ATTACHMENT 1

ANNUAL REVIEW CHECKLIST

	Cardholder Name
	__________________________
	Date of Review
	________________

	CH Account No.
	__________________________
	
	

	AO Name
	__________________________
	Period Covered


	________________

	AO Account No.
	__________________________
	
	


	No.
	Specific Review Criteria


	

	
	
	Yes
	No
	N/A

	A.  Card Usage Requirements:  Used to determine proper use of Card by Cardholder

	1
	Has any other individual other than the Cardholder used his or her card?
	
	
	

	2
	Have any purchases exceeded the Cardholder’s single purchase limit (SPL)?  The Cardholder’s SPL is _____________.
	
	
	

	3
	Has the Cardholder split requirements to stay under his/her single purchase limit (SPL)?  (Look for repeated orders during a short time period for the same goods or services).
	
	
	

	4
	Were all goods and services ordered available for immediate delivery?  Back orders are not permitted.
	
	
	

	5
	Did the Cardholder check Required Sources of Supplies or Services prior to ordering on the open market (i.e. Agency Inventories or Excess Property, FPI or UNICOR, NIB/NISH or JWOD, GSA Supply Programs, Federal Supply Schedules)? 
	
	
	

	6
	Were all purchases made by the Cardholder for official Government business only? 
	
	
	

	7
	Was the Purchase Card used to purchase any of the following without a specific written authorization from A/OPE?
	
	
	

	
	a.  Cash Advances
	
	
	

	
	b.  Advance Payments except for subscriptions, publications, or

     utilities (Payments for utilities are applicable overseas only)
	
	
	

	
	c.  Rental or Lease of Land or Buildings
	
	
	

	
	d.  Individual Travel Expenses
	
	
	

	
	e.  Professional Services for medical, legal, design/engineering

     or consulting services.
	
	
	

	
	f.  Vehicle Rental or Lease (permitted overseas)
	
	
	

	
	g.  Caterers, Restaurants, Bars 
	
	
	

	
	h.  Telephone Services (excludes cell phones and service)
	
	
	


4/26/2002

- 1 -

	No.
	Specific Review Criteria
	

	
	
	Yes
	No
	N/A

	
	i.  Construction above $2,000/year
	
	
	

	
	j.  Services other than construction above $2,500/year
	
	
	

	
	k.  Supplies that contain hazardous substances or hazardous

     Waste Cean-Up and Disposal
	
	
	

	
	l.  Rental and Maintenance Agreements above $2,500/yr 
	
	
	

	
	m.  Membership in Organizations including charitable and

      Social Organizations
	
	
	

	
	n.  Personal Services
	
	
	

	
	o.  Entertainment, amusement and recreational services
	
	
	

	
	p.  Firearms
	
	
	

	
	q.  Pesticide purchase or application
	
	
	

	
	r.  Copying jobs that exceed 5,000 copies of one page (single

     sided) or 25,000 copies total of multiple pages
	
	
	

	
	s.  Print jobs that exceed $1,000
	
	
	

	
	
	
	
	

	8
	Did the Cardholder pay any U.S. State taxes and if so, how much?  (Examine receipts to verify if any taxes are included). 
	
	
	

	9
	Did the Cardholder use the card for repetitive buys to the same vendor for the same product or service?  (If the total of the repetitive buys exceeded $2,500 per year, alternative procurement vehicles should be sought for more competitive pricing). 
	
	
	

	10
	Are non-expendable, non-serialized, personal property items with an acquisition cost of $5,000 or more per item and serialized property items with an acquisition cost of $500 or more per item, purchased by the Cardholder properly tracked in the accountable property records?
	
	
	

	
	
	

	B.  Actual Card Activity:  Used to determine extent of card usage by Cardholder.

	1
	What level of activity has the Cardholder had on his/her card over past 6 months?*

*Cards with no activity for a 6 month period should be considered for cancellation.
	No

Usage
	Low Usage
	Med

Usage
	High

Usage

	2
	What level of activity has the Cardholder had on his/her card over past 12 months?*

*Cards with no activity during a 12 month period should be cancelled unless otherwise needed.
	No

Usage
	Low Usage
	Med

Usage
	High

Usage

	C.  Security Requirements:  Used to determine if cards and related information are being properly safeguarded.

	1
	Is the Cardholder’s Purchase Card kept adequately secured?  For example, is the card kept locked up in the office when not in use?
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	No.
	Specific Review Criteria
	

	
	
	Yes
	No
	N/A

	D.  Cardholder Documentation Requirements:  Used to determine if purchases are supported by proper fiscal and purchase documentation.

