PURCHASE CARD RESPONSE FORMAT

QUARTERLY REVIEW

SEPTEMBER 22, 2003 – DECEMBER 21, 2003

Please complete the following fields by using the “TAB” key.  Form due back to DON eBusiness Operations Office by 30 JANUARY 2004.

     
Date – format (dd-MMM-yy)

     
Command

     
POC

     
Phone – format (xxx-xxx-xxxx)

     
Hierarchy Number
  


A. TOTAL NUMBER OF AGENCY PROGRAM COORDINATORS (APCs).     
B. TOTAL NUMBER OF APPROVING OFFICIALS (AOs).     
C. TOTAL NUMBER OF PURCHASE CARD ACCOUNTS.     
D. NUMBER OF APCs WHO EXCEED THE RATIO OF 300 CARD ACCOUNTS TO ONE APC.     
E. AVERAGE CLAIMANCY RATIO OF PURCHASE CARD ACCOUNTS TO APPROVING OFFICIALS.      
F. NUMBER OF AO ACCOUNTS ABOVE THE RATIO OF 7 CARD ACCOUNTS TO ONE AO. (PROVIDE ACTIVITY NAME AND RATIO).      
G. NUMBER OF APSC, AOs AND CARDHOLDERS WITH DOCUMENTED EVIDENCE OF SUCCESSFUL COMPLETION OF MANDATORY TRAINING.

APCs


        

AOs


       

CARDHOLDERS
      
H. QUESTIONABLE TRANSACTIONS: 

1. NUMBER OF PURCHASES NOT REQUIRED TO FULFILL MINIMUM, IMMEDIATE NEED TO SUPPORT DON MISSION.      
             2. NUMBER OF PURCHASES NOT FOR GOVERNMENT USE, BUT FOR PERSONAL USE.         

        A.
THE ITEM PURCHASED 

        B.
DOLLAR VALUE OF THE TRANSACTION 

        C.
HOW IT WAS DISCOVERED (I.E., DURING MONTHLY CERTIFICATION, MONTHLY

REVIEW BY APC, ETC.) 

        D.
DISCIPLINARY/ADMINISTRATIVE ACTIONS TAKEN.      
             3. NUMBER OF PURCHASES THAT EXCEEDED AUTHORIZED LIMITS.      
             4. NUMBER OF REQUIREMENTS THAT WERE SPLIT TO CIRCUMVENT THE MICRO-PURCHASE THRESHOLD.      
             5. NUMBER OF PURCHASES THAT WERE PROHIBITED ITEMS AS IDENTIFIED IN THE PURCHASE CARD DESK GUIDE.      
        A.
THE ITEM PURCHASED 

        B.
DOLLAR VALUE OF THE TRANSACTION 

        C.
HOW IT WAS DISCOVERED (I.E., DURING MONTHLY CERTIFICATION, MONTHLY

REVIEW BY APC, ETC.) 

        D.
DISCIPLINARY/ADMINISTRATIVE ACTIONS TAKEN.      
I. WEAKNESSES IN INTERNAL MANAGEMENT CONTROLS (DESCRIBE WEAKNESS AREA AND PROVIDE ACTIVITY NAME).     
