GOVERNMENTWIDE PURCHASE CARD PROGRAM REVIEW REPORT

ACTIVITY



                

  CARDHOLDER





             YES     NO
FLEET & INDUSTRIAL SUPPLY CENTER

                 


a. Internal Operating Procedures are in compliance with the General Services Administration (GSA) contract,


NAVSUPINST 4200.94 and applicable regulatory guidance.


b. Cardholders and Approving Officials have satisfied the NAVSUPINST 4200.94 formal training requirements and received


training on internal operating procedures.


c. Cardholders were properly delegated authority in writing and the letter of delegation or warrant (SF-1402) set forth single


 purchase limit(s), billing cycle purchase limit(s), transaction methods, and Merchant Codes authorized.


d. Action is being taken to ensure Cardholders are not exceeding purchase limits established in their letter or warrant.


e. Purchase cards are being used in accordance with NAVSUPINST 4200.94 and appropriate action is being taken when


 mis-use of the card is identified.


f. Procedures are in place within the activity to ensure separation of functions and that Cardholders are following prescribed 


procedures.


g. The Cardholder or other responsible individual is screening requisitions for mandatory sources.  When mandatory sources 


are not used, files are properly documented.


h. Special approvals, such as Information Technology (IT) approvals, are being obtained as identified in 


NAVSUPINST 4200.94.



i. Procedures are in place to ensure adequate and proper funding is provided for each purchase.


j. Cardholders are following the proper procedures for solicitation and award.


k. There is no evidence of splitting requirements to circumvent dollar thresholds.


l. Documentation in purchase card transaction files includes the requisition, required approvals, evidence of screening,


 solicitation documentation, evidence of award and evidence of receipt, inspection and acceptance.


m. Cardholders are rotating business sources.


n. Cardholder statements are reconciled in a timely manner.  Cardholders and Approving Officials are processing statements


within the required time frames.  Steps are being taken to resolve questions promptly in order to avoid disputes.


o. The Approving Official is reviewing monthly statements of all Cardholders and verifying that purchases are necessary and in


accordance with regulations, instructions, and procedures.


p. The Agency Program Coordinator and Dispute Office review disputed transaction status reports, and ensure timely and


appropriate procedures are being followed.


q. The Agency Program coordinator and Designated billing Office review invoice status reports, and address delinquent


invoices, ensuring outstanding issues are resolved and proper action is taken to pay late invoices.


r. Verify that only minimum needs are being acquired.


s.
Proper procedures in accordance with Internal Operating procedures for use of the purchase card as a method of payment.


t.         Pay and confirm procedures are followed to assure prompt payment.


COMMENTS:  

NAME AND TITLE OF REVIEWING OFFICIAL

INGRID S WILLIAMS - AGENCY PROGRAM COORDINATOR (APC)

SIGNATURE









DATE
Ingrid S. Williams

