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Mandatory Monthly Audit Reports 
and Certification



Agenda
 Audit Reports

 Mandatory Monthly
 Additional Reports to Ensure Compliance
 13 Month Card Spend Analysis

 Compliance Certification
 Demo Works Report
 Demo Visa IntelliLink Reports
 LaGov Agencies Reconciliation

 Mapper Report
 Batching



Visa IntelliLink Update
 Visa IntelliLink

 Now requires Multi-Factor Authentication



Mandatory Monthly
 Visa IntelliLink

 Rules
 Activity in Closed/Suspended  Accounts 

 Any transactions that were made against a closed account
 Confirm 

 Transaction if not a fraudulent Charge
 Vendor does not have card on file

 Prior to relinquishing card – cardholder must contact all vendors whom 
they have the card on file with to maker sure that the vendor removes the 
account.

 Purchase may have been made but not posted till after the card 
was cancelled
 Run Card Maintenance Log to confirm date card closed and 

compare to the post date of the transaction
 Airline Incidentals

 Confirm that the agency has an exemption of file for any 
transactions that appear in this report for anything not allowed by 
policy
 Address with cardholder if there is no approval



Mandatory Monthly
 Visa IntelliLink

 Rules
 Hotel Incidentals

 Address with cardholder any transactions that appear in this report that 
are not for lodging or meeting rooms

 Non-Contracted Car Rental
 Address transactions with cardholders for vehicle rental outside of Hertz, 

Enterprise or  National
 Single Transaction Limit Exceeding $5,000.00

 Confirm that the agency has an approval from OST for transactions 
appearing in this report, if not address with cardholder as to why they did 
not get approval

 Confirm Spend Control Profile is set properly
 Reports

 Sales by Line Item
 Only populates information when the vendor reports third level data 

which is a description of the item purchased.
 Review for anything that does not appear to be for official state business 

and/or is not allowed by the statewide policy or your agency and address 
with the cardholder



Mandatory Monthly
 Visa IntelliLink

 If there is “No Records Available



Mandatory Monthly
 If data appears 

 Export File 
 Format as table – will allow you to edit and remove unnecessary 

columns
 Place curser first cell data appears

 Click Ctr+shift+end
 Click Format as Table
 Select your format 



Mandatory Monthly



Mandatory Monthly
 Works

 Decline Report 
 List the reason a transaction has declined

 the cardholder’s monthly or single-purchase spending limit 
was exceeded

 the vendor is categorized under a Merchant Category Code 
(MCC)—sometimes called Standard Industry Code (SIC)—
that the state has blocked to help prevent misuse

 Cardholder entered incorrect PIN
 Card not activated
 Account closed
 Potential Fraud

 Address with cardholder  and document files
 Question when a cardholder allows the vendor to continue to 

run the card after the first decline



Mandatory Monthly
 Works

 Decline Report 



Mandatory Reports
 Works

 Card Status
 List cardholder
 Should move from the Available Column to the Selected 

Column
 Card Profile Permitted MCC Groups and Card Profile 

Prohibited MCC Groups
 Confirm “Use Standard Groups” is not included in either 

field
 Confirm that Profile name matches the restrictions on the 

Spend Control Profile 
 Can not be saved as a template or scheduled

 Will provide false data



Mandatory Reports
 Works

 Card Status



Mandatory Reports
 Works

 Single Transaction Limit Audit aka Split Purchase
 Transactions exceeding the cardholder’s single transaction 

limit
 Address with cardholder why they  made a purchase over their 

single transaction limit.



Mandatory Reports
 Works

 Single Transaction Limit Audit aka Split Purchase

Accountholder Account ID Vendor Name MCC Date Purchased
Transaction 
Count

Amount 
Total

Spend Control 
Profile Single TXN 
Limit

Cardholder 1 xxxx FEDEX90359030 4215 5/10/2023 1 $60,195.22 $10,000.00 
Cardholder 2 xxxx FEDEX90850810 4215 5/27/2023 1 $50,804.71 $10,000.00 
Cardholder 3 xxxx FSP PIGEON CATERING & EVE 5811 5/4/2023 3 $8,242.05 $5,000.00 
Cardholder 4 xxxx UNIV OF NEBR EVENT REGIST 8220 5/23/2023 2 $7,875.00 $5,000.00 
Cardholder 5 xxxx TST  Park Bistro 5812 5/19/2023 4 $7,555.74 $5,000.00 
Cardholder 6 xxxx Elsevier Inc. 5192 5/25/2023 2 $7,320.00 $5,000.00 
Cardholder 7 xxxx UNTD RNTLS 180214 7394 5/8/2023 1 $2,728.00 $1.00 
Cardholder 8 xxxx HOMEDEPOT.COM 5200 5/12/2023 3 $2,650.71 $1.00 
Cardholder 9 xxxx SANOFI PASTEUR INC 5122 5/15/2023 1 $2,638.97 $1.00 
Cardholder 10 xxxx STAPLS0209234986000001 5111 5/27/2023 1 $2,616.66 $1.00 
Cardholder 11 xxxx TST  Bretts Casual Ameri 5812 5/18/2023 1 $2,607.80 $1.00 
Cardholder 12 xxxx SCHOOL NUTRITION ASSOC 8699 5/25/2023 1 $2,584.00 $1.00 



Mandatory Reports
 Works

 Save as Template



Mandatory Reports
 Works

 Schedule Reports



Additional Reports to Assist with 
Compliance – Visa IntelliLink

 Holiday Purchase Activity
 Restricted MCCs
 Gift Card (Potential)
 Apple Transactions (Potential)
 Online Merchants
 First Class Airfare
 Food  and Alcohol
 Direct Marketing
 Clothing
 Fuel Purchases, High Grade
 Transactions form a Single Cardholder with A Single Merchant
 Contracted Card Rental Company Rule
 Fuel Type Summary
 Premium Class Airfare Report
 Spend by Top 50 Merchants
 Spend Summary By Merchant Code Report
 Transactions within $5.00  of a Single Transaction Limit of:

 $500.00, $1000.00, $1500.00$2000.0, $2500.00, $3000.00, $5000.00



Additional Reports to Assist with 
Compliance – Works

 Audit

 Org

 Spend



Mandatory Monthly Certification
 Certify that

 Reports were ran
 All findings listed in the report were addressed

 Documenting showing  the finding was addressed, including 
the response

 Maintain documentation on file
 Copy of reports
 Responses from cardholders and/or approver



Monthly Mandatory Certification



Monthly Mandatory Certification



Monthly Mandatory Certification



Monthly Mandatory Certification



Monthly Mandatory Certification



Monthly Mandatory Certification



Monthly Mandatory Certification



Monthly Mandatory Certification



13 Month Card Spend Analysis
 Assist with mandatory annual review

 List cardholders
 Last time card was used

 Deactivate if not used in 

 Current credit limit
 Spend Control Profile
 # of months with spend
 Maximum % of spend used
 Average % of spend used
 Monthly Spend



13 Month Card Spend Analysis



Billing Cycle Purchase Log
 Must be ran in PDF
 Include all transaction in billing cycle
 Electronically signed off on by both the cardholder 

and the approver.



LaGov Agency Mapper File
 Reconcile against Monthly Statement

 Remove Payments
 Identified in Vendor column as Payment – Thank You

 Batch Transactions
 Check for any Pending for Previous Billing Cycle/Post 

Date
 Sweep if necessary (right before batching)

 Ready to Batch 
 Billing Cycle/Post Date
 DO NOT INCLUDE PAYMENTS



State Travel Website

Travel.LA.Gov

http://www.doa.la.gov/doa/ost/


State Travel Website
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