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	AFARS – Army Federal Acquisition Regulation Supplement

	APC- Agency Program Coordinator

	BPA – Blanket Purchase Agreement

	C.A.R.E. – Customer Automated Reporting Environment

	CAP – Computer/Electronic Accommodation Program

	CFR – Code of Federal Regulations

	CSQI – Cardholders Statement of Questioned Items

	CSR – Customer Service Representative

	CW – Check Writer
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	DCC-W – Defense Contracting Command – Washington

	DFARS – Defense Federal Acquisition Regulation Supplement

	DFAS – Defense Finance and Accounting Services

	DoD – Department of Defense

	DoDFMR – DoD Financial Management Regulation

	DTS-W – Defense Telephone Services – Washington

	EDI – Electronic Data Interchange

	FAR – Federal Acquisition Regulation

	GPC – Government Purchase Card

	GSA – General Services Administration

	IDIQ – Indefinite Delivery-Indefinite Quantity

	MCC – Merchant Category Code

	NCR – National Capital Region

	NIB – Formerly the National Industry of the Blind

	NISH – Formerly the National Industry of the Severely Handicapped

	OAA – Office of the Administrative Assistant

	PBO – Property Book Officer

	SOA – Statement of Account

	U.S.C. – United States Code
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INTRODUCTION

T

he GSA has been issuing contracts for purchase card services for Federal agencies since 1989.  DCC-W participates in this program under GSA’s contract with U.S. Bank.  The bank’s SMARTPay purchase card is an internationally accepted VISA credit card, which may be used to –

a. make purchases up to $2,500 (micro-purchase);

b. place a task or delivery order up to $25,000 against a GSA Schedule contract, other DCC-W indefinite quantity contract, or blanket purchase agreement; and,

c. make payments when the contractor agrees to accept the card.

DCC-W supports cardholders and billing officials from all DoD agencies and issues delegation of authority letters to cardholders and appointment packages to billing officials authorizing their participation in the purchase card program.  Rules and regulations governing the purchase card program, i.e., the FAR and DFARS, must be followed.  DCC-W’s Operating Procedures for the purchase card supplement procedures from GSA and U.S. Bank.  Additional information is available at the bank’s web site at https://www2.usbank.com/cgi_w2/cfm/impac/impac_login.cfm.

The DoD Government Purchase Card Concept of Operations, the Army Standard Operating Procedures for Government Purchase Card Program and the Air Force HAF DASH 1, may be found at DCC-W’s purchase card web site at http://dccw.hqda.pentagon.mil.  Please refer to the glossary for a definition of acronyms used in this document.
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POINTS OF CONTACT

The following people are the points of contact for administering the GSA SMARTPay Purchase Card Program for DCC-W:

	Title
	Name
	E-mail Address
	Phone

	Chief, Purchase Card Division
	Susan Taylor
	susan.taylor@hqda.army.mil
	703-695-0704

	Level 3 APC

	Branch Chief, Program Administration Branch
	Christina Bolar
	bolarcy@hqda.army.mil
	703-693-5012

	Branch Chief, Reviews
	Morris McIllwain
	morris.mcillwain@hqda.army.mil
	703-693-6333

	Level 4 APC

	Army
	Carolyn Jackson
	carolyn.jackson@hqda.army.mil 
	703-693-5004

	
	Nikki Gardner
	nikki.gardner@hqda.army.mil
	703-697-2409

	DoD
	Regina Henry
	regina.henry@hqda.army.mil 
	703-614-9497

	
	Nikki Gardner
	nikki.gardner@hqda.army.mil
	703-697-2409

	Air Force
	Tony Pattillo
	tony.pattillo@hqda.army.mil
	703-695-3672

	
	Steven Kvalevog
	steven.kvalevog@hqda.army.mil
	703-697-7329

	Navy
	Ivy Kayira
	ivy.kayira@hqda.army.mil 
	703-697-3152

	Purchase Card Training
	Bradley Steely
	bradley.steely@hqda.army.mil
	703-693-0767




