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	TITLE/SUBJECT/ACTIVITY/FUNCTIONAL AREA
Government-wide Purchase Cardholder Surveillance Guide

Ref: 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 cardholder have a letter delegating specified procurement authority from the contracting squadron commander/director of contracting for the installation?  Para 4.3.2.1.


	
	
	

	2. 
	Has the cardholder received a minimum of 4 hours training on Air Force procedures for using the GPC?  Has the cardholder participated in re-fresher training sessions or received refresher-training material?  NEWSLETTERS?  Para 4.3.3.3.1.


	
	
	

	3.
	Purchase Limits:
	
	
	

	
	a.  Does the cardholder have an open-market purchase limit that does not exceed $2,500?  (Para 4.3.2.1.1)  
	
	
	

	
	b.  Does the cardholder have a $25,000 limit for order off pre-priced contract and BPAs?  (Para 4.3.2.1.2)  MUST COORDINATE WITH AGENCY/ORGANIZATION PROGRAM COORDINATOR (A/OPC) TO INCREASE LIMIT > $2,500


	
	
	

	
	c.  Does the cardholder have a $100,000 limit for purchases directly from the DAPS?  (Para 2.1.2.5)  MUST COORDINATE WITH A/OPC TO INCREASE LIMIT > $2,500
	
	
	

	
	d.  Does the cardholder have established monthly limits, which are complied with?  Paras 3.2 and 3.2.2.  MUST COORDINATE WITH A/OPC TO INCREASE LIMIT > $2,500


	
	
	

	4.
	Are all purchases documented in the electronic transaction management log?  Para 4.3.5.3.1.1.


	
	
	

	5.
	Does the cardholder’s log reflect documented authorizations, required under AFI-64-117, for any purchase requiring an authorization (i.e. coordination sheet, CSRDs, etc.)?  Para 2.2.


	
	
	

	6.
	Were any construction services approved on an AF Form 332 and under $2,000?              Para 2.2.10.


	
	
	

	7.
	Did cardholder coordinate with their resource advisor or Base Contracting Squadron before acquiring repair services?  Para 2.3.2.


	
	
	

	8.
	Did the cardholder make only authorized purchases?  (If answer is No, describe in “Comments” at the end of this review.)  Para 2.4.1 through 2.4.17.


	
	
	

	9.
	If cardholder obtained EPA Guidelines Items which did not meet EPA minimum recovered material standards, is a written determination, approved by the cardholder’s squadron commander or equivalent, on file in the cardholder’s organization?  Para 2.10.2
	
	
	

	10.
	Does the cardholder have a signed statement of training on file with the A/OPC?  Para 4.3.3.3.2.


	
	
	

	11.
	Did the cardholder allow others to use his/her card?  Para 4.3.5.1. 
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	12.
	Were all items purchased available within the same or next billing cycle (unless vendor agreed to bill when shipment is made)?  Para 4.3.5.2.2.


	
	
	

	13.
	Did cardholder pay tax on any purchase?  Para 4.3.5.2.3.
	
	
	

	14.
	Did cardholder comply with requirements to purchase items IAW FAR Part 8 (FPI, NIB/NISH)?  Para   4.3.5.3.1.3. 


	
	
	

	15.
	Did cardholder rotate sources when placing repeat orders, when practical?  Para 4.3.5.3.1.5. 


	
	
	

	16.
	Did the cardholder document all telephone, mail order and internet transactions in their electronic transaction management log?  Para 4.3.5.3.3.4. 


	
	
	

	17.
	Does cardholder maintain supporting documentation? ?  Para 4.3.5.4.1.


	
	
	

	18.
	Does cardholder reconcile account statements within the established time periods?  Para 4.3.5.5.


	
	
	

	19.
	If cardholder will be TDY or on leave, does he/she forward supporting documentation as required by the approving official to prior to departure?  Para 4.3.5.7.


	
	
	

	20.
	If the cardholder is authorized to make purchases in excess of $2,500 and has made purchases off of federal supply schedules or blanket purchase agreements, have they documented their comparison of at least three schedules/agreements?  Para 2.1.2.3.

MUST HAVE DATA COLLECTION SHEET FOR ALL PURCHASES > $2,500 
	
	
	

	IF THE CARDHOLDER IS NOT A CONTINGENCY CONTRACTING OFFICER, SKIP TO #23



	21.
	If cardholder is a contingency contracting officer and the card was used in place of the official Government-wide travel card, were the reasons documented.  Para 2.6.1. 


	
	
	

	22.
	If the cardholder is a Contingency Contracting Officer and open-market single purchases were made over $2,500 (up to $200K), was a written order (SF1449 or SF44) issued to support the purchase?  Para 2.6.4.


	
	
	

	IF THE CARDHOLDER DOES NOT HAVE A CHECKING ACCOUNT, SKIP TO END

	23.
	Convenience Check Accounts:


	
	
	

	
	a.  Have any checks been issued for more than $2,500?  Para 3.6.1.6.


	
	
	

	
	b.  Are the check administrative costs (1.7% of the face value of the check CONUS, 2% OCONUS) accounted for in the check writer’s purchase log?  Para 3.6.1.8.


	
	
	

	
	c.  Are internal controls established to avoid duplicate payments for any checks, which are mailed?  Para 3.6.1.9.
	
	
	


	ALL PURPOSE CHECKLIST
	PAGE 3 OF 3 PAGES

	TITLE/SUBJECT/ACTIVITY/FUNCTIONAL AREA
Government-wide Purchase Cardholder Surveillance Guide
	OPR

50 CONS/LGCP
	DATE



	NO.
	ITEM
	YES
	NO
	N/A

	
	d.  Does check writer capture all necessary TD1099 data for IRS reporting?  Para 3.6.1.11.


	
	
	

	
	e.  Are checks stored in locked containers when not in use?  Para 3.6.1.12.


	
	
	

	
	f.  Have any checks been written by someone other than the checking account holder?  Para 3.6.2.2.


	
	
	

	
	g.  If Stop Payment actions were processed against any check, was the $25 charge deducted from the funds available on the AF Form 4009?  Paras 3.6.5.1. and 3.6.5.4.


	
	
	

	
	h.  Does check writer account for checks written but not processed by the Bank when reconciling his/her account to assure adequate funds are available?  Para 3.6.5.2.
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