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1. GENERAL:

a. Are the following documents on file and/or current:

      (1)   Copy of  Department Of Army  Government Purchase Card (GPC) Standard Operating Procedure, 31 July 2002. 

      (2)   Is there a separation of duties between the GPC holder and the approving official? (DoA GPC SOP 31 Jul 02, Para 13)  

2. APPROVING/CERTIFYING OFFICER/BILLIG OFFICIAL

a. Are the following documents on file and/or current:    

      (1)  Government Purchase Card (GPC)  Certificate of Training  (not older than 2                                 years) {DoA GPC SOP 31 Jul 02, Para 14.b}

      (2)  DoD Government Purchase Card Tutorial (online training) 

(3)  Appointment of GPC Certifying Official (signed by Director of Contracting)                            {DoA GPC SOP 31 Jul 02, Para  4.d}

(4) GPC Certifying Official  Statement of agreement  

(5) GPC Certifying Official  Account Set-Up
(6) GPC Certifying Official  Signature Card DD Form 577

(7) DA Form 3953, Purchase Request and Commitment (PR&C), Bulk funding or Memorandum approved by Resource Management showing availability of funds.

b. Does Certifying Officer have more than 7 Card Holder?                                      {DoA GPC SOP 31 Jul 02, Para 5.c}

c. Does the Certifying Official have any deployed cardholder authorized for        purchases/payment method up to $25,000?

d.  Does Certifying Officer promptly notify the Army Headquarters Agency/Organization  Program Coordinator (A/OPC)  when a cardholder departs,    retires, or otherwise no longer needs a card? {DoA GPC SOP 31 Jul 02, Para 12d(8)}

e. Did the Certifying Officer verify the destruction of the card, if cardholder departs, retires of otherwise no longer needs a card. {DoA GPC SOP 31 Jul 02, Para 15}

f. Does the Certifying Official notify the A/OPC of any lost/stolen cards within five     business days of the loss/theft? {DoA GPC SOP 31 Jul 02, Para 12d(9)}

g. Does the Certifying Official review each of their cardholder’s statements each month? {DoA GPC SOP 31 Jul 02, Para 12d(3)}

h. Does the Certifying Official certify and process the monthly CARE billing               statement within five business days after billing cyclic closer?                                 {DoA GPC SOP 31 Jul 02, Para 5d}

i. Does the Certifying Official coordinate with the Property Book Office to verify that all purchased, accountable property has been properly documented?                      {DoA GPC SOP 31 Jul 02, Para 12d(6)}

j. Is a alternate Certifying/Billing Officials established? {DoA GPC SOP 31 Jul 02, Para 12d.}

3.  CARDHOLDER:

               a.   Does the Cardholder have authority to make purchases above $2,500?        

b. Are the following documents on file and/or current: 

                     (1)  Government Purchase Card (GPC) Certificate of Training  (not older than 2    years single purchase limit of $ 2,500){DoA GPC SOP 31 Jul 02, Para 14b.}

                (2)  DoD Government Purchase Card Tutorial (online training)

                       (3)  Government Purchase Card (GPC) Certificate of Additional training (only for cardholder who have authority to make purchases above &2,500) {DoA GPC SOP 31 Jul 02, Para 14a.}

                     (4)  Government Purchase Card Delegation of Authority from Chief of the    Contracting Office. {DoA GPC SOP 31 Jul 02, Para 12c(2)}

                     (5)  GPC Cardholder Account Set-Up showing single and 30-day purchase limits. {DoA GPC SOP 31 Jul 02, Para 12d(1)}

(6)  Duty Appointment Memorandum for GPC Cardholder 

c. Does the cardholder maintain a transaction register or purchase log record documenting purchases and showing available funds balance?  As a minimum, the log shall include: whom the purchase is for; date of order; vendor name; price paid; and when item was received. {DoA GPC SOP 31 Jul 02, Para 12e (16)}

d. Is there any lack of documentation to make the purchase? {DoA GPC SOP 31 Jul 02, Para 12e (7)}

e. Does the cardholder obtain the pre-approval for mission requirements from the Approving/Certifying Officer/Billing Officer prior to making a purchase? {DoA GPC SOP 31 Jul 02, Para 12e(3)}

f. Does the cardholder obtain the pre-approval for property accountability from Property Book Officer prior to making a purchase? {DoA GPC SOP 31 Jul 02, Para 12e(3)}

g. Is the cardholder using the “Abwicklungschein” to obtain “Tax Relief” on behalf of Government when making a purchase for official government use?

h. Were there any unauthorized purchases or improper purchases made by the cardholder? {DoA GPC SOP 31 Jul 02, Para 10b(6)}

i. Are all purchases entered in the CARE purchase log?                                       {DoA GPC SOP 31 Jul 02, Para 12e(5}

j. Does  the cardholder reconcile all transactions in CARE within three business days of end of cycle? {DoA GPC SOP 31 Jul 02, Para 7f}

k. Does the cardholder comply with the established single purchase limit and monthly purchase limits? {DoA GPC SOP 31 Jul 02, Para 12d(1)}

l. Is there any evidence of “split purchasing” being performed by the cardholder to stay within the micro purchase threshold? {DoA GPC SOP 31 Jul 02, Para 10b(8)}

m. Are non-expendable, sensitive, or highly pilferable supplies reported to the Property Book Officer for hand receipt? {DoA GPC SOP 31 Jul 02, Para 10b(9)}

n. When there are discrepancies with the Statement of Account, has a Statement of Cardholder Statement of Questioned Items been submitted to U.S. Bank within 60 days? {DoA GPC SOP 31 Jul 02, Para 12e(10)}

o. Does the cardholder, after reconciling his/her statement by verifying each transaction against the purchase log, forward it to the Certifying Officer/Billing Official within three days of receipt? {DoA GPC SOP 31 Jul 02, Para 12e (8)}

p. Does the cardholder resolve invalid transactions with vendors and track any purchases billed but not received? (DoA GPC SOP 31 Jul 02, Para 12e(9)}

q. Is the Deputy Chief of Staff for Information Management  (DCSIM) consulted. before using GPC for Information management Assets (IMA) and Information Technology (IT)? (DoA GPC SOP 31 Jul 02, Para 18}

r. Does the cardholder allow anyone else (i.e. Approving Official) to use his/her card to make purchases? {DoA GPC SOP 31 Jul 02, Para 10b (4)}

s. Does cardholder use convenience checks? {DoA GPC SOP 31 Jul 02, Para 21}

      (1)    Have checks been used  to avoid  the normal card payment process? {DoA   GPC SOP 31 Jul 02, Para 21b}

      (2)    Is there a separate convenience checkbook account set up? (DoA GPC SOP 31 Jul 02, Para 21c}

      (3)    Have any check been issued for more than $2,500? {DoA GPC SOP 31.Jul 02, Para 21d}

      (4)    Where checks  written for any  prohibited purchases? {DoA GPC SOP 31 Jul 02, Para 21l.}

      (5)    Are checks stored in locked containers when not in use? {DoA GPC SOP 31 Jul 02, Para 21h}




