REVIEWS AND CHECKLISTS

DCC-W will perform reviews of all billing officials' accounts at least once each fiscal year.  There may also be unannounced or additional, special reviews.  Agencies are also required to have their billing officials perform an annual review of their accounts, documenting any deficiencies, and have a copy of the review available when DCC-W performs its own review.  (Review checklists are located at the end of this Chapter).  DCC-W's review findings will be documented in writing and forwarded to the billing official for corrective action.  A copy of this review will also be forwarded to the billing official’s supervisor.  Reports of reviews must be maintained on file for six years and three months.  DCC-W must assure that billing officials are adequately monitoring their cardholders' accounts.  DCC-W verifies that agency procedures, controls and operations are adequate, as well as examines individual records of cardholders.  The billing official’s agency will generally receive a positive report if it adheres to the following:

a. Written procedures outlining areas such as property accountability for non-expendable items and coordination with an Information Management Officer when buying information technology items.

b. Written guidance to cardholders advising of office limits and when and how funding will be managed for each purchase card account.

c. Adequate separation of duties between the billing official, cardholders, resource manager (or employee funding the purchases), as well as the PBO and/or person(s) receiving the item(s).

d. Records are well organized, and purchase files are properly documented with receipts.

e. Documentation in the file explaining any unusual situations, such as a buy that appears to have been a “split” but wasn’t, or unusual purchases, such as items that are infrequently purchased.

f. Active consideration of mandatory sources consistent with FAR Part 8.

g. Rotation of vendors to promote competition, as well as seeking fair and reasonable pricing for open market buys.

h. No unauthorized purchases.

i. Proper span of control, i.e., a billing official having no more than seven (7) cardholder accounts.

j. Closing inactive accounts within six (6) months.


FY 2005 DCC-W PURCHASE CARD PROGRAM REVIEW CHECKLIST 

a. Function.

1. Over sight of the GSA SMARTPay Purchase Card Program.

2. Reviewing the use of purchase cards issued by DCC-W.

b. Purpose. 

1. To evaluate key management controls.

2. It is not intended to cover all controls.

c. In-Briefing: 

1. Explain the purpose of review to the billing official and how it will be conducted (in-briefing, records review, then out-briefing).

2. Provide a copy of the current DCC-W Operating Procedures (or refer the customer to DCC-W's web-site).

d. Review Questions:

1. The following questions will be addressed to the billing official during the review.

2. Deficiencies must be explained and corrective action to be taken incorporated into the report.

3. A report will be released within 4 weeks of completing the review.


	FY 2005 DCC-W PURCHASE CARD PROGRAM REVIEW CHECKLIST

	Billing Official:
	Review Date:

	Office Name: 
	Reviewer(s):  

	Supervisor: 
	Telephone Number:

	Location: 
	Resource Manager:

	Level 4 No(s): 
	Number of Cardholders: 

	Level 5 No(s): 
	Billing Official Account No(s):

	Total annual dollar volume for the past (or current) Fiscal Year: 

	Agency provides supports for: 

	Items and/or services acquired using the purchase card: 

	How is your account funded:
	Monthly
	
	Quarterly
	
	Yearly
	



	TRAINING, APPOINTMENTS AND DELEGATIONS

	Has an alternate billing official been designated by the agency and trained by DCC-W?  
	Yes
	
	No
	

	Alternate Billing Official’s Name

	Comments

	Verify the billing official completed orientation training with DCC-W.  
	Yes
	
	No
	

	Verify the alternate billing official completed orientation training with DCC-W
	Yes
	
	No
	

	Verify the cardholder(s) completed orientation training with DCC-W
	Yes
	
	No
	

	Comments

	Verify the billing official completed DoD Purchase Card Tutorial
	Yes
	
	No
	

	Verify the alternate billing official completed DoD Purchase Card Tutorial
	Yes
	
	No
	

	Verify the cardholder(s) completed DoD Purchase Card Tutorial
	Yes
	
	No
	

	Comments

	Verify the billing official completed refresher training, if orientation training was attended over two years ago
	Yes
	
	No
	

	Verify the alternate billing official completed refresher training, if orientation training was attended over two years ago
	Yes
	
	No
	

	Verify the cardholder(s) completed refresher training, if orientation training was attended over two years ago
	Yes
	
	No
	

	Comments

	Verify the billing official completed annual ethics training
	Yes
	
	No
	

	Verify the alternate billing official completed annual ethics training
	Yes
	
	No
	

	Verify the cardholder(s) completed annual ethics training
	Yes
	
	No
	

	Comments

	Verify the billing official has appointment letter issued 
	Yes
	
	No
	

	Verify the alternate billing official has appointment letter issued 
	Yes
	
	No
	

	Verify the cardholder(s) delegation of authority letter issued 
	Yes
	
	No
	

	Comments




	INTERNAL CONTROLS

	Have you or your agency established written internal control procedures on the use of the purchase card within this activity?  (Obtain copy of internal controls).
	Yes
	