	Review Branch

	
	Ghana Echols
	ghana.echols@hqda.army.mil
	703-697-1273

	
	David Johnson
	david.johnson2@hqda.army.mil
	703-693-1346

	
	Earl Thompson
	earl.thompson@hqda.army.mil
	703-697-8737

	
	Caren Teal-Bush
	caren.teal-bush@hqda.army.mil
	703-695-0757

	
	Mary Trimbell
	mary.trimbell@hqda.army.mil
	703-697-2799

	
	Vicki Vaughan
	vicki.vaughan@hqda.army.mil
	703-695-6194

	
	Ellis Wiles
	ellis.wiles@hqda.army.mil
	703-697-1558

	

	Addresses

	Defense Contracting Command – Washington
ATTN:  Purchase Card Division
5200 Army Pentagon, Room 1C256
Washington, D.C. 20310-5200

	

	Facsimile Number: 703-695-9750

	

	E-mail Address for general questions or concerns:
GSASMARTPAY@hqda.army.mil

	

	DCC-W web site:
http://dccw.hqda.pentagon.mil

	
In the left panel click on Services and then click on Purchase Card

	U.S. Bank C.A.R.E. Web site
https://care.usbank.com 
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TRAINING

AFARS, Part 13, 5113.270(6)(c)(i) requires all GPC program participants to successfully complete mandatory GPC training along with supplemental training on DCC-W specific guidelines for using the purchase card.  The types of training required are initial and recurring training.  The initial training consists of DAU on-line tutorial, Orientation Training and C.A.R.E. Training.  The recurring training consists of refresher and ethics training.



a. INITIAL TRAINING

1. DAU TRAINING

(a) The DAU Continuous Learning Center web tutorial is comprised of ten lessons that present the mandatory requirements and other guidelines to consider and apply  when utilizing the GPC.

(b) The training takes an average of four hours to complete and is mandatory for those authorized to use and approve GPC purchases.  You may take this module over time, with the ability to return to the last page you accessed.  The modules include periodic review questions and a post-test.  The post-test requires a minimum score of 70% and may be taken as many times as necessary.



(c) The steps to accessing and completing this training are:

(1) Log onto the DAU Continuous Learning Center web site: http://clc.dau.mil.

(2) Register by selecting a login name and password.

(3) Select a “Root Organization” from the pull down menu, or enter your organization under “other”.

(4) Enter data such as your name, e-mail address and title in the required fields.

(5) Once registered, click on the Learning Center (You must be registered to receive credit for the course).

(6) Click on Course Information and Access.

(7) Select “DoD Purchase Card Tutorial” and click on Take Course.

(d) A certificate of completion is available at the conclusion of the post-test.  The certificate is available in your personal student transcript.  The student transcripts are found in the Administrative Building/Student Records/Student Transcripts.  Select the course title hyperlink to obtain the certificate.

(e) After completion of the tutorial, forward a copy to the DCC-W training coordinator via fax, e-mail or mail to request the next available seat for orientation training.

2. ORIENTATION TRAINING

(a) Orientation training is a three-hour classroom training designed to brief the federal, defense and DCC-W regulations, policies and procedures pertaining to micro-purchases and simplified acquisition as applicable.

(b) The training gives the cardholders and billing officials an overview of their responsibilities, instruction of the mandatory sources of supply, restrictive and unauthorized purchases and an ethics briefing from the Office of Legal Counsel.

(c) No new purchase cards will be issued and no new billing officials will be appointed until the cardholder and/or billing official has successfully completed the mandatory (on-line) DoD Purchase Card Tutorial offered by DAU Continuous Learning Center and DCC-W Orientation Training.



3. C.A.R.E. TRAINING

(a) C.A.R.E. is the web-based electronic access system developed by U.S. Bank that provides electronic invoicing and electronic payment.  All cardholders must attend training after the purchase card is received.  Billing officials must attend once the user name and password are received from the bank.

(b) Cardholders and billing officials will be provided hands-on instruction on how to navigate through the various menus to record transactions after making purchases and to perform reconciliation of transactions that the bank has posted against the receipts and invoices received by the cardholder.  In addition, cardholders and billing officials will be provided instruction on how to approve or certify monthly statements within the allotted monthly time schedule.

b. RECURRING TRAINING

1. REFRESHER TRAINING

Every two years, all cardholders and billing officials are required to complete refresher training.  Refresher training can be completed by taking the tutorial entitled “DoD Government Purchase Card Refresher Training” from the DAU web site or by re-attending the Orientation Training conducted by DCC-W.  The average cumulative time for module completion is about two hours. You may take this self-paced module over time, with the ability to return to the last page you accessed. The module includes periodic review questions and a post-test. The post-test requires a minimum score of 100% and may be taken as many times as necessary. A certificate of completion is available at the conclusion of a successful post-test.
2. ETHICS TRAINING

Once a year, all cardholders and billing officials are required to complete ethics training.  There are two ways to complete training, in person or on-line.  

