PURCHASE CARD TRANSACTION REVIEW CRITERIA

(Non-procurement)
Cardholder’s Name: _______________________________


Date: ___________________










           Compliant                Compliant             Compliant
	
	
	FY _____
	FY ______
	FY _____

	No.
	Specific Review Criteria
	Yes
	No
	N/A
	Yes
	No
	N/A
	Yes
	No
	N/A

	A
	Condition of Card File
	
	
	
	
	
	
	
	
	

	1.
	File is neat and orderly
	
	
	
	
	
	
	
	
	

	2.
	File is organized by fiscal year.
	
	
	
	
	
	
	
	
	

	3.
	Purchase Card Log is available for review.
	
	
	
	
	
	
	
	
	

	4.
	Purchase Card Log and documentation match.
	
	
	
	
	
	
	
	
	

	B
	Card Usage Requirements
	
	
	
	
	
	
	
	
	

	1.
	The cardholder is the only individual who has used his/her card.  (Determine if others have used the card or card number in the cardholder’s absence.)
	
	
	
	
	
	
	
	
	

	2.
	Purchases have not exceeded the cardholder’s SPL.  The cardholder’s SPL is _________________________.


	
	
	
	
	
	
	
	
	

	3.
	Cardholder has not split requirements to stay under SPL.  (Look for repeated orders during a short time period for the same goods/services.
	
	
	
	
	
	
	
	
	

	4.
	Back orders have not been permitted.  All goods and services were ordered immediately available for immediate delivery.
	
	
	
	
	
	
	
	
	

	5.
	Cardholder has checked Required Sources of Supplies or Services prior to ordering on the open market (i.e., agency inventories; excess from other agencies, AbilityOne, GSA Stock Programs, Federal Supply Schedules).
	
	
	
	
	
	
	
	
	

	6.
	Purchases by the cardholder were for official government business only.
	
	
	
	
	
	
	
	
	

	7.
	Cardholder should not pay any U.S. State taxes (examine receipts to verify if any taxes have been included.)
	
	
	
	
	
	
	
	
	


Cardholder’s Name ______________________________________
Date:   __________________________











       Compliant
       Compliant
 Compliant

	
	
	FY ______
	FY _______
	FY ______

	No.
	Specific Review Criteria
	Yes
	No
	N/A
	Yes
	No
	N/A
	Yes
	No
	N/A

	8.
	Purchase card was not used to purchase any of the following unless a specific authorization was granted in writing:
	
	
	
	
	
	
	
	
	

	
	a.  Cash advances
	
	
	
	
	
	
	
	
	

	
	b.  Advance payments except for subscriptions or publications.
	
	
	
	
	
	
	
	
	

	
	c.  Rental or lease of land or buildings not in excess of 180 days
	
	
	
	
	
	
	
	
	

	
	d.  Official Travel Expenses
	
	
	
	
	
	
	
	
	

	
	e.  Fleet expenses, except authorized by Department
	
	
	
	
	
	
	
	
	

	
	f.  Professional Services or medical, legal, design/engineering or consulting services.
	
	
	
	
	
	
	
	
	

	
	g.  Vehicle rental or lease
	
	
	
	
	
	
	
	
	

	
	h.  Caterers, Restaurants, Bars
	
	
	
	
	
	
	
	
	

	
	i.  Telecommunication resources in excess of $350 
	
	
	
	
	
	
	
	
	

	
	j.  Construction above $2,000/year
	
	
	
	
	
	
	
	
	

	
	k.  Services other than construction above $2,500/year
	
	
	
	
	
	
	
	
	

	
	l.  Supplies that contain hazardous substances or hazardous waste clean-up and disposal
	
	
	
	
	
	
	
	
	

	
	m.  Rental and Maintenance Agreements above $2,500/year
	
	
	
	
	
	
	
	
	

	
	n.  Membership in organizations including charitable and social organizations
	
	
	
	
	
	
	
	
	

	
	o.  Personal Services
	
	
	
	
	
	
	
	
	

	
	p.  Entertainment, amusement and recreational services
	
	
	
	
	
	
	
	
	

	
	q.  Firearms
	
	
	
