APC Annual Purchase Card Program Review 

Agency:  _______________________________
Date of Review:  _____________________

APC Name:  ____________________________
Period Covered:  _____________________

Total No. of





Total No. of AOs

Cardholders for the Agency: _______________
for the Agency:       ___________________

Total No. of





Total No. of

LAPCs:          ___________________________    
 LAPC Records Reviewed:  ____________

Total No. of cases reported to OIG/APC for possible card misuse and/or abuse_______________

Total No. of administrative and/or disciplinary actions taken for card misuse,  _______________

including deactivation/cancellation

	I.   
	A general introductory paragraph regarding the USDA requirement for an annual review.  

	
	Include a summary of findings pertaining to the following topics:

	
	a) Findings related to condition of LAPC, cardholder, and AO file

	
	b) Findings related to card usage requirements

	
	c) Findings related to check usage requirements

	
	d) Findings related to cardholder documentation requirements

	
	e) Findings related to processing requirements

	
	f) Findings related to miscellaneous requirements

	
	g) Findings related to requirements for purchases over the micro-purchase threshold

	
	h) Findings related to the AO Review

	II.
	Additional findings, comments, recommendations, or best practices (list below):

	
	



Please indicate in the chart below whether the LAPC has submitted their quarterly reports and if they were compliant.

	No.
	Specific Review Criteria
	Yes
	No
	N/A
	Comments/ Notes

	
	LAPC Quarterly Reports
	
	
	
	

	1.
	1st Quarterly Review Submitted (October-December due January 31)
	
	
	
	

	2.
	2nd Quarterly Review Submitted 

(January-March due April 30)
	
	
	
	

	3.
	3rd Quarterly Review Submitted

(April-June due July 31)
	
	
	
	

	4.
	4th Quarterly Review Submitted

(July-September due October 31)
	
	
	
	



LAPC Name:  ______________________________

Date of Review: ________________

AO Name:  ________________________________

F/Y Covered: __________________
Type of Review:  (   )  Onsite         (     )  Electronic



Note:  asterisk “*” optional.  






Compliant
	No.
	Specific Review Criteria
	Yes
	No
	N/A

	1.
	The LAPC keeps individual cardholder files that include training certification, nomination requests, and request for changes to cardholder account information.
	
	
	

	2.
	The LAPC performs reviews of cardholder transactions for compliance with existing procurement policies, i.e., random review of cardholder transactions.  
	
	
	

	3.
	The LAPC performs reviews of AO final approval process in accordance with Departmental procedures.
	
	
	

	4.
	The LAPC is maintaining a file of AO training certificates
	
	
	

	5.
	The LAPC does not perform oversight of their own purchase card.
	
	
	

	
	Additional findings or comments:



Part 1- Summary of Findings








Part 2 - Review of LAPC Quarterly Reports








Part 3 - Annual Review Checklist of LAPC File