(a) All Army personnel must complete their yearly ethics training by attending a face-to-face briefing conducted under the direction of the Office of General Counsel.  

(b) All non-Army personnel, may also attend a briefing conducted by their Office of Legal Counsel or take the training on-line at: http://www.defenselink.mil/dodgc/defense_ethics/. 

c. FILE RETENTION

All certificates must be retained for a period of six years and three months to show verification of training.
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CREATION AND MAINTENANCE OF PURCHASE CARD ACCOUNTS

a. CREATING A PURCHASE CARD ACCOUNT

1. There are three steps required to create a Purchase Card Account:

(a) Complete the DAU on-line purchase card training.  (See Chapter 3 for further guidance)

(b) Complete the DCC-W Purchase Card Orientation Class.

(c) The agency must submit a request to create the account or assign the billing official/cardholder, whichever is applicable.  A sample memorandum detailing what must be included is at the end of this chapter.  E-mail the memorandum to GSASMARTPAY@hqda.army.mil or fax it to 
(703) 695-9750.  Ensure the request includes:

Note:

The span of control for cardholder accounts to billing officials is no more than 7:1.

Accounts with no activity in six months will be cancelled

(1) The primary and alternate billing official who will be financially responsible for the payment of bills for the organization.

(2) Cardholder(s) who are responsible for purchasing on behalf of the organization.  To perform duties effectively, cardholders should be proficient in the following areas:  competition and price reasonableness determination, documentation and record keeping requirements and categories of unauthorized purchases.

(3) Account limits for the cardholder and billing official.  The billing official must coordinate monthly and single purchase limits with his/her agency’s resource manager/resource advisor.  The billing official’s monthly limit is an accumulative total of all cardholder’s monthly limits.  Cardholders have two types of limits:

(i) A single purchase limit is the maximum amount authorized per transaction.  In accordance with FAR Part 13, when using the purchase card, cardholders cannot exceed the micro-purchase threshold of $2,500 for purchases and/or $25,000 for training using a DD Form 1556.  See Chapter 14 on purchases up to $25,000.

(ii) A cardholder’s monthly purchase limit is the maximum amount that the cardholder can spend in a 30-day billing cycle.  The billing official’s monthly limit is the combined total of all cardholders’ monthly purchase limits within the billing official’s account.  This spending limit must be realistic.  It is reset automatically the day after the end of the billing cycle and not carried forward.  For example, in May, a billing official’s monthly limit was $5,000 and only $4,800 was spent – in June, the monthly limit would return to $5,000.

NOTE:  In accordance with the DoDFMR Volume 5, Chapter 1, Section 01505, Separation of Duties, in order to maximize the risk of loss to the Government, key personnel can serve no more than one function.  Key duties such as authorizing, approving and recording transactions; issuing or receiving assets; making payments; preparing checks and check signing; certification of funding; and reviewing or auditing shall be assigned to separate individuals.

(iii) Air Force Accounts Only:  When creating a new billing official account for Air Force personnel, an Air Force Form 4009 must be submitted along with the memorandum.

(iv) The billing official and alternate billing official will receive an appointment letter along with an appointment package from DCC-W.  In order to avoid delays, it is extremely important that the billing official submits the original documents from the appointment package to DFAS immediately.  DFAS will not process payment requests without receipt of the original appointment package documents.
(v) Cardholders will receive a Delegation of Authority Letter.

b. PROCESSING REQUESTS


1. New Accounts:

(a) Upon receipt of the memorandum for a new cardholder or billing official, the APC will process applications for the cardholder and/or billing official and forward to the bank.  The bank will process the application(s) and mail the purchase card to the cardholder.  When the purchase card arrives, cardholders must confirm receipt to activate the account by calling the bank at the toll free number provided with the card.

