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MISSION STATEMENT: Effectively manage the Government-wide Purchase Card Program.





(All references are from AFI 64-117, Air Force Government-Wide Purchase Card (GPC) Program





PROGRAM MANAGER





CRITICAL ITEMS





Do the cardholder accounts reviewed represent at least 25% of the billing official’s total cardholder/ check writer accounts?  





     A.  How many cardholder accounts under this approving official did Installation Purchase Card 


           Program Manager inspect as a part of this annual review?   (Para 4.3.3.6.1)





     B.  Checklists for all randomly selected cardholder accounts shall be attached to this billing account


           annual review.





Was surveillance accomplished within 30-days following the conclusion of cardholder/check writer contingency/exercise deployment?  (Para 4.3.3.6.3)





APPROVING OFFICIAL





CRITICAL ITEMS





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





If the approving official has Convenience Checking accounts within his/her account, are surveillance reviews of those accounts conducted quarterly? (Para 3.6.1.5)





Did approving official participate in refresher training sessions or receive update refresher training (e.g. GPC newsletters, purchase card announcements, etc.)?  (Para 4.3.3.3.1.)





Has the approving official received a minimum of 4 hours of training from the Installation Program coordinator on Air Force purchase card procedures?  (Para 4.3.3.3.1.)





Has the approving official been designated, in writing, as an Accountable Official by the unit commander, agency director, office chief, or their equivalent?   (Para 3.1)





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 cardholder’s purchase activity?


(Para 3.1.1)





Does the approving official have a signed statement of training on file with the Installation Program Manager?  (Para 4.3.3.3.2)
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APPROVING OFFICIAL





NON-CRITICAL ITEMS





Does the approving official promptly notify the Installation Purchase Card Program manager when cardholder accounts are cancelled?  (Para 4.3.4.1.6.1)





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





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





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)





Does the approving official maintain all original supporting documentation (receipts, approval, etc) for all accounts even when the cardholder/check writer has transferred, been reassigned, or retired and the account is closed?  (Para 4.3.4.1.3)





Does the approving official maintain documentation received and/or generated by the cardholder to support purchase transactions (receipt, approvals, etc) after final payment.   (Para 4.3.4.1.3)





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





Has the approving official notified the Installation Purchase Card Program Manager quarterly of retired, separated or reassigned cardholders?  (Para 4.3.4.1.6.1)





Has the approving official notified the Installation Purchase Card Program Manager of any lost/stolen checks within 5 workdays of the loss or theft?  (Para 4.3.4.1.7)





Does the approving official have a Convenience Checking account that has a designated person as the check writer who has the authority to sign and issue convenience checks?  (Para 3.6.2.2.)





Has the approving official notified the Installation Purchase Card Program Manager of any cardholder/check holder account procedure violations discovered?  (Para 4.3.4.1)





Does the approving official coordinate with FSO to establish funding document for the new fiscal year?  (Para 4.3.4.1.6.2)





CARDHOLDER





CRITICAL ITEMS





Does the cardholder have a Letter of Appointment signed by the organization commander/director that designates him/her as an approving official?  (Para 3.1.)





Does the cardholder have a signed statement of training on file with the Installation Program Manager?  (Para 4.3.3.3.2)





Does the cardholder have a letter delegating specified procurement authority from the Contracting Squadron Commander/Director of Contracting for the installation?  (Para 4.3.2.1)
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�
Has the cardholder received a minimum of 4 hours of training on Air Force procedures for using the purchase card?  Has the cardholder/check writer participated in refresher training sessions or received refresher training material?  (Para 4.3.3.3.1)





Has cardholder provided a Data Collection Report to GPC Program Manager on transactions over $2,500 so that the proper DD form 1057 reports can be filed?





