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Cardholder Instructions: Documenting the Receipt of Goods/Services 
 
State Auditor’s Legislative Rule 155 CSR 1, §155-1-5 requires that “receiving reports” be filed with State 
Auditor’s Office (via wvOasis) for all commodities and/or services purchased for the State. Please Note: 
Receiving information as documented below is required for all commodities and/or services received 
that are expensed to the account codes found here:  http://www.shepherd.edu/wordpress-1/wp-
content/uploads/2017/01/Account-Codes-that-Require-Receiving-Reports.pdf . 
 
Lack of completing the requirements below will be considered as “receipt and supporting 
documentation not provided or submitted” and will be assigned points based on the number of 
requests made for the information.  
 
At Shepherd University, P-Card “receiving reports” include:  

 
• Signing and stating in writing that goods/services were received and the date they 

were received on itemized invoice or itemized packing slip. 
 
Example 1A: 
 

 
Example 1B:  

 
 
 
 
 
 
 
 
 

Procurement Services Office 
Ikenberry Hall 

Room 217 
P: 304-876-5216 

 

http://www.shepherd.edu/wordpress-1/wp-content/uploads/2017/01/Account-Codes-that-Require-Receiving-Reports.pdf
http://www.shepherd.edu/wordpress-1/wp-content/uploads/2017/01/Account-Codes-that-Require-Receiving-Reports.pdf
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• Completing and attaching in Oasis, a Receiving Report document with list of 
goods (to match what was charged on the invoice), signature of receiver and 
date goods were received.  
 

Example 2:  
 
 
 
 
 
 
 
 
 
 
 
 
 

 
The Receiving Report Document can be found here: 
http://www.shepherd.edu/procurement/procurement-forms . 
 
• Successful completion of the transaction’s Receipt Date and Receiver (the Oasis 

Username of the individual confirming goods/services were received) fields on the 
PRCUU table by the cardholder.  

 
Example 3:  
 
 

 

 

 

 

 

 

 

 

 If you have any questions regarding the above, please don’t hesitate to contact your assigned P-Card 
Coordinator. 

http://www.shepherd.edu/procurement/procurement-forms