(b) After receipt by DCC-W Purchase Card Division of the memorandum requesting a new account, the processing time to establish the account for the billing official and cardholders is 14 days.  This time frame includes time for processing the application and actually receiving the plastic card.  Adding new cards to existing accounts is estimated at seven days. 

2. Account Maintenance:

(a) Once the account is created, to make changes (e.g., deleting cardholders, replacing billing officials, changing limits, etc.) submit an e-mail memorandum to the DCC-W APC referencing the managing account number.  The memorandum shall include the cardholder’s or billing official’s full name, e-mail address, complete office mailing address, telephone number, fax number and purchase card limits for the new purchase cardholder(s) and/or billing official(s).  Memorandums may be submitted via e-mail to GSASMARTPAY@hqda.army.mil or by fax to 703-695-9750.

(b) Changes to existing accounts will occur within 48 hours.  Requests to cancel accounts will occur within 24 hours.


(c) If any of the following accounts require changes, the information must first be processed through your applicable agency point of contact:

	The Joint Staff
Dennis Savage
Phone: 703-697-7889
e-mail: dennis.savage@js.pentagon.mil
	OSD/DIOR/WHS
Donna Kent
Phone: 703-604-1502
e-mail: kentd@dior.whs.mil

	APD
Donna Hardy
Phone: 703-602-8400
e-mail: hardyd@hqda.army.mil
	Air Force
Hector Dittamo
Phone: 703-697-8222
e-mail: hector.dittamo@pentagon.af.mil

	OCAR – OA23 Activities
Pamela Baines
Phone: 703-601-0927
e-mail: pamela.baines@ocar.army.mil
	Center of Military History
Reginald Bell
Phone: 202-685-2711
e-mail: reginald.bell@hqda.army.mil

	ITA
Angela Vines-Crosson
Phone: 703-588-8516
e-mail: angela.vines-crosson@hqda.army.mil
	ACSIM
Lillie Jones
Phone: 703-601-0379
e-mail: lillie.jones@hqda.army.mil

	Tri-Care Management Agency
Nora Butler
Phone: 703-681-4347 x4038
e-mail: nora.butler@tma.osd.mil
	Defense Security Service
Debra L. Whitcraft
Phone: 703-325-6107
e-mail: debra.whitcraft@mail.dss.mil

	MDA
William Garcia
Phone: 703-604-4007
e-mail: william.garcia@bmdo.osd.mil 
	


c. CLOSURE OF ACCOUNTS

1. Managing Accounts:  The billing official must submit a memorandum requesting that his/her managing account be closed.  By closing the managing account, all cardholders listed under the account will be closed as well.

2. Cardholder Account:  The billing official must submit a written request to DCC-W indicating the cardholder name and account number that should be closed.


d. DEPARTING THE AGENCY

1. Billing Official:  The billing official must comply with the DCC-W Billing Official Out-Processing Form included in the Billing Official Package.

2. Cardholder:  The cardholder must destroy his/her card in front of a witness and the billing official must submit a note in writing to DCC-W that the card has been physically destroyed.

3. Both:  All transactions/statements must be certified/approved in C.A.R.E. prior to departure from the agency.



SAMPLE MEMORANDUM

MEMORANDUM FOR Defense Contracting Command-Washington, ATTN:  Purchase Card Division

SUBJECT:   Create New Account OR Maintenance on Existing Account

Billing Official Account Number:

Primary Billing Official Name:

Agency Name & Full Address:

Office Phone:
Fax no:

E-mail Address:
Billing Official’s Supervisor’s Name:

Phone: 

Alternate Billing Official Name:

Agency Name & Full Address:

Office Phone:
Fax no:

E-mail Address:

Cardholder’s Name:    

Agency Name & Full Address:

Office Phone:

Fax no:

E-mail Address:
Fund cite:

Master Account Code (AIR FORCE USE ONLY):

Resource Manager:

Office Phone:

Single Purchase Limit:

Monthly Purchase Limit:

Date attended Purchase Card Orientation Training:

*************************************************************************************************************

NOTE TO BILLING OFFICIAL:

1. The billing official must coordinate monthly and single purchase limits with his/her agency’s resource manager/resource advisor.

