
Purchasing Card Compliance Implementation 1/11/2016
Future state – Warning/revocation process 
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Identify 
infraction 

through audit 
or monitoring.

Log findings 
into master 

tracking file in 
Excel

Send warning 
notification via 

email

Receive copy 
of warning 

notification via 
email

Receive 
warning 

notification via 
email

end

Receive 
revocation 

notification via 
email

Receive copy 
of revocation 

notification via 
email

Send revocation 
notification via email

Log & link 
notification 

email in Excel 
master 

tracking file on 
n:drive

Deactivate 
card(s) in 

Access 
Online (US 
Bank tool)

DRAFT

Has the cardholder 
received a warning 
email previously?

Prepare warning 
(1st infraction) 

notification email

Prepare revocation 
(2nd infraction) 

notification email in 
Controller email 
service account

NO

YES

Receive copy 
of revocation 

notification via 
email

Receive copy 
of warning 

notification via 
email

2) IDENTIFY ACTION 3) PREPARE & SEND NOTIFICATION 4) CLOSE CARD(S)
(if applicable)

5) DOCUMENT NOTIFICATIONPROCESS 
STEPS:

1) ID INFRACTION
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