CARDHOLDER





NON-CRITICAL ITEMS





Does the cardholder have an open-market purchase limit, which does not exceed $2,500?  (Para


4.3.2.1.1) 





One time purchases over $2,500.  Has cardholder provided pre-priced contract /BPA number to the


A/POC so that single purchase limit can be increased?  Not to exceed $25,000? (Para 4.3.2.1.2)


APPROPRIATED ONLY





Are all purchases documented in the electronic transaction management log? (Para 4.3.5.3.1.1)





If a purchase requires authorization, does the cardholder’s log reflect appropriate authorization(s) required under AFI-64-117, for any purchase requiring an authorization?   (Para 2.2)





Does the cardholder have established limits for orders off pre-priced contract and BPAs over $2,500 but not exceeding $25,000?   (Para 2.1.2.3)





Does the cardholder have an established limit within $1.00 - $100,000 for purchases directly from DAPS? (Para 2.1.2.5.)





Does the cardholder have established monthly limits, which are complied with?


(Para 3.2)





Were all items purchased available within the same or next billing cycle (unless vendor agreed to bill when shipment is made)?  (Para 4.3.5.2.2.)





Did cardholder rotate sources when placing repeat orders?  (Para 4.3.5.3.1.5.)





Did cardholder pay sales tax on any purchase?  (Para 4.3.5.2.3.)





Construction service purchases:  (Para 2.2.10)





Was the purchase card used to purchase construction services? 





If the purchase card was used to purchase construction services, is there an approved AF Form 332 maintained with the purchase log?  





If the purchase card was used to purchase construction services, are purchases under $2,000?  





Were any unauthorized purchases made by the cardholder?  Note:  If the answer is “Yes”, then describe in “notes/observations/recommendations” at the end of this review.  (Para 2.4.1. through 2.4.17.)





If the cardholder is a Contingency Contracting Officer and the card was used in place of the official Government travel card, were the reasons documented in the cardholder’s purchase log?  (Para 2.6.1.)








�
�
�
�
�
AF FORM       2519    Nov 93  (REVERSE)    





PAGE�
4�
OF�
6�
PAGES�
�
NO.�
AF FORM 2519    (Computer Generated) Previous Edition Will Be Used�
�
YES�
NO�
N/A�
�
40











41











42








43








44











45











46








47





48








49








50





51





52




















53








54








55�
If the cardholder is a Contingency Contracting Officer and open-market single purchases were made over $2,500 (up to $200K), was a written order (SF 1449 or SF 44) issued to support the purchase?  (Para 2.6.4)





Deployed cardholders:  Does cardholder have Internet capability available at the deployed location?  Does cardholder reconcile all transaction via banks electronic access system using normal procedures?   (Para 2.6.5)





If cardholder does not have Internet capability, is he/she coordinating with the approving official and is the approving official reconciling on behalf of the cardholder?  (Para 2.6.5)





If cardholder is in a Geographically Separated Unit (GSU), were documentation and reconciliation requirements met within established time periods?  (Para 2.7.)  





If the cardholder is authorized to make purchases in excess of $2,500 and has made purchases off of federal supply schedules or blanket purchase agreements, have they documented the comparison of at least three schedules/agreements?  (Para 2.1.2.3)





If cardholder obtained EPA Guideline Items, which did not meet EPA minimum recovered material standards, does the cardholder’s squadron commander or equivalent on file approve a written determination?  (Para 2.10.2.)





Did the cardholder coordinate with their resource advisor or Base Contracting Squadron before acquiring Repair Services?  (Para 2.3.2.)





Has the cardholder allowed anyone else to use his/her card?  (Para 4.3.5.1.)





Did cardholder comply with requirements to purchase items IAW FAR Part 8 (FPI, NIB/NISH)?  (Para 4.3.5.3.1.3.)





Did the cardholder document all telephone and mail orders and Internet transactions in the electronic transaction management log and annotate log when delivery received?  (Para 4.3.5.3.3.4.)





Does cardholder maintain supporting documentation?  (Para 4.3.5.4.1. & FAR 4.805(b)(10))    





Does cardholder reconcile account statements within the established time periods?  (Para 4.3.5.5.)





If cardholder will be TDY or on leave, does he/she forward the supporting documentation for purchases as required to billing official prior to departure?  (Para 4.3.5.7.)





CHECK WRITER





CRITICAL ITEMS





Does the check writer have a Letter of Appointment signed by the organization commander/director that designates him/her as an approving official?  (Para 3.1.)