2. In order to create a new billing official USERID and password for the C.A.R.E. System, the bank requests that an answer to ONE of the following items is provided:  Mother's Maiden name, Birthplace, Father's Middle name, Pet’s Name, Favorite Sports Team or Child's Name.

3. This information will be asked of you if you should happen to forget your password and need to call the bank.



PROCESSING OUT FORM FOR BILLING OFFICIAL

LEAVING DCC-W PURCHASE CARD PROGRAM
a. As a Billing Official you are responsible for ensuring that all of your billing cycles within C.A.R.E. are certified before leaving your agency.

b. As a Billing Official you are also responsible for having a replacement assigned 30 days prior your departure, making sure that replacement has had all of purchase card training that is required by DCC-W: (1) the on-line DAU DoD Purchase Card Tutorial; (2) DCC-W Orientation Training.  Your replacement is required to take over your duties as a Billing Official prior to your departure.

c. As a Billing Official you are required to turn over all your records to your new Billing Official.  Any charges, rebates and credit must be cleared from your account before transferring the account to the new billing official.  All problems under your account while you were the Billing Official must be solved.

d. As a Billing Official you are required to ensure that prior to your departure, if your agency does not have a replacement, you contact your DCC-W APC and request that the account be suspended until a new Billing Official is appointed to the account.
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RESPONSIBILITIES OF KEY PERSONNEL IN THE PURCHASE CARD PROGRAM

a. AGENCY PROGRAM COORDINATOR - The APC is responsible for contract administration within the limits of delegated authority.  This individual has overall responsibility for the Government purchase card program within his or her agency/organization.  The primary duties of the APC include;

1. Implement and administer the program.

2. Serve as primary contact for cardholders and billing officials and as a liaison between the billing official and the bank.

3. Establish and maintain program-wide communication.

4. Develop and distribute agency program policies/procedures.

5. Determine the necessity and purpose of each card.

6. Set up new purchase card accounts.  Verify mailing addresses, spending controls, reporting, billing level, account code and other relevant data.

7. Provide cardholder and billing official training in accordance with AFARS, Part 13.

8. Prepare and issue delegation letters to cardholders and appointment letters to billing officials.

9. Approve single purchase and monthly spending limits and determine whether merchant categories should be blocked.

10. Assist in resolving billing disputes, unauthorized card use, card loss or theft.

11. Perform a review of all billing officials at least once every fiscal year.

12. Suspend and/or cancel purchase cards, when necessary.

13. Review convenience check accounts at least once a quarter.

b. CARDHOLDER - An individual designated by an agency to be issued a Government purchase card.  Only the individual whose name is imprinted on the card may use the card.  The cardholder’s duties must be separate from other duties such as resource management, billing official and PBO.  The primary duties of a cardholder include:

1. Maintain card security, including safeguarding card and card number to prevent unauthorized use.

2. Activate the card within ten (10) calendar days of receipt

3. Conduct mandatory screening from required sources, such as NIB/NISH for availability prior to making a buy with a commercial vendor.

4. Ensure funds are available to pay for the purchase prior to making the buy

5. Ensure that the merchant, prior to making the buy, accepts the SMARTPay VISA purchase card.

6. Use the appropriate funds for the items being purchased.  “Appropriations shall be applied only to the objects for which the appropriations were made except as otherwise provided by law.”  (13 U.S.C. Sec. 1301(a)).

7. Use the card to purchase and/or pay for official supplies and services in support of agency’s mission.  Assure that no items are purchased for personal use.

8. Rotate purchases equitably among vendors and verify price reasonableness.

9. Obtain a fair and reasonable price for micro-purchases in accordance with FAR Part 13.106-3.

10. Contract for services that are covered under existing contract pursuant to the terms of the contract, rather than using the purchase card for these items.  Examples include telecommunication airtime services covered under the FTS 2000 contract, auto repair services, maintenance agreement or janitorial, yard and maintenance services covered under existing contracts.

11. Obtain a purchase card receipt and verify accuracy before signing.

12. Enter and maintain purchases and payments in Cardholder Accounts in the C.A.R.E. system transaction log.

13. Keep credit card receipts/invoices (and other supporting documentation) to verify posted charges from the bank against the data entered in the Transaction Log in the C.A.R.E. system.

14. Reconcile cardholders’ monthly purchases by accessing C.A.R.E. Transaction Management menu, verify and reconcile purchases against purchase card receipts.

15. Approve all cycle activity for Cardholder Account in Transaction Management within 3 business days after ending billing cycle.


16. Resolve all discrepancies with vendors.  If cardholder disputes cannot be resolved with the vendor, then submit a dispute form to the bank within 60 days of receipt of the invoice on which the charge first appeared.  The bank will not assist the cardholder in resolving untimely disputes or disputes over taxes or shipping and handling charges.

17. Coordinate with PBO to assure that all items requiring tracking, as determined by the agency, be either recorded on a property book or hand receipt.

18. Retain invoice/sales receipt to include customer’s request for the item/service and their signed receipt if item for record keeping for one year from date of purchase (copies of the purchase card receipts are not required as originals are kept with the billing officials’ records for six years and three months).

19. Report lost, stolen or compromised cards immediately to the bank.  Notify the billing officials within 1 business day.  Billing officials are required to submit a written report to the APC within 5 business days.

20. Declined Transaction.  Cardholders that receive a rejected transaction (a transaction that the bank cannot authorize) should immediately contact U.S. Bank customer service at 888-994-6722 to determine the reason for the decline.

21. Cancellation of card accounts.  If a cardholder is leaving the agency, or has lost the privilege of using the card, the card must be cut up and one other employee of the agency must witness the destruction.  Once the card is properly disposed of, notification must be sent to DCC-W at GSASMARTPAY@hqda.army.mil to include the name of the witness, to close the account.

22. Sales tax.  Cardholders are to ensure that sales tax is not charged to the government for any purchase.

c. BILLING OFFICIAL - The individual designated to approve all cycle activity after the cardholder approves the cardholder transaction in C.A.R.E. and certifies the managing account for payment to the bank account.  The billing official shall not be a cardholder, resource manager or PBO for the same managing account.  The duties of the billing official include:

1. Forward the original of the billing official appointment package to DFAS in order for DFAS to make payments.

2. Keep a copy of the original delivery order establishing the account.

3. Develop, disseminate and implement written internal control procedures to ensure compliance with the purchase card policies and procedures that include:

(a) Maximum monthly purchase limit for each account.

(b) Maximum monthly limit for each cardholder.

(c) Maximum amount per transaction for each cardholder.

(d) Method of funding.

(e) Safeguarding of purchase card.

(f) Records retention and file documentation.

(g) Controls to mitigate waste, fraud and abuse to include:

(1) separation of duties covering all processes from requirements generation to receipt of items;

(2) any approvals required prior to purchase particularly for IT equipment and software;

(3) property control procedures covering which items will be on the property book and which items will be on hand receipt;

(4) monthly checking of billing to insure buys are appropriate for mission; and

(5) planning for annual review of accounts.

(h) Prior to cessation of duties the supervisor of the billing official should notify DCC-W of the name of the replacement billing official and complete the billing official out-processing form.  The new billing official must complete mandatory DCC-W training prior to assumption of duties.

(i) Ensure that the resource manager is aware of his/her responsibilities as stated in this guide.  Encourage the resource manager to attend DCC-W orientation training.

(j) In coordination with the resource manager, establish purchase limits and ensure cardholder’s accounts are bulk funded prior to making purchases.

(k) Ensure that a prospective cardholder completes required training before submitting a request to add a new cardholder to the account.  Refresher training must be taken every 2 years (should coincide with the card expiration date).  Ethics training is required annually.  Billing officials are responsible for sending a memo to DCC-W requesting to add or delete cardholders under their account.

(l) Ensure cardholders understand the purchase authority to buy only those items required to support the mission.

(m) Approve reconciled cardholder transactions in C.A.R.E. Transaction Management menu and the purchase log to ensure that purchases are valid and purchase card receipts and documentation are in order.

(n) Review monthly cardholder statements, which have a consolidated summary of all transactions made by the cardholders.  This summary contains the billing cycle’s activity and transactional information by cardholder, including posting dates, merchant name, city and states, and debit/credit amount. 

(o) Reconcile and approve for full payment the monthly invoice in the Managing Account against the cardholders' monthly transaction log. 

(p) Certify the invoice 5 business days after the close of the cycle.  DFAS will submit payment to U. S. Bank in no more that 10 calendar days after the billing official certifies the invoice for payment. 

(q) Assure that rebates are credited timely to the account.  Refunds provided by U. S. Bank are based on sales volume and payment timeliness.  Rebates will be received for accounts that are paid before the due date (less than 30 days from the date the statement received).  Rebates are issued each quarter on the cardholder’s statements.  In addition, a combined total of all the cardholder rebates are shown on the billing official’s statement.  The billing official uses the rebate as a payment against the total invoice amount.

(r) Billing officials shall conduct reviews of each of their cardholders once a year.  To assist in this review, we recommend that you use the checklist detailed in the review section.  The review must be documented. 

(s) Ensure that all expendable items are properly tracked and accounted for. 

(t) Assure that all material weaknesses are reported to your management control administrator.

(u) Review previous review findings, if any, to ensure corrective action was taken and repeat deficiencies, if any, are noted during the current review.

4. Manage your accounts.  Once you certify payment on-line, US Bank should receive payment on your account.  The following is a list of ways to monitor your account payment status: 

(a) Contact the U.S. bank customer services at 888-994-6722 and then press the star key.  For security purposes you will be asked by the CSR to provide your name, your managing account number and your office limit.  For additional details regarding your account or for information on delinquent accounts you may ask the CSR to transfer you to their delinquency department or contact the department directly at 701-461-3914.

(b) Contact your DCC-W APC.

(c) Check with your agency’s resource manager or your DFAS payment office representative.  Payment information is not provided on-line in the C.A.R.E. system.  
(d) Check the DoD Purchase Card Program Management Office web site and review the Bi-Weekly Delinquency Report posted to the web at http://purchasecard.saalt.army.mil.  Click on Payments and Delinquencies to access delinquency reports, payment tips and purchase card suspension policy.  

5. Billing officials are required to submit a written report of lost or stolen or compromised cards to the APC within 5 business days after receiving notification from the cardholder.

6. Assess the ongoing need for the cards and their associated credit limits.

7. Certifying Officers are accountable officials under the DoDFMR, Volume 5, Chapter 33.  Certifying officers are responsible for:

(a) Information stated in a voucher, supporting documents, and records;

(b) Computation of a certified voucher under sections 3528 and 3325 of title 31, U.S.C.;

(c) Legality of a proposed payment under the appropriation or fund involved;

(d) Issuing advice to accountable officials;

(e) Seeking advance decisions under 31 U.S.C., section 3529 from the DoD Office of Deputy General Counsel (Fiscal), or designee; and,

(f) Repaying a payment:

(1) that is determined to be illegal, improper, or incorrect because of an inaccurate or misleading certificate;

(2) that is determined to be prohibited by law; or 

(3) that does not represent a legal obligation under the appropriation or fund involved.

(g) Designating accountable officials under paragraph 330505.

8. Billing officials in agencies not using C.A.R.E. for payment have two additional responsibilities:

(a) Place a copy of the monthly billing statement with the cardholder’s list of transactions for each billing cycle and supporting documentation (i.e. purchase card receipts and purchase logs) in the file folder by the appropriate month.

(b) Retain billing statements and supporting documentation for six years and three months.  Assure that the monthly billing statement is timely paid.  The cardholder under the DoD Pay and Confirm policy can dispute any questionable transactions.  We recommend that the billing official forward the billing statement directly to the payment office.

d. ALTERNATE BILLING OFFICIAL


1. Must be appointed and trained by DCC-W and will obtain his/her own unique identifying password and logon ID for C.A.R.E. and will access the same managing account number as the primary billing official.

2. Duties shall be the same as those of the primary billing official.

3. Shall not be a cardholder under his/her own account.

e. RESOURCE MANAGERS - Coordinate funding and spending limits with the billing official.

1. Establish realistic limits.

2. Establish funds for each cardholder in advance of purchases.

3. Resource managers are prohibited from being billing officials or cardholders.  More information on separation of duties can be found in the DoDFMR.