	
	
	
	
	
	

	
	r.  Pesticide purchase or application
	
	
	
	
	
	
	
	
	

	
	s.  Copying jobs that exceed 5,000 copies of one page (single sided) or 25,000 copies total of multiple pages
	
	
	
	
	
	
	
	
	

	
	t.  Print jobs that exceed $1,000
	
	
	
	
	
	
	
	
	

	
	u.  Money orders, gift cards
	
	
	
	
	
	
	
	
	

	
	v.  Recurring telecommunication services
	
	
	
	
	
	
	
	
	

	
	w.  Program payments
	
	
	
	
	
	
	
	
	


Cardholder’s Name ______________________________________
Date:   __________________________











       Compliant
     Compliant

Compliant

	
	
	FY ______
	FY _______
	FY_____

	No.
	Specific Review Criteria
	Yes
	No
	N/A
	Yes
	No
	N/A
	Yes
	No
	N/A

	C
	Check Usage Requirements
	
	
	
	
	
	
	
	
	

	1.
	Spot Awards
	
	
	
	
	
	
	
	
	

	2.
	Emergency salary payments
	
	
	
	
	
	
	
	
	

	3.
	Transit subsidies
	
	
	
	
	
	
	
	
	

	4.
	Reimbursements to employees (effective 12/14/2001)
	
	
	
	
	
	
	
	
	

	5.
	Local Travel
	
	
	
	
	
	
	
	
	

	6.
	Travel advances
	
	
	
	
	
	
	
	
	

	7.
	Vendors that accept purchase card
	
	
	
	
	
	
	
	
	

	8.
	Establishment of imprest funds and maintenance or replenishment of cash balances in imprest funds
	
	
	
	
	
	
	
	
	

	9.
	Cash awards
	
	
	
	
	
	
	
	
	

	10.
	Money orders, gift cards
	
	
	
	
	
	
	
	
	

	11.
	Program payments, unless approved by SPE
	
	
	
	
	
	
	
	
	

	D
	Documentation Requirements
	
	
	
	
	
	
	
	
	

	1.
	All purchases reviewed are supported by:
	
	
	
	
	
	
	
	
	

	
	a.  A valid written authorization that describes what is to be purchased and signed by someone with authorized requisitioning authority (i.e., requisition; email from authorized official).
	
	
	
	
	
	
	
	
	

	
	b.  Budget Office Approval
	
	
	
	
	
	
	
	
	

	2.
	The cardholder’s transaction is supported by a purchase card receipt and/or cash register tape when purchase is made over-the-counter, shipping documents when purchase is made by telephone, and printout of electronic confirmation when purchase is made by Internet.  If these are not available, a statement in the file indicating why the documentation is not available.
	
	
	
	
	
	
	
	
	

	3.
	Proof of delivery and acceptance when transaction is over $300.
	
	
	
	
	
	
	
	
	

	4.
	The cardholder entered the purchase in the log each time the card was used.  (Ensure that the cardholder is not constructing the log from the PCMS cardholder’s report, i.e., purchases on the log and report are in the same order.
	
	
	
	
	
	
	
	
	

	6.
	Cardholder has a copy of the Purchase Card Training Materials
	
	
	
	
	
	
	
	
	

	7.
	Cardholder is knowledgeable of his or her delegation of procurement authority and knows where to find this information.
	
	
	
	
	
	
	
	
	


Cardholder’s Name ______________________________________
Date:   __________________________











   Compliant

  Compliant

 Compliant
	
	
	FY ______
	FY ______
	FY ______

	
	
	Yes
	No
	N/A
	Yes
	No
	N/A
	Yes
	No
	N/A

	E
	Processing Requirements

Cardholder records have been retained for 3 years after date of final payment.  (If cardholder has had card over 3 years, verify that records are being retained.)
	
	
	
	
	
	
	
	
	

	F
	Miscellaneous Requirements

Purchase card/convenience check is kept adequately secured.  (Is the card kept locked up in the office when not in use?)
	
	
	
	
	
	
	
	
	

	G
	Additional Findings, Comments, or Recommendations


	
	
	
	
	
	
	
	
	


