Monthly Government Purchase Card (GPC) Checklist


· The statement is attached
· The back is signed and dated
· The authorization number and short description of the items are documented on each statement line item
· Copy of purchase log is attached with all monthly purchases
· Usage Worksheet/Bid sheet is attached for each purchase with authorization number documented
· All purchases that exceed $2,500 have been competitively bid
· GSA contract purchases have the GSA contract number documented on the 
      Usage Worksheet
· Proprietary items have proper justification
· All items are documented as to their usage location (Organization & Installation)
· AF Form 9 is attached for every purchase
· Annotated with the authorization number from Finance
· Communications Squadron has authorized telecommunications purchases
· Civil Engineering Squadron has authorized purchases of building materials
· Services Squadron has authorized purchases that fall within their realm of authority
· HAZMART number for all hazardous materials 
· Itemized invoice/packing slip is attached for every purchase 
· Tax has not been charged/billed (CAN NOT BE DISPUTED ON STATEMENT)	
· Credits or returned items have been annotated with the original authorization number from the Approving Official.  Include a brief explanation of the credited items
· Package is submitted within 3 days of receipt of statement


Cardholder: ______________________________ GSM Phone: ______________  Date: ___________


Finance Office:  ____________________________             Date: __________________
