MARINE CORPS ACQUISITION PROCEDURES SUPPLEMENT-APPENDIX H

Attachment F

Documentation Checklist

GCPC File Checklist
_____


File contains written request for supplies/services

_____


Verification of Available Funds and proper accounting data

_____
Documentation of screening mandatory sources and market research (Micropurchase Worksheet)
_____


Documentation of the transaction to include requests for

quotations and quotes from vendors

_____


Signed charge slip (if not ordered by phone or internet)

_____


Original receipts

_____


Documentation of receipt/acceptance from someone other than the

cardholder

_____


Original invoice detailing items purchased 

_____


Other relevant documentation pertaining to this transaction (i.e.

packing slips, warranties, etc.)

THIS CHECKSHEET SHALL  ACCOMPANY ALL RELEVANT DOCUMENTS FOR EACH PURCHASE CARD TRANSACTION LISTED ON THE CARDHOLDER’S MONTHLY BANK STATEMENT.  THE CARDHOLDER’S SIGNED MONTHLY BANK STATEMENT, AND ALL TRANSACTION DOCUMENTATION SHALL BE FORWARDED TO THE APPROVING OFFICIAL. 
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