Government Purchase Card Program 

Surveillance Checklist

Review of Convenience Check Accounts

1. Have all checks been issued for less than $3,000 for supplies and $2,500 for services?


Finding:


Observation:


Recommendation:
2. Does the check-writer and billing official have access to the Tax Reporting Program to capture all of the necessary TD1099 data for reporting to the Internal Revenue Service (IRS)? 


Finding:


Observation:


Recommendation:
3. Have all checks been written by the checking account holder? 


Finding:


Observation:


Recommendation:
4. Have all checks been written for items to be delivered within 15 days? 


Finding:


Observation:


Recommendation:
5. Have all checks been written for only authorized items (for example, no prohibited purchases)?


Finding:


Observation:


Recommendation:
6. If stop-payment actions were processed against any check, was the $25 charge deducted from the funds available? 


Finding:


Observation:


Recommendation:
7. Does the check-writer monitor checks written but not processed by the Servicing Bank, when reconciling his or her account, to ensure adequate funds are available? 


Finding:


Observation:


Recommendation:
8. Has the check-writer received training on the GPC procedures from the Level IV APC?

Finding:


Observation:


Recommendation:
9. Are checks stored in locked containers when not in use?

Finding:


Observation:


Recommendation:
10.   Has maintenance and review function being conducted by an uninterested third party?


Finding:


Observation:


Recommendation:
Other Observations:

