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	GOVERNMENT PURCHASE CARD SURVEILLANCE CHECKLIST

CARD HOLDER: _______________________

ORG/OFF SYMBOL: _____________________
PHONE: ___________________________
BILLING OFFICIAL: ____________________

	OPR

42 CONS/LGCP
	MAC

CODE:




	BILLING OFFICIAL CHECKLIST

	Purpose:  To document compliance with procedures associated with Air Force Government Wide Purchase Card References Extracted from AFI 64-117, 6 Dec 02

	
	
	
	

	
	
	YES
	NO
	N/A

	
	
	
	

	1.  Does the approving official have a letter of appointment signed by the organization commander/director, which designates him/her as an approving official? Para 3.1


	
	
	

	
	
	
	

	2.  Has the approving official received a minimum of 4 hours training from the A/OPC on Air Force GPC procedures? Para 4.3.3.3.1. 


	
	
	

	
	
	
	

	3.  If the approving official is a cardholder, is his/her cardholder account assigned to another approving official?   Para 4.3.4.1.
	
	
	

	
	
	
	

	4.  Is the approving official’s supervisor(s) a cardholder in any of the approving official’s accounts?  Para 4.3.4.1.
	
	
	

	
	
	
	

	5.  Has the approving official accomplished surveillance of each of their cardholder’s accounts within the past 12 months?  Para 4.3.4.1.5.
	
	
	

	
	
	
	

	6.  Does the approving official review and approve Statement of Account within 15 days after the end of the billing cycle?  Para 4.3.5.5.
	
	
	

	
	
	
	

	7.  Does the approving official promptly forward requests to cancel accounts to the A/OPC ?  Para 4.3.4.1.6.1.
	
	
	

	
	
	
	

	8.  Has the approving official notified the FSO when adjustments to the funding document are required? Para 4.3.4.1.6.2.
	
	
	

	
	
	
	

	9.  Has the approving official notified the A/OPC of any lost/stolen cards within 5 workdays of the loss/theft?  Para 4.3.4.1.7.
	
	
	

	
	
	
	

	10.  If approving official has Convenience Check accounts within his/her account, are quarterly surveillance reviews conducted?  Para 3.6.1.5.
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	YES
	NO
	N/A

	
	
	
	

	11.  Have any Convenience Check accounts under the approving official written checks for more than $2,500?      Para 3.6.1.6. 


	
	
	

	
	
	
	

	12.  Does the approving official have a Convenience Check account in his/her name?  Para 3.6.2.2.
	
	
	

	
	
	
	

	13.  Does the approving official maintain original supporting documentation for closed cardholder/check writer accounts?  Para 4.3.4.1.3.
	
	
	

	
	
	
	

	14.  Does the approving official coordinate with the FSO to determine when all prior year purchases have been billed and paid?  Para 4.3.6.3.3.4. 
	
	
	

	
	
	
	

	15.  Does the approving official coordinate with the FSO to establish funding document for the new fiscal year?    Para 4.3.6.3.3.4.


	
	
	

	
	
	
	

	16.  Was surveillance accomplished within 30 days following conclusion of cardholder contingency/exercise deployment? Para 4.3.3.6.3.
	
	
	

	
	
	
	

	17.  Did approving official participate in refresher training sessions or receive updated refresher training information?   Para 4.3.3.3.1.
	
	
	

	
	
	
	

	18.  Did the A/OPC review 25% of the cardholders assigned to each approving official during the annual inspection?   Para 4.3.3.6.1.
	
	
	

	
	
	
	

	19.  Taking into consideration their other duties and the number of transactions that their cardholders make each month, does the number of cardholders assigned to each approving official allow them to adequately monitor their cardholders purchase activity?  Para 3.1.1.


	
	
	

	Note to Billing Official:  The original copy of this inspection is maintained by the GPCPM.  This copy is for your records.  In addition, you must forward a copy to both your commander and the checkwriter for their records.

	CERTIFYING SIGNATURES

	INSPECTOR (42 CONS):  _____________________________________________________

BILLING OFFICIAL: _________________________________________________________




PAGE ____ OF ____ PAGES

Reviewer’s Overall Assessment

Knowledge of Program:   □Exceptional
□Excellent
   □Satisfactory    □Unsatisfactory

Files Maintenance:           □Exceptional
□Excellent
   □Satisfactory    □Unsatisfactory

Purchasing Procedures:   □Exceptional
□Excellent
   □Satisfactory    □Unsatisfactory 

REMARKS:  _____________________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

CORRECTIVE ACTIONS

Required to take corrective actions? □Yes    □No

(If “YES”, complete the following information.)

Mark all that apply:

□

Corrective actions must be taken within 10 days of inspection date (no written response required).  Corrective Actions Noted:____________________________________________________

__________________________________________________________________________________

□

A statement of corrective actions taken and signed by the billing official which addresses each discrepancy/deficiency noted.  This statement is due to 42 CONS/LGCP, Attn: GPC, NLT 10 days from the date of inspection.  Discrepancies/Deficiencies  Noted:  ____________________________________________________________

___________________________________________________________________________________________________

□

Member must attend a mandatory Purchase Card refresher training scheduled for the following date:

__________________________________________________________________________________________________
□

Due to appearance of systemic problems, all purchase card participants should attend a mandatory Purchase Card Refresher training scheduled for the following date:  _______
□

Billing official must forward a completed “Request for Account Cancellation and Notice of Card Destruction” form to 42 CONS/LGCP, Attn: GPC
SURVEILLANCE FINDINGS DOCUMENTATION
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