GOVERNMENT PURCHASE CARD “AUDITABLE FILES”
Every Billing Official is required to maintain two separate and auditable files relating to their GPC program.  The first is an “Administrative File” containing the documentation relating to the individual account holder(s).  The second set of files are the “Purchase Files” and include the documentation for each individual purchase made by a cardholder.

The administrative files include SOPS (electronic or hardcopy); Training Certificates, Appointments & Delegations; and Annual Inspection results and other documents as determined by the individual commands or billing officials.  
These files should be kept in such a manner that they can be transported to an audit during a Command Conference or other audit location as necessary.  Only the most current information is necessary.  Outdated or superceeded SOPS, Certifications, and Appointment & Delegation memos should be removed and destroyed or filed elsewhere.  

During an audit, the following FILES must be clearly identified – either in folders or binders.

ADMINISTRATIVE FILE:

SECTION 1 – SOPS


This file contains the current SOPS for:



ARMY Regulation 715-XX


ACC USAR Center SOP


INTERNAL (specific to the Billing Official’s managing account)



COMMAND (if the Command issues an SOP, it must be in the folder)  



NOTE:  an Internal or Command SOP can be stricter in its requirements 


than the ARMY or MICC USAR Center SOPs

SECTION  2 – CERTIFICATES, APPOINTMENT & DELEGATION MEMOS


Only the most current certificates should be in this file:  both a DAU & 
CLASSROOM Certificate and either an APPOINTMENT (BO) or 
DELEGATION (CH) 
Memo for the billing official and each cardholder.

SECTION 3 – INSPECTION CHECKLISTS

Per the ARMY & MICC USAR Center SOP, each billing official must conduct an 
annual AUDIT to review their cardholder’s files using the audit checklist in the 
ACC USAR Center SOP.  The completed checklist must be in this file signed 
and dated by the billing official.   In addition, any Command Review/Audit 
should also be in this file.

MONTHLY PURCHASE FILES


Each month requires its own labeled file.  This can be in a binder or file folders 
but it must be able to be transported to an off-site audit location and each month must be separated from any other month so that each transaction can be viewed and audited.  This means do NOT connect multiple months together and do NOT put into plastic sleeves. 
The Billing Official’s Statement of account from ACCESS ON LINE must be in the front of each month’s documentation. Each transaction listed on the statement should be in the same sequence following the statement to make it easy to find questionable purchases. Months that do not have any purchase activity should have the Billing Official Statement printed for that month and in the file to indicate to the auditor there were no purchases, credits or rebates received..  
The Cardholder Statement is not required to be in the monthly file folder as all necessary information is included on the BO statement..

A purchase log for that month could follow the Statement.  A log is required by 


ARMY and  billing official approvals are also required for every purchase.

There must be an itemized detailed invoice and an BO pre-approval for every purchase and they should be filed in chronological order by cardholder, matching the chronological order of the BO Statement.  Lump sum “sales drafts” are not acceptable as the only evidence of the amount spent on the purchase. When a non-mandatory source is used, there must be a “reason why” – a justification attached to the receipt.  Email traffic, memos or word documents can be used to explain the “decision making process” prior to the use of the supply/service source selected.

Packing slips may be used to document individual items received and original receipts must be in the file.

Any item that is considered to be controlled, sensitive or pilfer able (has value or a serial number, for example) must have a hand receipt or property book document attached to the receipt.  This includes items such as:  printers, cameras, DVD players, monitors, coffee makers, camcorders, etc.  It must be noted WHO has taken possession of that item and why it was purchased.  For low value items, an email from the recipient acknowledging receipt of the item is acceptable in most cases. 
Ensure that each month’s receipts are listed on the Billing Official’s Statement for each Cardholder.  Purchase documentation is filed by GPC cycle dates, not calendar month or order date.  Remember that the cycle ends on the 19th.  Any purchase on the following month’s statement or later, should be in the appropriate month folder.
REMINDERS:

1. Do NOT use plastic sleeves for any documents that require removal for audit.  A plastic sleeve could be used for the current DAU Certificate on one side and the current CLASSROOM Certificate on the other side, with nothing placed in the middle. Or, there is a completely visible invoice on one side and the other with NO invoices stuck between the two.
2. Make copies of all thermal receipts because they WILL fade with time.

3. Rotate vendors when possible – and if not possible, document WHY.

4. For every non-mandatory source purchase (i.e.:  WALMART; STAPLES; SEARS) ensure there is a documented reason for the purchase attached to the receipt. NOTE:  in the rare case of  repeated use of a non-mandatory source, a one time explanation in the front of the month files would be sufficient.
5. Every purchase must have PRIOR BO APPROVAL using any type of form that is mandated by the Command or developed by the billing official.  This approval must be either in the front of the monthly file or attached to the receipt.

6. DO NOT PAY SALES TAX!  
7. USE ONLY MANDATORY SOURCES FOR ALL OFFICE SUPPLIES.

