                 ACTION
YES
NO
N/A

1.
Has the AO/CH completed initial purchase card training?  Date______________

Date of latest refresher training:__________________  




2.
Are Certification of Training documents in record file for the managing (AO) and CH accounts?




3.
Are Letters of Delegation, Certifying Official Appointment letters, other authority letters, in managing account file records?




4.
Has the CH limited purchases to transactions under his/her single purchase limit?




5.
Is someone receiving and recording items other than the CH?

Does the CH obtain all required pre-purchase approval and authorizations?




6.
Has anyone other than the CH made purchases with the purchase card or the account number?




7.
Are items being purchased “commercial-off-the-shelf” and immediately available for shipment?




8.
Are items purchased over the telephone delivered during the 30-day billing cycle?




9.
Are purchases for items such as computer equipment/software, hazardous material, etc., been coordinated through appropriate managing activity? 




10.
Are purchases for non-expendable equipment/supplies coordinated with appropriate property managing activity?




11.
Are “unauthorized” items being purchased?




12.
Are funds available for each purchase?




13.
Are all purchases made on an F.O.B. Destination basis only?




14.
If paying for shipping, is shipping cost added to item price and price does not exceed micropurchase threshold?




15.
Is the CH distributing purchased equitably among qualified suppliers?




16.
Has the CH split requirements to stay within micropurchase threshold?




17.
Is the CH paying a fair and reasonable price for the supplies / services purchased by using competition, catalog prices or knowing previous price paid?




18.
Are purchases tax exempt?




19.
Does the CH record name of requestor for each purchase?




20.
Does the CH obtain a customer copy of charge slips for all over the counter purchases?




21.
Does the CH reconcile transactions throughout the Billing Cycle?

Does the CH reconcile transaction information on the monthly statement of account and forward to AO within 3 days after the close of the cycle?




22.
In CH is absent, does AO know where CH’s statement documentation is kept?




23.
Does AO review each of the CH’s monthly (paper/electronic) statements, sign/certify and forward certified statement to DFAS for payment within program timeframe (5 days for EDI accounts, 10 days for DWWCF accounts after the close of the cycle)?




24.
Are AO/CH familiar with and observing mandatory sources of supply procedures?




25.
When AO/CH leaves departs (PCS, retirement, etc), is the APC contacted and account closed?  Have arrangements been made to pay all outstanding balances?




26.
Is the CH handling disputes IAW procedures?




27. 
When the purchase card is being used for construction services up to $2,000 (limit), is there approval on record?




28.
Are all purchase cards and account numbers being safeguarded?




29.
Is there adequate oversight being accomplished by AOs for each of his/her CHs?




30.
Are CH statements of accounts being verified/approved by AO or Alternate AO only?  




31. 

32. 

33.

34.

35.

36.

37.

38.

39.

40.

41.

42.


Is CH using mandatory transaction log in CARE?

Has the AO & CH attended refresher training class within 2 years after the initial

training and every 2 years following the last refresher training?

Are office supplies ordered through the DoDEmall using the 12 BPAs established

by the Army?

CHs reviewed:

Number of transactions reviewed:

On hand

Using CARE reports

Have any checks been issued for  more than $2500?

Does check writer capture all necessary TD1099 data for IRS reporting?

Have any checks been written by someone other than the checking account holder?

Have checks been written for items to be delivered beyond 15 days?

Were checks written for any of the prohibited purchases?

If Stop Payment actions were processed against any check, was the $25 charge deducted from the funds available?

Does check writer account for checks written but not processed by the Bank when reconciling the account to assure adequate funds are available?

Are checks stored in locked containers when not in use?

Is a check writer log being maintained to include check no., description of the item/service, name of the payee, date check was written, 1.7% bank fee, & running balance?
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