Review of Billing Official Account

Government-wide Purchase Card Review

Master Account Code:  ____________________

Billing Official’s Name:____________________________Date:_______________
	ITEM
	YES
	NO
	N/A

	1.  Does the billing official have a letter of Appointment signed by the organization commander/director which designates him/her as a billing official?  Para 3.1
	
	
	

	2.  Has the billing official received a minimum of 4 hours training from the Installation Program Coordinator on Air Force purchase card procedures?  Para 4.3.3.3.1.2
	
	
	

	3.  If the billing official is a cardholder, is his/her cardholder account assigned to another billing official?  Para 4.3.4.1
	
	
	

	4.  Is the billing official’s supervisor(s) a cardholder in any of the billing official’s accounts?  Para 4.3.4.1
	
	
	

	5.  Does the billing official review each of their cardholder’s statements each month?  Para 4.3.4.1.2.1
	
	
	

	6.  Has the billing official accomplished surveillance of each of their cardholder’s accounts within the past 12 months?  Para 4.3.4.1.2.1 & Para 4.3.3.6.1
	
	
	

	7.  Does the billing official sign the monthly Statement of Account and forward to the FSO within 15 days after receipt from Bank?  Para 4.3.4.1.2.3
	
	
	

	8.  Does the billing official maintain copies of the monthly invoice in accordance with AFMAN 37-139?  Para 4.3.4.1.2.4
	
	
	

	9.  Does the billing official promptly notify the Installation Purchase Card Program Manager when cardholder accounts are cancelled?  Para 4.3.4.1.3.1
	
	
	

	10.  Has the billing official notified the FSO when adjustments to funding documents are required?  Para 4.3.4.1.3.2
	
	
	

	11.  Has the billing official notified the Installation Purchase Card Manager, quarterly, of the retired separated, reassigned cardholders?  Para 4.3.4.1.4
	
	
	

	12.  Has the billing official notified the Installation Purchase Card Program Manager of any lost/stolen cards within 5 workdays of the loss/theft?  Para 4.3.4.1.5
	
	
	

	13.  Has the billing official notified the Installation Purchase Card Program Manager of any cardholder/check holder account procedures violations discovered?  Para 4.3.3.4
	
	
	

	14.  Does the billing official coordinate card dollar limits with the FSO and Installation Purchase Card Program Manager when cardholder accounts are established?  Para 4.3.4.1.1
	
	
	

	15.  Does the billing official maintain original supporting documentation for closed cardholder/check writer accounts IAW 

FAR 4.805(b)(10)?  Para 4.3.4.1.2.4


	
	
	

	ITEM
	YES
	NO
	N/A

	16.  Does the billing official coordinate with the FSO to determine when all prior year purchases have been billed and paid?  Para 4.3.6.3.7
	
	
	

	17.  Does the billing official coordinate with the FSO to establish funding document for the new fiscal year?  Para 4.3.6.3.7
	
	
	

	18.  Has the billing official been designated, in writing, as an Accountable Official by the unit commander, agency director, office chief, or their equivalent?  Attch 5, Para 2.b
	
	
	

	19.  Was surveillance accomplished within 30 days following conclusion of cardholder contingency/exercise deployment?  Para 4.3.3.6.4
	
	
	

	20.  Did billing official participate in refresher training sessions or receive updated refresher training information?  Para 4.3.3.3.1.2
	
	
	

	
	
	
	


COMMENTS:

This area may be used to provide information on the overall condition of cardholder account.  Please address good areas, any problems found, and any actions taken as a result of this review.