	No
	

	Comments

	Are you conducting annual reviews of cardholder’s records and submitting any findings to DCC-W's Agency Program Coordinator (APC)?  (Verify the last review).
	Yes
	
	No
	

	Comments

	Does the agency have a procedure that details which items will be property book or hand receipt items, and is that procedure followed?
	Yes
	
	No
	

	Comments

	Are repeated buys being made up to or just under the micro-purchase limit of $2,500?
	Yes
	
	No
	

	Comments

	Are consecutive buys being made for the same or similar items?  
	Yes
	
	No
	

	Comments

	Are vendors being rotated?  Otherwise, does the cardholder document sole-source buys?  
(The above questions may not apply to accounts for office supplies only, especially if the customer consistently shops in Virginia Industry for the Blind stores, usually on-site with the agency.  Otherwise, repeat buys made from the same vendor are generally not allowed.)
	Yes
	
	No
	

	Comments

	Does your cardholder ensure that sufficient funding is made available before making each buy?
	Yes
	
	No
	

	Comments

	Does your cardholder assure all buys are made at fair and reasonable prices?
	Yes
	
	No
	

	Comments

	Does your cardholder support any unusual purchases with written justification?  
	Yes
	
	No
	

	Comments




	Are you aware of your cardholder having any split purchases?  
	Yes
	
	No
	

	Comments

	Does your cardholder consolidate requirements and forward buys over the cardholder’s purchasing authority to DCC-W for contractual processing?
	Yes
	
	No
	

	Comments

	Is the file documented when the purchase card is being used for conferences to include a cost analysis of alternative sites if outside the National Capital Region (NCR)?  
(Reference:  Part G of the JFTR covering conferences requires that sites be selected to minimize costs, alternative sites be considered, and a cost comparison of proposed versus alternative sites be performed.)
	Yes
	
	No
	

	Comments

	Are mandatory sources of supply, such as NIB/NISH for office supplies and UNICOR for office furniture, considered before using commercial vendors?  
	Yes
	
	No
	

	Comments

	Is UNICOR being considered as a source in the purchase of furniture from commercial vendors (when over $2,500)?  (The file must be documented, e.g., for price, quality and/or delivery terms and a waiver must be obtained before buying from commercial sources.)
	Yes
	
	No
	

	Comments

	Are items such as food, shredders, refrigerators, microwave ovens, mementos, coffeepots, or anything for apparent personal use being purchased?  (These items are restricted or unauthorized.  Verify justification and approval for refrigerators and microwave ovens.)  
	Yes
	
	No
	

	Comments

	Were proper procedures followed for any purchases of restricted items or services requiring specific authorization, for example, telecommunication services outside of DTS-W, medical items through CAP, and printing services performed outside DAPS?  
	Yes
	
	No
	

	Comments

	Are purchases for information technology (IT) items bought with approval of the organization’s IT manager and/or through IMCEN?  (Approval may be verified.)  
	Yes
	
	No
	

	Comments




	PAYMENT

	Has your account been delinquent, suspended, or cancelled in the past year?  (Check the DoD Purchase Card Program Management Office web site for the monthly delinquent listing at http://purchasecard.saalt.army.mil/payments.htm.)
	Yes
	
	No
	

	Comments

	Are adequate funds in place prior to items being purchased using the purchase card?
	Yes
	
	No
	

	Comments

	Does your cardholder assure all buys are made at fair and reasonable prices?
	Yes
	
	No
	

	Comments

	For accounts changed by the bank:
Do you review the cardholder(s) purchase logs and statements?
	Yes
	
	No
	

	Comments

	Is the billing statement forwarded to the paying office within 5 business days of receipt (on-line through the U. S. Bank's system C.A.R.E.)?
	Yes
	
	No
	

	Comments

	Do you review the cardholder(s) purchase logs in US Bank automated reporting system?
	Yes
	
	No
	

	Comments

	For accounts not yet changed by the bank:
Do you review the cardholder(s) purchase logs?  
	Yes
	
	No
	

	Comments

	Do you date-stamp receipt of the billing statement and write the amount certified for payment on the front of the billing statement?
	Yes
	
	No
	

	Comments

	Do you review the balances on the front of the billing statement to determine if appropriate payment has been made to the bank?  Do you take action if the account payments are incorrect or missing from the current billing statement?  
	Yes
	
	No
	

	Comments

	Is the billing statement forwarded to the paying office within 10 calendar days of receipt?  
	Yes
	
	No
	

	Comments




	SPAN OF CONTROL

(Buying, receiving, accountability and budget cannot be done by the same individual.  Hand-receipt holders may have equipment issued to them, e.g., computers.  The billing official will not be the resource manager responsible for his/her own funding.)  

