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12 Nov 2010


MEMORANDUM

	From:
	Debit Card Program Auditor(s)
	Reply to
Attn of:
	

	To:
	UNIT’S COMMAND

	Subj:
	DEBIT CARD PROGRAM XXX QUARTERLY AUDIT


Ref:
(a) Coast Guard Travel Debit Card Program COMDTINST 4600.18
1. Per reference (a), a quarterly audit has been completed for Government Travel Debit Cards for (name of unit and profile number 62036-00XX).  The audit was conducted on (date) by #1 auditor name and #2 auditor name, who are independent of the debit card program.  Auditor designation letters have been forwarded to the program manager.
2. The audit was conducted in the presence of the debit card agent(s), name(s).
3. The audit verified the validity of all debit card agent designations and that these agents do not also function as debit card travel advance approving officials.  
4. The audit verified that the debit card agents have a current list of unit personnel authorized to approve debit card travel advances.
5. The audit reviewed the safekeeping container to ensure it is in compliance with reference (a).

6. The shipment manifest document has been cross checked with the Receipts and Disbursements Ledger and verified accurate.
7. The audit verified the physical, on-hand inventory card stock does not expire within the next 120 days and reconciled with the on-hand inventory listed in the debit card Receipts and Disbursement Ledger.  All debit cards were 100% accounted for, XX debit cards have been issued for this quarter, and XX debit cards were destroyed this quarter.
8. All the information required by reference (a) is being recorded in both the Receipts and Disbursement and Destruction debit card ledgers.
9. Supporting disbursement documents have been verified for proper signatures.
#
Copy: 
ARL-PF-CGPSC-JPMC-GTCC

Unit Debit Card Agent(s)
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