GOVERNMENT TRAVEL CHARGE CARD PROGRAM (GTCCP) VERIFICATION REPORT

GOVERNMENT TRAVEL CHARGE CARD PROGRAM (GTCCP) VERIFICATION REPORT


Ref:  (a) MCO 4600.40A (Government Travel Charge Card Program)

      (b) MARADMIN 264-02

      (c) Electronic Account Government Ledger System (EAGLS)

          Users Guide
      (d) MCO P5000.14C (Marine Corps Administrative Procedures)

      (e) MCBO P5200.2A (Internal Management Control Program

          Manual)
1.  Activity name:   







 

2.  Date of inspection:   



                   


3.  Date of last inspection:                                    


4.  Agency Program Coordinator (APC):   

               

    Alternate APC:   









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







YES   NO 

    a.  Has an APC and an Alternate APC been

designated in writing by the Commander/Director?

(Reference (a), paragraph 8b)





         

    b.  Do the appointment letters include the

mailing address, e-mail address, telephone numbers,

central account number and hierarchy numbers?

(Reference (a), paragraph 8b)





         
    c.  Does the APC and Alternate APC have access

to EAGLS?  (Reference (a), enclosure (3), paragraph

1b(2))





         

    d.  Has the APC contacted the Intermediate APC

for assistance to remove unidentified Cardholders

from their hierarchy?  (Reference (a), enclosure

(3), paragraph 1b(3))





         
    e.  Is the APC maintaining a hard copy of all

applications and a signed Statement of Understanding

(SOU) for all Cardholders?  (Reference (a), enclosure

(3), paragraph 2b and 10(2)b)





         







YES   NO 

    f.  Is the APC extracting, working, and main-

taining the required reports?  (APC must request

reports from EAGLS and reconcile them within 5

working days of the close of the USMC billing cycle

(26th of the month).  Retain all reports and files

for two years.  (Reference (a), enclosure (3),

paragraph 4)





         
	REPORTS
	EXTRACTED
	WORKED
	ON FILE

	Account Listing
	
	
	

	Account Activity
	
	
	

	Pre-Suspension
	
	
	

	Suspension/Pre- Cancellation
	
	
	

	Delinquency Report
	
	
	

	Account Renewal Report
	
	
	


    g.  Has the APC properly documented the

Delinquency Report to include contacting the

individual and completing the 60, 90, or 120+ day

letters?  (Reference (a), enclosure (3),

paragraph 5)





         

    h.  Has the activity Commander/Director

conducted spot checks of the Account Activity

Report to ensure that charges were made in

conjunction with official travel?  (Reference (b))
         
    i.  Are all reports and Cardholder information

being kept in a locked storage container?

(Reference (a), enclosure (3), paragraph 7a) 

         
    j.  Is the APC deactivating the GTCC on all

Cardholders with limited credit upon completion of 

TAD?  (Reference (a), enclosure (3), paragraph 7c(3)

and Reference (b)) 
                                

    k.  Are activity members required to check-in

and check-out with the APC prior to PCS?

(Reference (a), enclosure (3), paragraph 10a)

(The check-in and check-out sheet should have a

block for the activity's APC initials.)



         






YES   NO 

    l.  Is the APC canceling the GTCC and verifying

the account balance via EAGLS upon the member's

separation or retirement?  (Reference (a), enclosure

(3), paragraph 10b)





         
    m.  Are there written standard operating

procedures for the GTCC Program, which include

billet responsibilities, monthly report procedures,

document flow within the activity and relationships

with other organizations and services?  (References

(a), (c), and (d))





         
    n.  Has a vulnerability assessment been

completed on the travel card? (Reference (e), Figure

3-1)





         
Name                  (Date)

Verifying Officer

Recommendation #1.  

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

CHIEF OF STAFF:                                                

                 (Signature)                             (Date)

Updated 5/12/04                                           Encl (1)
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