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	TITLE/SUBJECT/ACTIVITY/FUNCTIONAL AREA
Government-wide Purchase Card Approving Official Surveillance Guide
Reference:  AFI 64-117
	OPR

50 CONS/LGCP
	DATE



	LEVEL 5 NUMBER:
 
	MEMBERS PRESENT FOR SURVEILLANCE: 



	UNIT:




	NO.
	ITEM
	YES
	NO
	N/A

	1.
	Does the approving official have a Letter of Appointment signed by the organization commander/director that designates him/her as an approving official?  (Para 3.1.)
	
	
	

	2.
	Does the approving official promptly forward requests to cancel accounts to the A/OPC? (Para 4.3.4.1.6)
	
	
	

	3.
	Has the approving official received a minimum of 4 hours of training from the A/OPC on Air Force purchase card procedures?  (Para 4.3.3.3.1) 
	
	
	

	4.
	If the approving official is a cardholder, is his/her cardholder account assigned to another approving official?   Para 4.3.4.1.
	
	
	

	5.
	Is the approving official’s supervisor(s) a cardholder in any of the approving official’s accounts?  Para 4.3.4.1.

	
	
	

	6.
	Has the approving official accomplished surveillance of each of their cardholder’s accounts within the past 12 months?  Para 4.3.4.1.5.

	
	
	

	7.
	Did the approving official review all newly appointed cardholders during the first three months, to ensure they are effectively performing their duties and following all procedures?  4.3.3.6.1
	
	
	

	8.
	Each month does the Approving Official verify that all cardholder transactions were made IAW AFI 64-117 and approve the Statement of Account within 15 days after the end of the billing cycle?   Para 4.3.4.1.2.2 and 4.3.5.5. 

	
	
	

	9.
	Has the approving official notified the Agency/Organization Program Coordinator (A/OPC) of any cardholder/check holder account procedure violations discovered?  Para 4.3.3.4.
	
	
	

	10.
	Has the approving official notified the A/OPC of any lost/stolen cards within 5 workdays of the loss/theft?  Para 4.3.4.1.7.

	
	
	

	11.
	Does the approving official maintain original supporting documentation for closed cardholder/check writer accounts?  Para 4.3.4.1.3.

	
	
	

	12.
	Does the approving official coordinate card dollar limits with the Agency/Organization Program Coordinator (A/OPC) when cardholder accounts are established?  Para 4.3.4.1.1.
	
	
	

	13.
	Does the approving official coordinate with the FSO to determine when all prior year purchases have been billed and paid?  Para 4.3.6.3.3.

	
	
	

	14.

	Does the approving official coordinate with the FSO to establish funding document for the new fiscal year?    Para 4.3.6.3.3.4.

	
	
	

	15.
	Has the approving official notified the FSO when adjustments to the funding document are required?  Para 4.3.4.1.6.2.
	
	
	

	16.
	Did approving official participate in refresher training sessions or receive updated refresher training information?  Para 4.3.3.3.1.  ARE NEWSLETTERS BEING DISSEMINATED
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	NO.
	ITEM
	YES
	NO
	N/A

	17.
	Taking into consideration their other duties and the number of transactions that their cardholders make each month, does the number of cardholders assigned to each approving official allow them to adequately monitor their cardholders purchase activity?  Para 3.1.1.

	
	
	

	
IF APPROVING OFFICIAL DOES NOT HAVE A CHECK WRITER, SKIP TO #16

	18.
	If approving official has Convenience Check accounts within his/her account, are quarterly surveillance reviews conducted?  Para 3.6.1.5. 

	
	
	

	19.
	Have any Convenience Check accounts under the approving official written checks for more than $2,500?      Para 3.6.1.6.
	
	
	

	20.
	Does the approving official have a Convenience Check account in his/her name?  Para 3.6.2.2.
	
	
	

	
IF THE APPROVING OFFICIAL DOES NOT HAVE A CONTINGENCY CONTRACTING OFFICER, SKIP TO END

	21.
	Was surveillance accomplished within 30 days following conclusion of cardholder contingency/exercise deployment? Para 4.3.3.6.3. 

	
	
	

	THE FOLLOWING SECTION IS TO BE ACCOMPLISHED BY THE AGENCY/ORGANIZATION PROGRAM COORDINATOR (A/OPC)/Team


	22.
	How many cardholder accounts under this approving official were reviewed by the A/OPC as a part of this annual review?  
	Number of accounts reviewed:

	
	
	

	23.
	Checklists for all randomly selected cardholder accounts shall be attached to this approving official account annual review.  
	Number of Checklists attached:

	
	
	

	24.
	Do the cardholder accounts reviewed represent at least 25% of the approving official’s total cardholder/check writer accounts?  
	Yes
	No
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