AFSC-05, MANAGEMENT CONTROL EVALUATION CHECKLIST, DOD PURCHASE CARD PROGRAM








1.  Function:





This checklist covers the DoD Purchase Card Program for Government Owned and Government Operated Programs.





2.  Purpose:





    a.  The purpose of this checklist is to assist Commanders and managers in evaluating the key management controls listed below.





    b.  Department of Army Purchase Card Standing Operating Procedure (SOP) dated 31 July 02, Appendix E, requires that a program/procedure must have the following procedures in place:





        (1)  Written guidance to cardholders on management of the program and their duties.





        (2)  Adequate separation of duties.





3.  Instructions:





Base answers on the actual testing of key management controls (e.g., document analysis, direct observation, interview, sampling, simulation, or other testing).  “No” answers require explanations along with statements of corrective action taken.  Management must formally evaluate these controls annually.  For certification of the evaluation, use of DA Form 11-2-R (Management Control Evaluation Certification Statement) is mandatory.





4.  DIRECTOR OF CONTRACTING RESPONSIBILITIES:





    a.  STANDARD OPERATING PROCEDURE (SOP) POINTS:





        (1)  Is there an up-to-date SOP for the program on file?





        (2)  Has the SOP been coordinated with the following organizations?





        (a)  Finance and Accounting





        (b)  Property Book





        (c)  Supply/Logistics





        (d)  Environmental Office





        (e)  Information Management





        (3)  Does the SOP contain cardholder limitations and responsibilities?





        (4)  Does the SOP contain information on mandatory sources of supply, procedures for processing emergency requirements, and various forms and instructions required for completion of purchase card transactions?





        (5)  Does the SOP require that records be in good shape and easy to track billings with purchases?





        (6)  Does the SOP require file documentation to explain any unusual situations, such as a buy which appears to have been a “split” but wasn’t or pre-purchase justification on an item that may seem questionable?





        (7)  Has an Agency/Organization Program Coordinator been appointed?  Are their duties accurately reflected in their performance plans and job descriptions?





        (8)  Is the Director of Contracting assuring that if violations are found, actions are taken, such as warning memorandums or terminations of cardholders and approving officials?





        (9)  Does the policy include retention instructions for records and audit procedures?





    b.  Has the training course content and method of instruction been reviewed/approved by the Director of Contracting? (AFARS 5113.270(a)(3)(d))?





    c.  Does the Director issue delegation of appointments to credit card holders and approving officials?





�
5.  AGENCY/ORGANIZATION PROGRAM COORDINATOR (A/OPC) RESPONSIBILITIES:





    a.  TRAINING AND APPOINTMENT OF CARDHOLDERS and CERTIFYING OFFICERS





        (1)  Does the training include information that the Government-wide commercial purchase card is the preferred method to purchase and pay for micro-purchases? (FAR 13.201(b)).





        (2)  Have all cardholders taken the mandatory DoD training prior to appointment or at the time a refresher course is required?  





        (3)  Are records maintained on the training and the mandatory refresher training every 2 years?





        (4)  Is there a bulletin board or other electronic means of providing updated information to the cardholders and approving officials?  If not electronic, is there a systematic means of communicating information to cardholders? 





        (5)  Does the training emphasize that failure to exercise good business judgment in determining purchases and/or quantities will result in the loss of International Merchant Purchase Authorization Card (IMPAC) privileges?





        (6)  Are all cardholders and approving officials using purchase logs?  Preferred method is the Customer Automating and Reporting Environment (CARE) log, the AMC Purchase Card Management System and/or some other electronic logs.  Manual logs are also acceptable. 





        (7)  Are cardholders advised on the installation policies/procedures on purchasing of hazardous materials?





    b.  COMPLIANCE REVIEWS





        (1)  Are routine systematic inspections of the cardholder files conducted to ensure that all cardholder and approving responsibilities are being accomplished? 





        (2)  The Agency/Organization Program Coordinator is required to ensure that all billing official accounts are reviewed on an annual basis.





        (3)  Samples of compliance review questions for billing officials and cardholders that can be used to develop local checklists are provided at the Department of Army SOP for the Government Purchase Card, dated 31 Jul 02, Appendix E. 





        (4)  Listed below are some of the issues of compliance that should be incorporated:





        (a)  Card security to prevent unauthorized charges.





        (b)  Tax Exempt status for all purchases.





        (c)  Use of the card only for approved purchases.  The card cannot be used for personal items.





        (d)  Maintenance of receipts and transaction log for all purchases.





        (e)  Has the cardholder checked the mandatory sources and if necessary acquired the waivers?





        (f)  Are cardholders checking to ensure that requirements are not split to stay within the cardholders single purchase limit?





        (g)  Are cardholders reconciling their statements and forwarding to the approving official in a timely manner?





        (h)  Do the cardholders routinely review the latest information on the bulletin board or e-mails provided on the card.





        (i)  Is the cardholder the same individual signing the charge slips for payment authorization?





        (j)  Is the cardholder annotating the date of receipt on their statement of account?





�
6.  COORDINATED ISSUES FOR PROPERTY ACCOUNTABILITY:





Property Book Issues - This section must be done in conjunction with the Installation Property Book/Equipment Manager. 





    a.  Were all approvals obtained prior to ordering (i.e. Telecommunications, ADP, Property book items)?





    b.  Where applicable, after receipt of equipment, is the necessary paperwork being forwarded to the property book office?  





    c.  After receipt of items, or on a monthly basis, are all purchase logs forwarded to the stock record activity for review?





    d.  Are Reports of Survey (DA Form 4697) initiated for any non-expendable property item purchased with the credit card that are lost, damaged or destroyed.





    e.  Where applicable, is the Equipment Manager notified of items that require maintenance inspection/action, for example, lifting devices (identified in TB 43-0142 or OSHA)?





Comments:  Help make this checklist a better tool for evaluating management controls.  Submit comments to AMSFS-CCS-P, US Army Field Support Command, 1 Rock Island Arsenal, Rock Island, IL  61299-6500.
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