressed immediately, has a high
probability to directly impact achievement of a strategic or important operational
objective of UT Austin or the UT System as a whole.

*  High — An issue that is considered to have a medium to high probability of adverse
effects to UT Austin either as a whole or to a significant college/school/unit level.

e Medium — An issue that is considered to have a low to medium probability of adverse
effects to UT Austin either as a whole or to a college/school/unit level.

e Low — An issue that is considered to have minimal probability of adverse effects to
UT Austin either as a whole or to a college/school/unit level. Issues with a ranking of
“Low” are reported verbally to the unit and are not included in the final report.
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