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GO/RSO PURCHASE CARD PROGRAM REVIEW CHECKLIST


	CARDHOLDER Being Reviewed:
	
	   Date:
	


	
	YES
	
	NO


1.
Is only Cardholder making purchases with his/her Card?
 FORMCHECKBOX 


 FORMCHECKBOX 

2.
Is the Purchase Card properly secured?
 FORMCHECKBOX 


 FORMCHECKBOX 

3.
Are only complete requisitions being accepted for buy:

Billing Office indication of Funding Source?
 FORMCHECKBOX 


 FORMCHECKBOX 

Supervisory Approval?
 FORMCHECKBOX 


 FORMCHECKBOX 

Approving Official Authorization?
 FORMCHECKBOX 


 FORMCHECKBOX 

4.
Are purchases being conducted correctly: 

Are supply room and GSA schedule sources checked?
 FORMCHECKBOX 


 FORMCHECKBOX 

Are unauthorized purchases included in purchase log?
 FORMCHECKBOX 


 FORMCHECKBOX 

Are requests being split to circumvent purchase limit?
 FORMCHECKBOX 


 FORMCHECKBOX 

Is tax certificate/tax exempt status being used?
 FORMCHECKBOX 


 FORMCHECKBOX 

Are purchase dates after date of approved requisitions?
 FORMCHECKBOX 


 FORMCHECKBOX 

Is price reasonableness justification adequate?
 FORMCHECKBOX 


 FORMCHECKBOX 

Are purchases being distributed among suppliers?
 FORMCHECKBOX 


 FORMCHECKBOX 

Are small businesses being used as required?
 FORMCHECKBOX 


 FORMCHECKBOX 

5.
Is appropriate documentation being prepared, as required: 

Are Purchase Card Quotation Worksheets completed?
 FORMCHECKBOX 


 FORMCHECKBOX 

Is Purchase Card Order Log completed?
 FORMCHECKBOX 


 FORMCHECKBOX 

Are complete transaction records kept?
 FORMCHECKBOX 


 FORMCHECKBOX 

6.
Are Statements of Account from RMBCS being reconciled and 

promptly forwarded to Approving Official and Finance?
 FORMCHECKBOX 


 FORMCHECKBOX 

7.
Is a copy of the RMBC handbook and any clarification info on 

file with the Cardholder?
 FORMCHECKBOX 


 FORMCHECKBOX 

REMARKS:

	REVIEWER(S):
	
	DATE:
	


