
CHECKLIST TO ASSIST PURCHASE CARDAAPPROVING OFFICIALS@ IN REVIEWING AND CERTIFYING CARDHOLDER=S MONTHLY STATEMENT OF ACCOUNT
Approving Official: ______________________       Purchase Cardholder’s Name                                                            
Statement Date: ________________________

	(If you check a shaded block, provide a brief explanation.)
	YES             
	 NO         
	EXPLANATION & REMARKS


	1.
Are the orders for authorized purchases for authorized items (i.e. restricted items, valid purchases, etc)?  *See page 12, paragraphs 3.4A&B.
	
	
	

	2.
Is the authorized cardholder specified on the Purchase Card, the same person that placed the orders?
	
	
	

	3.
Is the cardholder splitting a requirement to stay within the single-purchase limit? *See page 15, paragraph 3.6A1b(2).
	
	
	

	4.
Are items on the orders required to be purchased from required sources of supply? *See page 8, paragraph 3.1C and Attachment C.
	
	
	

	5.
Are these orders within the cardholder=s single-purchase limit? *See page 2, paragraph1.3.
	
	
	

	6.
If any of these orders exceed $3000 were: (Leave blank if dollar amount is $1 - $3000)

a.
Competition obtained?

b.
The order placed to a small business? (Note: if awarded to large business, where is the document with explanation.)

c.
The cardholder finding the price(s) for this order to be fair & reasonable?

*See page  9, paragraph 3.2 B and note.
	
	
	

	7.
Are the Purchase Card Ordering Logs for these orders established and fully documented (i.e., adequate description, receipts/packing slips)? *See page 16, paragraph 3.6B.
	
	
	

	8.
Are items on the monthly Statement of Account reconciled in accordance with the Commerce Acquisition Manual (CAM), Purchase Card  Procedures? *See page 18, paragraph 3.6D2.
	
	
	


    *Note -
Page references are from the DOC Purchase Card Procedures dated April 5, 2000. 

