ARMY NAF GOVERNMENT PURCHASE CARD PROGRAM
BILLING OFFICIAL ACCOUNT REVIEW CHECKLIST

BO Name: Rating:
BO Account No: BO Company No.:
Installation:

Date of Review:

Period of Review:

A. DOCUMENTATION REQUIREMENTS YES | NO | N/A
1. Does the BO have a copy of Army NAF GPC SOP and readily
Critical available?
COMMENTS:
2. Does the BO have a copy of his/her training documentation (DAU
Critical Initial/Refresher Training)?

Is the training current?

COMMENTS:
3. Has the BO taken or attended ethics training in the last year?
Critical COMMENTS:
4. Does the BO have a signed copy of his/her Appointment Letter
Critical designating him/her as a BO? And, is it current?
COMMENTS:
5. Does BO have signed copy of Appointment Letter and training
Critical documentation for all cardholders and alternate billing officials?
COMMENTS:




ARMY NAF GOVERNMENT PURCHASE CARD PROGRAM
BILLING OFFICIAL ACCOUNT REVIEW CHECKLIST

B. PROCEDURES

YES

NO

N/A

1. Does the BO review each cardholder monthly transactions and
Critical supporting documentation prior to certifying the billing statement?
COMMENTS:
2. Does the BO review, approve, and certify the electronic billing
Critical statement within five (5) days of receipt?
COMMENTS:
3. Has the billing statement been delinquent 2 or more times during
Critical the review period?
COMMENTS:
4. Does the BO promptly notify the APC when a cardholder departs,
retires, or otherwise no longer needing a card?
COMMENTS
5. Has the BO notified the APC of any discovered cardholder/check-
Critical writer account procedure violations?

COMMENTS:




ARMY NAF GOVERNMENT PURCHASE CARD PROGRAM
BILLING OFFICIAL ACCOUNT REVIEW CHECKLIST

B. PROCEDURES - Continued

YES

NO

N/A

6. Has the BO notified the APC of any lost/stolen cards within five
Critical business days of the loss/theft?
COMMENTS:
7. Does the BO coordinate with Property Book Office to verify that all
Critical purchased accountable property has been properly documented?
COMMENTS:
8. BO coordinates GPC dollar limits with the APC and FM on cardholder
accounts?
COMMENTS:
9. Does the BO coordinate with the FM and APC to establish funding
Critical for all cardholders?
COMMENTS:
10. Does the BO maintain original supporting documentation for closed

cardholder/check writer accounts?
COMMENTS:




ARMY NAF GOVERNMENT PURCHASE CARD PROGRAM
BILLING OFFICIAL ACCOUNT REVIEW CHECKLIST

B. PROCEDURES - Continued

YES

NO

N/A

11.

What is the percent of randomly selected transactions that were
reviewed, out of the total number of transactions for the review
period? Is this an appropriate percentage?

COMMENTS:

C. MISCELLANEOUS REQUIREMENTS

YES

NO

N/A

Number of cardholders under this BO reviewed as part of this
annual review?
COMMENTS:

2.
Critical

Does the BO ensure that cardholders maintain the electronic
purchase log (Transaction Detail Report)?
COMMENTS:

Is the BO’s supervisor a cardholder in any of the BO’s accounts?
COMMENTS:

Has the BO notified the APC of any cardholder/check writer account

procedures violations discovered?
COMMENTS:

Does the BO know how to act on behalf of the cardholder to
reconcile, reallocate and approve posted transactions in Access?
COMMENTS:




ARMY NAF GOVERNMENT PURCHASE CARD PROGRAM
BILLING OFFICIAL ACCOUNT REVIEW CHECKLIST

C. MISCELLANEOUS REQUIREMENTS - Continued YES | NO | N/A
6. Has an adequate cardholder to BO ratio been maintained (7:1)?
COMMENTS:
7. Is there a trained alternate billing official; designated in the absence
Critical of the primary billing official?
COMMENTS:
8. Does the BO have more than 3 unexcused instances of late
certification during the review period?
COMMENTS:
9. Does the BO approve transactions for cardholder during his/her
presents?
COMMENTS:
10. Does the billing official have his/her own government purchase
card?
COMMENTS:
ADDITIONAL NOTES:




	Text113: 
	Text114: 
	Text116: 
	Text117: 
	Text118: 
	Text119: 
	Text120: 
	Text121: 
	Text122: 
	Text123: 
	Text124: 
	Text125: 
	Text126: 
	Text128: 
	Text129: 
	Text130: 
	Text131: 
	Text132: 
	Text133: 
	Text134: 
	Text135: 
	Text136: 
	Text137: 
	Text138: 
	Text139: 
	Text140: 
	Text141: 
	Text142: 
	Text143: 
	Text144: 
	Text145: 
	Text146: 
	Text147: 
	Text148: 
	Check Box149: Off
	Check Box150: Off
	Check Box151: Off
	Check Box152: Off
	Check Box153: Off
	Check Box154: Off
	Check Box155: Off
	Check Box156: Off
	Check Box157: Off
	Check Box158: Off
	Check Box159: Off
	Check Box160: Off
	Check Box161: Off
	Check Box162: Off
	Check Box163: Off
	Check Box164: Off
	Check Box165: Off
	Check Box166: Off
	Check Box167: Off
	Check Box168: Off
	Check Box169: Off
	Check Box170: Off
	Check Box171: Off
	Check Box172: Off
	Check Box173: Off
	Check Box174: Off
	Check Box175: Off
	Check Box176: Off
	Check Box177: Off
	Check Box178: Off
	Check Box179: Off
	Check Box180: Off
	Check Box181: Off
	Check Box182: Off
	Check Box183: Off
	Check Box184: Off
	Check Box185: Off
	Check Box186: Off
	Check Box187: Off
	Check Box188: Off
	Check Box189: Off
	Check Box190: Off
	Check Box191: Off
	Check Box192: Off
	Check Box193: Off
	Check Box194: Off
	Check Box195: Off
	Check Box196: Off
	Check Box197: Off
	Check Box198: Off
	Check Box199: Off
	Check Box200: Off
	Check Box201: Off
	Check Box202: Off
	Check Box203: Off
	Check Box204: Off
	Check Box205: Off
	Check Box206: Off
	Check Box207: Off
	Check Box208: Off
	Check Box209: Off
	Check Box210: Off
	Check Box212: Off
	Check Box213: Off
	Check Box214: Off
	Check Box215: Off
	Check Box216: Off
	Check Box217: Off
	Check Box218: Off
	Check Box219: Off
	Check Box220: Off
	Check Box221: Off
	Check Box222: Off
	Check Box223: Off
	Check Box224: Off
	Check Box225: Off
	Check Box226: Off
	Check Box227: Off
	Check Box228: Off
	Check Box229: Off
	Check Box230: Off


