
PURCHASE CARD PROGRAM QUESTIONNAIRE 
 
Identify training methods (by percentage) used in training your APCs, AOs, and 
cardholders. 
____% Internet/CD-ROM interactive Purchase Card Training Video 
____% 1-day NAVSUP commercial Purchase Card Course 
____% 5-day NAVSUP Simplified Acquisition Procedures Course 
 
How often do cardholders and AO’s receive training on local operating procedures? 
 
Who appoints the AO(s) and Cardholder(s)? _______________________________. 
     (Name/Date appointed) 
 
Does each APC, AO, and Cardholder have an appointment letter?  Y N 
 
Do appointment letters of AO’s and Cardholders establish limits that match established 
bank limits? Y N 
 
Have AOs been appointed as certifying officers IAW Under Secretary of Defense 
(Comptroller) Guidance? Y N 
 
Do AOs and Cardholders have Internet access? Y N 
 
Does the command utilize or intend to utilize accommodation checks? Y N 
 
Are Cardholders authorized to place orders against Letters or Agreements using the card 
as a method of payment? Y N 
 
Are Cardholders authorized to place orders against contracts (IDTCs, FSS, etc.) using the 
card as a method of payment?  Y N 
 
Are orders placed against LOAs/Contracts reported on either the DD1057 or DD350?
 Y N 
 
Are Cardholders authorized to place orders against government sources of supply (i.e. 
GSA Stock Programs, DLA Stock Programs, DAPS, etc.) using their card as payment?
 Y N 
 
Does your command maintain at least a two-way separation between the requestor, 
cardholder and receiver/ Y N 
 
Has the command implemented “Pay and confirm” procedures? Y N 
 
Do you have any active disputes? Y N 
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How much has the command paid in interest penalties for this reporting period? 
 
How long does the command retain purchase card files? 
 
Where are closed files maintained? 
 
Provide a listing of accounts currently delinquent in excess of 60 days and 180 days. 
 
Provide a listing of all accounts that have been suspended during this reporting period. 
 
Are questionable transactions reviewed and reported as required by Department of Navy 
Fraud Prevention/Detection Procedures? Y N 
 
Do semiannual and annual APC reports indicate questionable transactions were found 
during this reporting period? Y N 
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