Government Purchase Card Program

Surveillance Checklist
Review of Billing Official Account

1. Does the Billing Official have a DD Form 577 that designates him or her as a Billing Official (Certifying Official)? 

2. Does the Billing Official have a Letter of Appointment?

3. Does the Billing Official have an Alternate Billing Official for account(s)?

4. Has the Billing Official received GPC and ethics training?  Refresher training (DAU CLG 004) up to date?
5. Are all the Cardholders under the Billing Official appropriate (for example, the Cardholder is not Billing Official’s supervisor)? 

6. Does the Billing Official review each of his or her Cardholder’s statements against receipts, invoices, etc., each month? 

7. Does the Billing Official certify and process the monthly billing statement within five business days of its receipt?

8. Does the Billing Official promptly notify the Level IV APC when a Cardholder departs, retires, or otherwise no longer needs a card?

9. Has the Billing Official notified the Level IV APC of any lost, stolen, or compromised cards within five business days of the loss/theft? 

10. Has the Billing Official notified the installation Level IV APC of any Cardholder account procedure violations discovered? 

11. Does the Billing Official coordinate card dollar limits with the budget officer/resource manager when Cardholder account limits require adjustments? 

12. Does the Billing Official maintain original supporting documentation for closed Cardholder/check-writer accounts in accordance with FAR 4.805?

13. Does the Billing Official ensure coordination with the Property Book Office to verify that all purchased accountable property has been properly documented?  Are other accountable items being monitored (hand receipts)?
14. How many Cardholders under the Billing Official were reviewed by the Level IV APC as a part of this annual review?  Is this an appropriate number per the Army standard?

15. Has an adequate Cardholder-to-Billing Official ratio been maintained?

16. What is the percent of randomly selected transactions that were reviewed, out of the total number of transactions for the review period?  Is this an appropriate percentage?

17.  Are accounts spending limits in line with actual use?

18.   Does the cardholder provide the monthly report to the GPRCO GPC Program Office no later than 5 business days after the end of the billing cycle on all $25,000 purchases?

19.  Does the cardholder ensure adequate competition and price comparison on all $25,000 purchases?

20.   Is there misuse or violations discovered?

i. Compromised account

ii. Services exceeding $2,500

iii. Mandatory sources of supplies

iv. Unauthorized items or services purchased

v. Split requirements

vi. Tax exempt

vii. Recurring requirements

viii. Misuse of $25,000 account
    Other Observations:
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