
3-11. Statement Reconciliation and
Certification

a. The CH reconciles the statement of account throughout the month by reviewing it for accuracy
and comparing it with his or her purchase log entries. If the statement is correct, the CH approves it
within three business days from the end of the billing cycle. If the statement is incorrect, the CH
must contact the merchant and request correction. If the merchant does not cooperate or provide
the ordered goods and services, the CH disputes the incorrect transaction.

b. The BO must ensure GPC transactions are legal, proper, and correct in accordance with
Government rules and regulations. If the billing statement is correct following the BO’s review
throughout the month, certification of the billing statement is done within five business days from
the end of the billing cycle. If the BO finds questionable transactions, the CH must be contacted to
review supporting documentation. If the BO determines the CH is negligent, the BO takes
appropriate action in accordance with DOD and Army policy, and informs the Level 4 A/OPC of the
action taken. Disputes must be filed by one of three methods: calling the Servicing Bank, faxing over
a Cardholder Statement of Questioned Items form or using the Servicing Bank’s dispute process in
AXOL, within 60 days of the cycle end date in which the transaction appeared in order to retain the
Government’s dispute rights.

c. Independent Receipt and Acceptance. The cardholder ensures receipt and acceptance of
goods, services, and accountable (to include sensitive, classified, and pilferable) property purchased
is properly performed and confirmed through proper documentation by an individual other than the
CH. The date received, along with the signature (or electronic alternative when supported by
appropriate internal controls), printed name, telephone number, and office designator or address of
the receiving official will be recorded on the sales invoice, packing slip, bill of lading, or other
shipping or receiving document as confirmation of receipt. The billing official verifies the existence
of receipt and acceptance documentation during reconciliation of the billing statement.
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