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	2ND BDE, 91ST DIV COMMAND INSPECTION PROGRAM CHECKLIST

GOVERNMENT PURCHASE CARD (GPC) (Version 1)





	 FORMDROPDOWN 

PTS
	                 DESCRIPTION 
	     
            REMARKS

	1
	1) Are Cardholders, Billing Officials nominated by chain of command? (FC Form 68-8).


	

	 FORMDROPDOWN 

1
	2) Are all FC Forms 68-7 signed by the Billing Official?
	     


	 FORMDROPDOWN 

1
	3) Does the Cardholder or Billing Official maintain a log to ensure supplies don’t exceed the yearly budget allocation of Supply and Services?
	

	 FORMDROPDOWN 

20


	4) Has Billing Official or Cardholder provided a copy of approved purchases (FC Form 68-7) to the budget office to commit funds within 2 days of approval? 90% Goal 

*** LEADERSHIP ***
	     


	 FORMDROPDOWN 

1
	5) Has the Cardholder had the Requestor sign for the items received?
	     


	5
	6) Has the Cardholder filled out FC Form 68-7 to show for non-expendable items when purchasing accountable items?
	     


	 FORMDROPDOWN 

4


	7) Has the Cardholder verified and approved monthly statement through CARE within 3 business days after the 23rd of each month?
	     


	 FORMDROPDOWN 

15
	8) Are there 3 years of files pertaining to Cardholders and BO on hand?
	     


	 FORMDROPDOWN 

10
	9) Has the Billing Official verified and certified monthly statement of accounts through CARE within 5 business days after the 23rd of each month?
	     


	 FORMDROPDOWN 

1
	10) Does the BN have a copy of the Installation FT         

       CARSON GPC SOP?
	     


	 FORMDROPDOWN 

1
	11) Does the BN have a copy of the BDE GPC                

       SOP?
	     


	 FORMDROPDOWN 

10.0
	12) Does the Cardholder have the original receipts  

       and approval requests by statement on file by    

       month attached to a copy of the monthly bill?
	     


	 FORMDROPDOWN 

10.0
	13) Does the Cardholder maintain the log through 

       CARE?
	     


	10.0
	14) Does the Cardholder maintain a manual log?
	

	 FORMDROPDOWN 

10.0
	15)  Is the Cardholder purchasing general office 

       supplies through Envision Xpress or the DOD            

       Emall?
	     


	 FORMDROPDOWN 

FAILED
	16) Is there any unauthorized purchases? 

**CRITICAL*** This is automatic “UNSAT”.
	     


	 FORMDROPDOWN 

FAILED
	17) Are there more than 3 split disbursements  

       reflected on monthly statement or within 3 

       months? 

(SAME VENDOR FOR THE SAME ITEM)

***CRITICAL*** This is automatic “UNSAT”
	


	GENERAL INSPECTION SUMMARY


GOVERNMENT PURCHASE CARD (GPC) (Version 1)



	Inspecting Activity: RMO                             DATE: 

	Inspector(s): BRUCE REAMS
	Phone:524-2792

	Unit Inspected:

	Supervisor of Inspected Area: 


	Phone:

	Key Personnel Contacted: 

	Key Areas / Subjects Inspected:          GOVERNMENT PURCHASE CARD


	SCORE:

	Critical Findings: 



	Additional Assistance Required: 

	Other Comments: 




1

