BILLING OFFICIAL

GOVERNMENT PURCHASE CARD (GPC)

REVIEW CHECKLIST

DATE OF LAST RATING:____________________________ DATE:__________

BILLING OFFICIAL:_______________________________________________

BILLING OFFICIAL MONTHLY OFFICE SPENDING LIMIT:_________________

ALTERNATE BILLING OFFICIAL:_____________________________________

COMMANDER:______________________________________________________

UNIT:___________________________________________________________


YES
NO
N/A

1.  Does the Billing Official have a Letter of Appointment which designates him/her as a Billing Official?




2.  Does the account have an Alternate Billing Official established?




3.  Has the Billing Official and all cardholders assigned received purchase card and ethics training every 2 years?  If not, Billing Official and all assigned cardholders must complete Government Purchase Card on-line training and submit new training certificates before review is finalized.




4.  Does the Billing Official review each of their cardholder’s statements each month?




5.  Does the Billing Official certify and approve the monthly billing statement via CARE within five(5) business days of the statement closing date?




6.  Is the Budget Official serving as the Billing Official?  If so, does he have written approval from the first General Officer in their chain of command?





YES
NO
N/A

7.  Is the Billing Official reviewing the Cardholder’s paper statement of account, printed electronic transaction log, purchase requests and original charge slips/receipts for each Cardholder at the end of each month and maintaining on file for a period of six(6) years, and 3 months after final payment?




8.  When was this account originally 

set-up?___________

What is the date of the oldest GPC Statement the Billing Official has on file?________________






9.  Does the Commander/Director periodically review the Cardholder/Billing Official files to verify that purchase card operations are in compliance with sound business practices, regulation, and law?




10.  Does the Billing Official promptly notify their GPC Account Manager when a cardholder departs, retires, or otherwise no longer needs a card?




11.  Has the Billing Official notified their GPC Account Manager of any lost/stolen cards within five business days of the loss/theft?




12.  Does the Billing Official coordinate cardholder dollar limits with the installation RM when cardholder accounts are established?




13.  Does the Billing Official maintain original supporting documentation for closed cardholder accounts that are established?  




14.  Does the Billing Official coordinate with the Property Book Office to verify that all purchased accountable property has been properly documented?




15.  Has the Billing Official been formally appointed as a Certifying Officer?




16.  Did Billing Official comply with procedures covering deployment of cardholders?

(Deployed Cardholders 30-days limits are reduced to $1.00 while deployed)




17.  How many cardholders under the Billing Official were reviewed by the GPC Account Manager as a part of this annual review?





YES
NO
N/A

18.  Has an adequate Cardholder/Billing Official ratio been maintained?




19.  Is the Billing Official responsible for more than five(5) Cardholders?




20.  Does the Billing Official insure cardholders maintain the Electronic Purchase Log in CARE?




RECOMMENDED IMPROVEMENT AREAS:__________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

ADDITIONAL COMMENTS:____________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

RATING:__________________________
FOR THE PERIOD:______________

_________________________________
_____________________________

 (Billing Official Signature/Phone)
 (Reviewing Official Signature)

_________________________________

       (Date of Review) 







AS OF:  1 JANUARY 2003


