[image: image2.png]Med-00%G
xlnspecto@&a,




Purchase Card
[image: image1.png]Med-00%G
xlnspecto@&a,




Purchase Card

	References:
* NAVSUPINST 4200.99 (10/13/2006)

* Business Objects (BO) Reports, found at NMLC website:     https://gov_only.nmlc.med.navy.mil/code06/medlogsop.asp

* BUMED FIP SOP 


	Command POC:


	Standard
	Yes
	No
	Comments/Notes

	Review the command's delegation of authority to run Purchase Card program and determine if the following are completed:

	
	
	

	Agency Program Coordinator (APC) 

	Letter of Delegation as APC from CO?
	
	
	

	DOD Purchase Card training certificate on file?
	
	
	

	DON (Citibank) Initial and biennial refresher training certificates on file?
	
	
	

	If OCONUS, APC is a U.S. civilian government employee or US Armed Forces member; and not a purchase card holder.

	
	
	

	Approving Official (AO)

	Nomination letter - written request from supervisor?
	
	
	

	Letter of Delegation as AO from HA/CO?
	
	
	

	DON (Citibank) Initial and biennial refresher training certificates on file?
	
	
	

	Confirmation of biennial review of Command IOP?
	
	
	

	DD Form 577 (signature card for DFAS)?
	
	
	

	Account set-up form?
	
	
	

	Record of disciplinary actions, if taken?


	
	
	

	Current ethics training certificate on file and OGE 450 completed?


	
	
	

	Cardholders

	Written request from supervisor (nomination letter)?


	
	
	

	DON (Citibank) Initial and biennial refresher training certificates on file?


	
	
	

	Copy of initial and all subsequent letters of delegation on file?


	
	
	

	Confirmation of biennial review of Command IOP?


	
	
	

	DD Form 577 (filed on CH's record?


	
	
	

	Account set-up form, if processed manually?


	
	
	

	Record of disciplinary actions, if taken?


	
	
	

	Current ethics training certificate on file and OGE 450 completed?


	
	
	

	Head of Activity (HA) / Commanding Officer (CO)

	DOD Purchase Card training certificate on file?


	
	
	

	DON (Citibank) Initial and biennial refresher training certificates on file?


	
	
	

	Delegation letter specifies single purchase limits ($3K for supplies, $2,500 for services, $2K for construction), government sources of supply, billing cycle limit, transaction types authorized (i.e., Internet, phone, counter).
	
	
	

	Purchase Card Management Controls

	Is there at least one APC for every three hundred cardholders? 
If not, has a waiver been granted?
	
	
	

	Is there at least one AO for every seven (7) cardholders? If not, has a waiver been granted?
	
	
	

	Are delegation letters on command letterhead?
	
	
	

	Are purchase limits and method of payment authority included with contract vehicles?
	
	
	

	Does the site have any "Contingency Accounts?"
	
	
	

	Does the command have an Internal Operating Procedure (IOP)? 
Does the IOP include the following? 
If No, please note why content is not in IOP.
	
	
	

	Designation of personnel involved with responsibilities?
	
	
	

	Purchase request process and funding approval process?
	
	
	

	Screening/documentation requirements?
	
	
	

	Solicitation and award procedures?
	
	
	

	Receipt and acceptance process?
	
	
	

	Local procedure for property management?
	
	
	

	Any special requirements to ensure fiscal year-end obligation of funds?


	
	
	

	Process for reconciliation, verification, and certification of cardholder's statement and official invoice?


	
	
	

	Maintenance and retention of purchase card records?


	
	
	

	Restricted purchases?


	
	
	

	Procedures for resolving suspected fraud, abuse, and misuse of card?
	
	
	

	Closure process of cardholder accounts?


	
	
	

	Local training requirements?
	
	
	

	Management Reviews

	Does the APC conduct monthly and semi-annual reviews and document findings and resolutions?
	
	
	

	Are monthly and semiannual reviews performed by a command department, which is independent of the local Purchase Card program office?
	
	
	

	If site has convenience checks, is an unannounced audit being conducted yearly with documented findings?
	
	
	

	Are BUMED FIP SOP's being used and are they accessible to all users?
	