	1
	Are purchases supported by proper fiscal documentation including:
	
	
	

	
	a.  A valid written authorization that describes what is to be

     purchased and signed by someone with authorized 

     requisitioning authority i.e. a procurement request?
	
	
	

	
	b.  Budget Office approval. 
	
	
	

	2
	Is the Cardholder’s monthly Statement of Account supported by proper purchase documentation including:
	
	
	

	
	a.  A valid  receipt and/or cash register tape supporting the

     purchase.  If these are not available, a statement indicating 

     why a receipt and/or cash register tape are not available i.e.

     telephone orders.
	
	
	

	
	b.  Proof of delivery or completion of performance.
	
	
	

	
	c.  A corresponding description on each statement and 

     supporting documentation.
	
	
	

	
	d.  The appropriate accounting, budget or project code 

      shown on the statement for each transaction. (Spot check 

      budget and accounting codes to verify they are accurate).
	
	
	

	
	e.  Are disputed purchases annotated on the Cardholder

    statement with and a copy of the Cardholder Dispute Form

    attached?
	
	
	

	
	f.  Are credit vouchers attached to the statement if applicable? 
	
	
	

	
	g.  Are CH Statements signed by the Cardholder and Approving

     Official and is the statement dated?
	
	
	

	3. 
	Did the Cardholder enter the purchases in the Purchase Card Buying Log each time the card was used (Ensure that the Cardholder is not constructing the log from the monthly Purchase Card statement i.e. note if purchases on the log and on the statement are in identical order).
	
	
	

	4
	Does the Cardholder have a copy of the Purchase Card On-Line Training Guide? 
	
	
	

	5
	Does the Cardholder have a copy of his or her delegation of Procurement Authority on file?
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	No.
	Specific Review Criteria
	

	
	
	Yes
	No
	N/A

	E.  Statement Review & Approval Requirements:  Used to determine if statements are being reviewed and approved in a timely manner.

	1
	Does the Cardholder consistently reconcile his/her statement upon receipt?
	
	
	

	2
	Does the Cardholder consistently send his/her statement to the AO within 5 working days of receipt.
	
	
	

	3
	Are Cardholder records being retained for a minimum period of 3 years from date of final payment?
	
	
	

	F.  Financial Compliance Requirements:  Used to determine compliance with financial requirements regarding invoice payment/reconciliation and 1099 tax 

	1
	Is the AO consistently sending the Cardholder statements to the finance office within 3 business days from receipt?  Determine how many days elapsed between the date the Cardholder and the AO signed the statement (Should not exceed 8 business days). 
	
	
	

	2
	Is the Cardholder entering correct budget codes and account codes, when applicable, when completing the statement? 
	
	
	

	3
	Did the Cardholder submit 1099 tax information to the Finance Office for all convenience check transactions (when applicable)?
	
	
	

	G.  Requirements for Purchases over $2,500:  Used to determine proper use of card for transactions exceeding $2,500 per purchase.

	1
	Is there evidence of competition, and supporting documentation for transactions exceeding $2,500?  If competition was not obtained, is there a valid sole source justification in the file?
	
	
	

	2
	Have domestic purchases exceeding $2,500 per transaction been set-aside for small businesses?  If not set-aside, is there a valid justification in the file (domestic only)?
	
	
	

	3
	Did the Cardholder attempt to purchase from minority or women-owned businesses (domestic only)? 
	
	
	

	4
	In the absence of competition, were prices determined by the Cardholder to be fair and reasonable (if applicable)?
	
	
	

	5
	Does the Cardholder’s file contain appropriate FAR and DOSAR clauses and were appropriate representations and certifications provided to the vendor?
	
	
	

	6
	Is the Cardholder using the “Green Folder” (DS-3014) to document transactions exceeding $2,500 per purchase?
	
	
	

	7
	Is the Cardholder using the “White Folder” (DS-1919) to document delivery orders placed against Federal Supply Schedule (FSS) contracts?
	
	
	

	8
	Do individual Procurements over $25,000 comply with all applicable FAR and DOSAR requirements?
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