Does the check writer have a signed statement of training on file with the Installation Program Manager?  (Para 4.3.3.3.2)





Does the check writer have a letter delegating specified procurement authority from the Contracting Squadron Commander/Director of Contracting for the installation?  


(Para 4.3.2.1)
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Has the check writer received a minimum of 4 hours of training on Air Force procedures for using the purchase card?  Has the cardholder/check writer participated in refresher training sessions or received refresher training material?  (Para 4.3.3.3.1)





Does the check writer capture all necessary TD 1099 data for IRS reporting?  (Para 3.6.1.11.)





CHECK WRITER





NON-CRITICAL ITEMS





Were any checks issued against Convenience Checking accounts under the approving official written for more than $2,500?  (Para 3.6.1.6) 





Are all purchases documented in the electronic transaction management log? (Para 4.3.5.3.1.1)





If a purchase requires authorization, does the check writer’s log reflect appropriate authorization(s) required under AFI-64-117, for any purchase requiring an authorization?   (Para 2.2)





Does the check writer have established monthly limits, which are complied with?


(Para 3.2)





Were all items purchased available within the same or next billing cycle (unless vendor agreed to bill when shipment is made)?  (Para 4.3.5.2.2.)





Did check writer rotate sources when placing repeat orders?  (Para 4.3.5.3.1.5.)





Did check writer pay sales tax on any purchase?  (Para 4.3.5.2.3.)





Were any unauthorized purchases made by the check writer?  Note:  If the answer is “Yes”, then describe in “notes/observations/recommendations” at the end of this review.  (Para 2.4.1. through 2.4.17.)





Deployed check writers:  Does cardholder/check writer have Internet capability available at the deployed location?  Does cardholder reconcile all transaction via banks electronic access system using normal procedures?   (Para 2.6.5)





If check writer does not have Internet capability, is he/she coordinating with the approving official and is the approving official reconciling on behalf of the cardholder?  (Para 2.6.5)





If check writer is in a Geographically Separated Unit (GSU), were documentation and reconciliation requirements met within established time periods?  (Para 2.7.)  





If check writer obtained EPA Guideline Items, which did not meet EPA minimum recovered material standards, does the cardholder’s squadron commander or equivalent on file approve a written determination?  (Para 2.10.2.)





Did the check writer coordinate with their resource advisor or Base Contracting Squadron before acquiring Repair Services?  (Para 2.3.2.)





Did check writer comply with requirements to purchase items IAW FAR Part 8 (FPI, NIB/NISH)?  (Para 4.3.5.3.1.3.)





Did the check writer document all telephone and mail orders and Internet transactions in the electronic transaction management log and annotate log when delivery received?  (Para 4.3.5.3.3.4.)
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�
Does check writer maintain supporting documentation?  (Para 4.3.5.4.1. & FAR 4.805(b)(10))    





Does check writer reconcile account statements within the established time periods?  (Para 4.3.5.5.)





If ccheck writer will be TDY or on leave, does he/she forward the supporting documentation for purchases as required to billing official prior to departure?  (Para 4.3.5.7.)





If the check writer is required to use both GPC and Convenience checks, does he/she have separate accounts for each?  (Para 3.6.)





Have any checks been issued for more than $2,500?  (Para 3.6.1.6.)





Are the checks administrative costs (1.7% of the face value of the check CONUS, 2% OCONUS) accounted for in the check writer’s purchase log?  (Para 3.6.1.8.)





Are internal controls established to avoid duplicate payments for any checks that are mailed?  (Para 3.6.1. 9.)





Are checks stored in locked containers when not in use?  (Para 3.6.1.12.)





Have checks been written for items to be delivered beyond 15 days?  (Para 3.6.4.)





If Stop Payment actions were processed against any checks, was the $25 charge deducted from the funds available on the AF Form 4009?  (Para 3.6.6.2.)





Does check writer account for checks written but not processed by the Bank when reconciling his/her account to assure adequate funds are available?  (Para 3.6.6.4.)





Has the check writer allowed anyone else to write checks?  (Para 3.6.2.2.)
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