	Is there a separation of duties between the billing official, cardholders, the resource manager, the PBO and hand-receipt issuers?
	Yes
	
	No
	

	Comments

	Does account have more than seven (7) cardholder accounts?
	Yes
	
	No
	

	Comments

	Do credit limits exceed procurement needs?
	Yes
	
	No
	

	Comments

	Are all purchases delivered directly to the requiring agency and/or cardholder(s)?
	Yes
	
	No
	

	Comments

	Are all purchases made by the authorized cardholder(s)?  
	Yes
	
	No
	

	Comments

	Has cardholder been on extended leave to include medical, personal or temporary duty?
	Yes
	
	No
	

	Comments

	Is there independent receiving of goods and services by someone other than the cardholder(s)?
	Yes
	
	No
	

	Comments

	Is the Billing Official the Cardholders supervisor?
	Yes
	
	No
	

	If No, are controls in place to insure purchases are authorized.
	Yes
	
	No
	

	Comments




	PROPERTY CONTROL

	Does the agency have a procedure that details which items will be property book or hand receipt items, and is that procedure followed?
	Yes
	
	No
	

	Comments

	Does your agency purchase items’ costing $5,000 per unit cost or over?
	Yes
	
	No
	

	Comments

	Do you screen purchases costing $5,000 per unit cost or over and report these nonexpendable items to the agency’s PBO?  
	Yes
	
	No
	

	Comments

	Are you purchasing heraldic items?
	Yes
	
	No
	

	Comments




	25K ACCOUNTS

	Does the account have a $25,000 purchase card?
	Yes
	
	No
	

	Comments

	For review of a cardholder having a single purchase limit up to $25K, the following questions will also be asked.  (Verify the cardholder's letter delegating purchase authority.)

Is a current $25,000 delegation of authority letters in the possession of the billing official and cardholder(s)?
	Yes
	
	No
	

	Comments

	What purchases do you make with the $25, 000 purchase card?
	
	
	
	

	
ACCOUNT 1____________________________________________________________

	
ACCOUNT 2____________________________________________________________

	
ACCOUNT 3____________________________________________________________

	Does your cardholder:

	
- Assure all buys over $2,500 are made on a government approved, existing contract (For example, GSA schedule contracts.)?
	Yes
	
	No
	

	Comments

	
- Assure that the single purchase limit of $25,000, as well as the cardholder's monthly purchase limit is not exceeded?
	Yes
	
	No
	

	Comments

	
- Compete all actions in excess of the micro purchase threshold of $2,500?  If only one source can perform, does the cardholder document the file with a sole source justification?
	Yes
	
	No
	

	Comments

	
- Assure all buys over $2,500 are made to small businesses?  


- If a small business cannot perform, does your cardholder ensure that the purchase file contains adequate justification to purchase from a large business?
	Yes
	
	No
	

	Comments




	RECORD REVIEW

Review of purchase files and electronic transaction logs

	Do all purchases by the cardholder have receipts?
	Yes
	
	No
	

	Comments

	Does the authorized cardholder make all purchases?  
	Yes
	
	No
	

	Comments

	Are all purchases delivered directly to the requiring agency and/or cardholder?
	Yes
	
	No
	

	Comments

	Were there any apparent split buys?
	Yes
	
	No
	

	Comments

	Does the cardholder rotate vendors?
	Yes
	
	No
	

	Comments

	Are there any unauthorized transactions requiring reimbursement?
	Yes
	
	No
	

	Comments

	Were there any transactions for questionable vendors?
	Yes
	
	No
	

	Comments

	Were there any weekend/holiday purchases?
	Yes
	
	No
	

	Comments

	Is there evidence of a compromised account?
	Yes
	
	No
	

	Comments

	Was purchase card file reviewed for restricted items such as food, shredders, mementos, coffeepots or anything for apparent personal use?
	Yes
	
	No
	

	Comments




	Was purchase card file reviewed for purchases of restricted items or services requiring specific authorization, for example, telecommunication services outside of DTS-W, medical items through CAP, and printing services performed outside DAPS?
	Yes
	
	No
	

	Comments

	Is there supporting documentation for?
Special Approvals (refrigerators and microwave ovens)
	Yes
	
	No
	

	Comments

	UNICOR Value Determination
	Yes
	
	No
	

	Comments

	Does the billing official receive the quarterly newsletter? 

If No, get e-mail address.  ____________________________________
	Yes
	
	No
	

	Comments




Conduct the Out-Briefing:

a. Emphasize positive aspects of the agency’s purchase card program management, then explain findings and corrective action required, if any. 

b. Offer administrative suggestions, such as record keeping in setting-up, documenting, and maintaining files, to include detailing purchase logs or other procedural improvements.

c. Let the billing official know that a written report will be issued in 30 days with a copy to his/her supervisor. 

d. Inform billing official of newsletter availability.