	
	

	Does the command have a Convenience Check program? 
If yes, are the following items completed:
	
	
	

	Delegation letter on file?
	
	
	

	No checks greater than $3,000?
	
	
	

	Every attempt was made to use purchase card and attempt was documented?
	
	
	

	Appointed check cashier (only one (1))?
	
	
	

	Safe or locking cabinet for checks?
	
	
	

	Internal Revenue Service (IRS) report requirements met?
	
	
	

	Are AO reviews of cardholders statement occurring monthly as part of certification process? Does the AO:
	
	
	

	Review all buys for appropriateness?
	
	
	

	Notify APC of problem detected?
	
	
	

	Review designated percentage of cardholder file documentation per AO desk guide?


	
	
	

	Perform physical validation of transaction receipts?
	
	
	

	Review all monthly invoices are certified within five (5) business days?
	
	
	

	Does the APC:
Review Citibank and DMLSS Purchase Card reconciliation registers to ensure they match and are balanced to the penny? 
Are deviations reports to and approved by the Material Manager?
	
	
	

	Provide quarterly briefing to CO regarding the purchase card program status?
	
	
	

	Review that cardholders’ monthly transactions are within guidelines limits?
	
	
	

	Review if cards with three (3) or less transactions in the previous six (6) months have been closed?


	
	
	

	Maintaining all certification documentation for six (6) years and three (3) months?
	
	
	

	Confirm proper procedures for any lost or stolen cards are followed.

	
	
	

	Confirm that cardholders notified bank and APC immediately.
	
	
	

	Confirm that cardholders provide situation in writing to the APC? Should include: Account number; Cardholder’s complete name; date and locations loss became evident; date and time bank was notified as well as date and time reported to police, if that action was taken.
	
	
	

	Purchase Card Usage

	Is the Business Objects (BO) report for Purchase Card orders maintained in Defense Medical Logistics Standard Support (DMLSS)?
	
	
	

	Are any orders processed outside of DMLSS? 
Which orders and why?
	
	
	

	Do all buys receive funding approval prior to buy?
	
	
	

	Do cardholders screen all requirements for mandatory government sources and document on purchase card log?
	
	
	

	Do Cardholders screen buys against Med Product Data Bank (PDB) prior to all recurring (2nd or subsequent purchase of item) Purchase Card buys?
Note: Recurring buys can be used to establish usage rate.
Med PDB website:  https://www.medical.dla.mil/pdb/pdbweb.aspx
	
	
	

	Do the monthly reconciliations occur timely?
Note: Review BO Report: "Purchase Card Closeout" (effective reconciliation of receipted PC orders)
	
	
	

	Are there any delinquent accounts?
	
	
	

	Does the cardholder have disputes on their credit card statements? 
Was the dispute process performed correctly?
	
	
	

	Were there any buys for personal use?
	
	
	

	Has separation of function for each purchase card transaction occurred?
Note: Review BO Report: "ESD RRD" (separation of function violations)
	
	
	

	Are there any buys from the DO NOT BUY list (NAVSUPINST4200.85D, Enclosure (2))? 
If yes, please note how this is being addressed.
	
	
	

	Are purchase cards used for all buys less than: 
    $3,000 for Supplies

    $2,500 for Services

    $2,000 for Construction 
	
	
	

	If not, are convenience checks used and/or written? (method of last resort)

	
	
	

	Is site or end-user splitting requirements?
	
	
	

	Are Purchase Card account numbers only transmitted over the counter, over the phone or internet, secure/encrypted site?
	
	
	

	Are DoD printing requisitions/orders valued at $100K and below?
	
	
	

	Are cardholders rotating sources of supply?
	
	
	

	For purchase card buys greater than $3,000, does the file contain the following:


	
	
	

	SF 182 (Certification of Training) (training of $25K and below)?
	
	
	

	DD Form 1155 (PO's valued at $150K and below)?
	
	
	

	Blanket Purchase Agreement (BPA) ($150K and below)?
	
	
	

	Delivery Order against Federal Supply Schedule valued at $9,999,900 or below?
	
	
	

	Basic Ordering Agreement (BOA) (valued below $9,999,900)?
	
	
	

	Additional Comments:
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