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	BPA Name:

	OPR
	DATE

	MONTHLY REVIEW OF USER’S BPA FOLDER
Individual’s Name:
	
123 CONS
	

	[bookmark: Text62]PURCHASE AGREEMENTS (BPAs): FAXXXX-
	
	

	
	
	

	
	
	
	
	

	NO.
	ITEM
	YES
	NO
	N/A

	
	
	
	
	

	
	
	
	
	

	
	BPA FILES
	
	
	

	1.
	Does the BPA folder contain required documents per the Index?
	
	
	

	
	(a) Approved funding documents? 
	
	
	

	
	(b) Current Price List?
	
	
	

	
	(c) Copy of all Call Registers with invoices or delivery tickets attached? 
	
	
	

	
	
	
	
	

	2.
	Was the BPA Call Register correctly filled out?
	
	
	

	
	(a) Was name of person placing calls identified?  Are they authorized?
	
	
	

	
	(b) Was a declining balance calculated after each call to identify funding balance?
	
	
	

	
	(c) Do Call Numbers track each call?
	
	
	

	
	(d) Was register signed by Squadron commander/equivalent?
	
	
	

	
	
	
	
	

	3.
	Prohibited practices 
	
	
	

	
	(a) Did Ordering Officer place any calls over the call limitations (max $2,500)?
	
	
	

	
	(b) Were calls split to avoid dollar thresholds?
	
	
	

	
	(c) Were any items purchased not on the Price List?  
	
	
	

	
	      (1) Were items purchased which were outside scope of BPA?
	
	
	

	
	(d) Were any calls placed when there was no money in the account?
	
	
	

	
	(e) Were any high prices paid for items (such as $600 Ping-Pong tables, $100 Mini-Maglites)?
	
	
	

	
	
	
	
	

	4.
	Receipt of goods and services
	
	
	

	
	(a) Did persons other than the ordering officer receive goods and services?
	
	
	

	
	(b) Were goods and services verified before receipt, including price?
	
	
	

	
	
	
	
	

	REMARKS
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	PURCHASE AGREEMENT (BPA): F02601-
	
	Date:

	
	
	

	
	
	
	
	

	NO.
	ITEM
	YES
	NO
	N/A

	
	
	
	
	

	
	
	
	
	

	5.  
	Invoices
	
	
	

	
	(a) Were invoices promptly processed?
	
	
	

	
	(b) Was each item on the invoice crossed checked with the Price List to ensure the correct billed price?
	
	
	

	
	(c) Did each invoice have a call number listed on it?  (The Ordering Officer should write it on the invoice if the contractor doesn’t.) 
	
	
	

	
	(d) Were receiving reports properly filled out for each invoice?
	
	
	

	
	(e) Were copies of the receiving report sent to the CCO?
	
	
	

	
	
	
	
	

	6.
	Monthly Documents
	
	
	

	
	(a) Were the Monthly Report, Monthly Call Register, and copies of Receiving Reports submitted to the CCO (on time)?
	
	
	

	
	
	
	
	

	7. 
	Training
	
	
	

	
	(a) Are all ordering officers trained and appointed by CCO?
	
	
	

	
	(b) Are unit Commanders/equivalent and NCO Unit Program Monitors trained by CCO?
	
	
	

	
	
	
	
	

	8.
	Ethics, gifts, personal services, etc.
	
	
	

	
	(a) Has any contractor offered meals, gifts, personal services, etc to ordering officers?
	
	
	

	
	
	
	
	

	9
	CCO tailored items (specific to each BPA)
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	REMARKS

	

	

	


	


