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RBS – Audit Check List
Explanation:  All owners of a RBS Purchasing card will receive one audit per year on their card, this checklist outlines what the Card Holder must collate and present during the audit. The purpose of the audit is to ensure that all Card Holders are following the correct financial procedures.

1. You will be informed of the date and time of the audit in advance.
2. You must confirm a suitable location for the audit to take place.

3. You must email confirmation of acceptance for the Audit meeting.

4. You will be informed what transactional cycle you will be audited on.

5. For the selected cycle you must prepare and bring all of the following documents.
	(
	RBS Statement

	(
	All Processing Transaction Forms

	(
	All Receipts


6. Audit will take place.
7. Please ensure that you have a paper copy of the following for us to take with us:

a. Your statement for the specified period

b. All processing transactions forms

c. A copy of all receipts

Please note it is essential that you provide copies of all the documents above to take away (not the originals) before the audit can be signed off.
8. Following the Audit you will receive a Control document which outlines the findings of the Audit 
9. In the event of a failed Audit the control document will be escalated to your HOSA/FOM/HOFF. A 2nd Audit will be rescheduled after the initial Audit to check compliance. 
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