Inspection process

The A/OPC, Ms. Diane Schneider or one of her Alternates, will inform the Billing Official of a scheduled review not less than one week prior to the intended review date.  Billing Officials must ensure that written internal office procedures as required by RMAC PAM 715-17, Section D.5.t are available for inspection by the RMAC reviewers.

Reviewers will arrive at the prearranged time and place and conduct their review in the categories described below:

Use of the USARMAC Pamphlet No 715-17, Government purchase card program

Funding

Screening mandatory sources of supply / services 

Obtaining special approvals for purchases involving ADPE, HAZMATS, etc.

Required purchase documentation (purchase log, waivers, etc.) 

Price reasonableness

Rotation of sources

Receipts (sales, shipping documents, hand receipts)

Property Book Coordination, if applicable

Dispute monitoring and resolution

Reconciliation and payments

Maintenance of files

Unauthorized purchases

Card and account number security

Written internal office procedures as required in RMAC PAM 715-17, Section D.5.t.

Training

Separation of duties

Findings will be reported in writing to the Billing Official.  The Billing Official may submit email comments or responses to the report to Ms. Diane Schneider at the address identified in the report.

