GOVERNMENTWIDE COMMERCIAL PURCHASE CARD (GCPC) VERIFICATION REPORT

GOVERNMENTWIDE COMMERCIAL PURCHASE CARD (GCPC) VERIFICATION REPORT


Ref:  (a) EBUSOPSOFFINST 4200.1 (Department of the Navy (DoN)

          Policies and Procedures for the Operation and Management 

          of the Government Commercial Purchase Card Program)

      (b) Governmentwide Commercial Purchase Card Procedures Manual

          December 1997

      (c) NAVSUPINST 4200.85C (DoN Simplified Acquisition

          Procedures)
      (d) MCO P7300.20 (SABRS Financial Procedure Manual)

1.  Account name:                                               

2.  Date of inspection:                                        

3.  Date of last inspection:                                   

4.  Designated Approving Official:                             

5.  Designated Cardholders:                                    
6.  An examination of the following areas was performed to determine compliance with references (a) through (d):

                                                      YES   NO 

    a.  Delegation of Authority and Acknowledgment
        (1) Have the Approving Official and Card-

holders been appointed in writing, with single 

purchase and monthly limitations, by the Director, 

Regional Contracting Office, Northeast (RCO, NE)?              

        (2) Have the Approving Official and Card-

holders signed an acknowledgment endorsement to the

Director, RCO, NE?          



                          

        (3) Does the Approving Official have more

than seven Cardholders under their cognizance?                         

    b.  Relief procedures:

        (1) Upon separation of a Cardholder, did 

he/she surrender the card to the Approving Official?           






    YES   NO 

        (2) Did the Approving Official notify the

Agency Program Coordinator, RCO, NE to have the 

account cancelled?                                             

        (3) Did the Approving Official submit in 

writing to the Agency Program Coordinator, 

RCO, NE the name of the new Cardholder replacement?                    

    c.  Training:

        (1) Have the Approving Official and Card-

holders successfully completed the Purchase Card 

Training and Interactive Customer Assistance CD ROM

(web-based) training?     




             

        (2) Have the Approving Official and

Cardholders completed the DoN, eBusiness on-line 

purchase card training at least every two years?                

        (3) Does the Approving Official's

approval authority or Cardholder's purchasing 

authority exceed $100,000 per year? 
       
             
            (  If yes, have the Approving Official

and/or Cardholders attended the annual ethics

training and completed an OGE Form 450 (Confidential 

Financial Disclosure Report)?




             
        (4) Is a copy of DoD Directive 5500.7

(Standards of Conduct) maintained within the office 

or accessible via the Internet?                                
    d.  GCPC Procedures:

        (1) Has documentation been adequately 

prepared for all purchases prior to execution of

the credit card order?                                         
            (a) Has documentation been completed

and approved by appropriate activity head for

special approval items?                                        






    YES   NO 

            (b) Have required Government sources

of supply been screened, documented and appropriate

waivers in place when those sources are not utilized 

(i.e., agency inventories and Self Service).          ___
___

· Federal Prison Industries (UNICOR)

(office furniture, etc.) (market research required)      
   
· National Industries for the Blind

(NIB) and National Industries for the Severely Handi-

capped (NISH) (cleaning supplies, etc.)  

             

            (c) Are vendors rotated to allow 

equitable distribution of business?                            

            (d) Has the Approving Authority 

authorized all credit card purchases?                          

            (e) Is the Cardholder ensuring that 

state or local sales taxes are not charged for

purchases?                                                     
        (2) Is documentation maintained to record 

all over-the-counter or over-the-telephone credit

card purchases, to include the date of the purchase,

the vendor, document number, item(s) purchased, and

amount of purchase?                                            

        (3) When the Cardholder does an over-the-

counter or over-the-telephone purchase, does someone

other than the Cardholder inspect, receipt, and sign

for the items?                                                 
        (4) Does the invoice/delivery ticket or 

sales slip contain the following information: name

of supplier, Cardholder name and complete 

organization address (including correspondence 

symbol), date of order, document number, credit card

order number, date of shipment, and itemized list of

supplies furnished (including quantity, unit price,

extension of each item, and any applicable 

discounts)?                                                    






    YES   NO 
        (5) Is the signature of the person picking

up the order on the customer copy of the credit

card charge slip?                                              
        (6) Is the Cardholder ensuring that

purchase card transaction information is being

properly recorded in SABRS and taking corrective

action as appropriate?




             

    e.  Cardholder Statement of Account 

Verification:

        (1) Is the Statement of Account reviewed

for accuracy and reconciled against the

documentation on file for each transaction?                    

            (a) Is all supporting documentation

attached?                                                      

            (b) If documentation is missing, did

Cardholder explain why there is no written
supporting documentation?                                      
        (2) If there are incorrect charges on the

Statement of Account, is there a complete explana-

tion of the error on the statement?                            

· Did Cardholder complete a CitiBank 

Government Cardholder Dispute Form?                            

        (3) If an item was returned and a credit

voucher received, did the Cardholder verify that

the credit was reflected on the statement?                     

            (a) Did the Cardholder notify the 

designated Disputes Office Contact at Citibank to 

resolve and assist in reconciling the statement if 

the credit does not appear within two months of 

return?                                                        

            (b) Does Cardholder maintain 

documentation on disputed items?                               






    YES   NO 
        (4) Has “pay and confirm” been implemented

whereby invoices are promptly certified for payment

and follow-on verification is conducted upon receipt

and acceptance of items?                                       

        (5) After review of the Cardholder’s 

account and supporting documentation, did the

Approving Official verify the Statement and submit

it to DFAS-KC within five days for payment?                    

        (6) Does the Approving Official have any

Statements of Account that have not been paid and

are over 90 days old?                                          
        (7) Does the Approving Official use the web

site (www.dfas.mil) to check status of payments for

assigned account(s)?                                           

    f.  Card Security:

        (1) Is the authorized Cardholder the only

one using the card?                                            

        (2) Is the credit card kept in a secure

place at all times to prevent unauthorized use and

limit the potential for fraud?                                 

        (3) If card is missing, did the Cardholder

notify the Approving Official within one working

day after the discovery?                                       

· Did the Approving Official submit a 

written report within two working days to the Agency

Program Coordinator at RCO, NE explaining the loss 

of the card?                                                   

    g.  Internal Controls:

        (1) Has a vulnerability assessment been 

completed on the credit card?                                  

        (2) Has an internal control review been

scheduled/completed on the vulnerability assessment?           






    YES   NO 
    h.  Review a representative sample of documents 

supporting credit card disbursements initiated since

the last verification for appropriateness of purpose.

        (1) Were any questionable/unauthorized 

purchases identified?                                          

        (2) Did purchases exceed the authorized

single purchase limit of $2,500 and 30-day limit

of $??,000 to include any applicable transporta-

tion charges?                                                  

· Were large buys split into smaller 

buys in order to use the credit card (i.e., 

purchasing several similar items from the same 

vendor within a short time frame with the total 

purchase price of items exceeding the single 

purchase limit of $2,500)?                                     
    i.  In the opinion of the verifying officer(s),

are controls and procedures utilized adequate to 

deter fraud, waste, and abuse?                                 

Name                  (Date)

Verifying Officer

Recommendation #1.

Recommendation #2.   

The report and recommendations are approved, with the following exception(s)                                                 .

CHIEF OF STAFF:                                                

                 (Signature)                             (Date)

Revised 8/2/04                                            Encl (1)
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