	BILLING OFFICIAL PURCHASE CARD PROGRAM REVIEW CHECKLIST – FY-05

	Billing Official:
	Review Date:

	Office Name: 
	Supervisor:

	Location: 
	Telephone Number: 

	E-Mail Address 
	Billing Official Account No(s): 

	Number of Cardholders:

	Cardholder Name: 

	Resource Manager:

	Purchase Limits
	Single
	
	30-Day
	
	Office
	

	Transactions reviewed for the period: 
	
	through
	

	Total Amount for the Year
	$
	Number of actions: 
	

	ADMINISTRATIVE ISSUES:

	Is cardholder a PBO or hand receipt issuer?
	Yes
	
	No
	

	Comments

	NOTE:  Prohibited relationships could include, but are not limited to, the following:
1.  A Cardholder cannot be PBO, financial manager or hand receipt issuer.
2.  A Cardholder cannot be their billing official;

	Does cardholder have a delegation letter?
	Yes
	
	No
	

	Comments

	Did cardholder attend and complete required orientation and training?  
	Yes
	
	No
	

	Comments

	Are bills paid in full IAW delayed dispute procedures?
	Yes
	
	No
	

	Comments




	Did cardholder complete a CSQI and forward to the bank for resolution?
	Yes
	
	No
	

	Comments

	Did cardholder monitor the disputed item’s progress until resolved
	Yes
	
	No
	

	Comments

	Did cardholder follow agency’s internal procedures?
	Yes
	
	No
	

	Comments

	Is card and account numbers safeguarded against misuse or theft
	Yes
	
	No
	

	Comments

	FUNDS:

	Cardholder reconciles and forwards to the billing official in 3 business days.
	Yes
	
	No
	

	Comments

	Does the cardholder know the process for rebates offered by vendors?
	Yes
	
	No
	

	Comments

	Does the cardholder know how to handle merchandise returns?
	Yes
	
	No
	

	Comments

	AUDIT ALERT:  Cardholders are prohibited from accepting anything other than a credit back to the purchase card for merchandise returns or credits for services.

	Comments

	PROCEDURES:

	Does cardholder maintain an electronic purchase log?
	Yes
	
	No
	

	Comments

	Does the cardholder complete the seven required data fields in the electronic purchase log?
	Yes
	
	No
	

	Comments




	Does cardholder verify price reasonableness?
	Yes
	
	No
	

	Comments

	Does cardholder “split” requirements to avoid single purchase limit?
	Yes
	
	No
	

	Comments

	BEFORE a cardholder makes a buy using a commercial source, are required sources of supply and services (JWOD Program, UNICOR, Army BPA’s etc) checked for availability to fill the requirement?  (FAR 8.001)
	Yes
	
	No
	

	Comments

	BEFORE a cardholder makes a buy using a commercial source, are checks made to ensure services or supplies are NOT available under existing contracts?
	Yes
	
	No
	

	Comments

	Are purchases rotated among suppliers to promote competition?  
	Yes
	
	No
	

	Comments

	USAGE  

	Was the purchase card used to buy any unauthorized items?
	Yes
	
	No
	

	Comments

	Did cardholder place “backorder” buys with vendors?  (items must be immediately available or shipped within 30 days)?  (AFARS 13.9003(a).)
	Yes
	
	No
	

	Comments

	Did cardholder coordinate with PBO to place pilferable, nonexpendable and/or sensitive property on hand-receipts or the property books?
	Yes
	
	No
	

	Comments

	Is approval received prior to cardholder making a buy requiring prior approval/ coordination?
	Yes
	
	No
	

	Comments




	RECORDS

	Is there a purchase card receipt and/or vendor invoice for each transaction?  (Should include vendor’s name, address, clear description of items or services purchased, quantity, unit price, total price and exclusion of tax).
	Yes
	
	No
	

	Comments

	Are the items marked in the purchase log as received?
	Yes
	
	No
	

	Comments

	Does cardholder utilize a manual or automated purchase log?
	M
	
	A
	

	Comments

	Are cardholder’s records (purchase log and copy of SOA) in file folders marked with the appropriate month and FY?
	Yes
	
	No
	

	Comments

	RECONCILIATION PROCESS

	Procedure in place for processing SOA’s if cardholder is absent?
	Yes
	
	No
	

	Comments

	SOA’s forwarded to the billing official within five (5) calendar days?
	Yes
	
	No
	

	Comments

	Does cardholder approve monthly statement in C.A.R.E. within three (3) business days of end of monthly billing cycle?
	Yes
	
	No
	

	Comments

	REVIEWS

	The last review was conducted on _____________ by________________________

	Were deficiencies, if any, corrected?
	Yes
	
	No
	

	Comments

	Were review findings discussed with cardholders?
	Yes
	
	No
	

	Comments
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