4. Ensure the obligation document is forwarded to the appropriate payment office.  

5. Assign a current single line of accounting for each master account to pay for purchases made on cardholder’s accounts.  Streamlined Financial Management Procedures require DoD activities to reduce the number of lines of accounting associated with card transactions.  Activities must minimize lines of accounting and DFAS payment costs by using the same default line of accounting for each cardholder under a billing official. 
6. Assign a single line of accounting to each master account to pay for interest penalties, if any, incurred on delinquent accounts.
7. Generate standard purchase card reports in C.A.R.E. on a regular basis.  Review reports to ensure that the billing official is certifying the bill on a timely basis and review purchase card transactions to mitigate potential fraud, waste and abuse.

f. PROPERTY BOOK OFFICERS/EQUIPMENT CUSTODIANS - An individual, military or civilian, who is required to assure that accurate recordings of property transactions are accomplished and property records are maintained, 

1. Shall not be appointed as a cardholder or billing official.

2. Assure established property control and accountability procedures are developed and disseminated to all personnel who are entrusted with the acquisition of Government property.   

3. Assist the DCC-W review team in review of the purchase card account to ensure that property accountability procedures are being followed.  Abuse or repeated non-compliance with established agencies’ property accountability procedures will be grounds for suspension until assurances are obtained that property accountability documents are made current and established procedures will be followed in the future.  For additional information please contact the following:  Army – Ken Frosh 703-602-7847 or Air Force – Tracie Love 703-697-7141
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CUSTOMER AUTOMATION AND REPORTING ENVIRONMENT

a. BACKGROUND AND REQUIREMENTS

1. C.A.R.E. is a web-based electronic access system developed by U.S. Bank.  It provides electronic invoicing and electronic payment.  C.A.R.E. implementation for DCC-W began with one of our major Army customers.  In February 2003, we began implementing C.A.R.E. for our Headquarters Air Force agencies.  Agencies that have implemented C.A.R.E. are no longer paying for bills by paper.  As of October 2003, the Office of the Secretary of Defense agencies began implementing C.A.R.E.  The C.A.R.E. system may be accessed from home or work by going to https://care.usbank.com. 

2. DFAS, Purchase Card Program Management Office, Army, DISA and U.S. Bank have implemented the purchase card through an EDI process of which C.A.R.E. is a part.  This initiative offers significant benefits to both the acquisition and financial management communities.  EDI is a computer-to-computer exchange that will significantly increase purchase card rebates and significantly decrease errors and reduce costs associated with processing invoices and payments manually. 

3. Every agency shall implement C.A.R.E.  The DoD Purchase Card PMO office has the responsibility to coordinate the fielding of C.A.R.E. for our agency.  DCC-W provides training for all cardholders and billing officials.  As each agency implements C.A.R.E. the list of training dates for the respective billing officials and cardholders will be provided.  User ID and Password access codes will be provided during the C.A.R.E. training class.  No sharing of user ID’s or passwords is allowed.  Everyone will be required to have his/her own password and user ID to access the system.  To be scheduled for training, please contact DCC-W at gsasmartpay@hqda.army.mil  and DCC-W will schedule the member for the next available class.  An email confirmation including the time, location and date the training will be held will be sent when the class has been scheduled.

4. C.A.R.E. SYSTEM REQUIREMENTS are Internet Explorer 4.01 or higher with 128-bit data encryption, Pentium 120MHz or faster, 32 MB memory, 64 MB recommended to run reports, Windows 95, 98, NT 4/0 or higher.  Be advised that administrator rights to download software programs or updates are required.  In other words, when you go into C.A.R.E. for the first time, (and anytime there is an update), and click on Transaction Management, your system may appear to hang/quit.  When this happens, you need someone with “administrator rights” to log in, then you will open internet explorer, go to the C.A.R.E. website and log into C.A.R.E., then click on Transaction Management and this will allow you to download the java applet  and software updates.  Then just log out of C.A.R.E. and log the administrator off and you can log back on as normal.  Again, this is only required for the first time and after any software enhancements made by U.S. Bank or your system administrator.

b. ACCESSING C.A.R.E


1. Click on the C.A.R.E. Website - https://care.usbank.com/
2. Once in web site, the screen will show the License Agreement that was approved under Government contract and is accepted by all C.A.R.E. users; Click - I accept.

3. Enter your user name and password.

4. Once you get into C.A.R.E., click on the Transaction Management Module.
5. Four tabs will now be shown at the top of the screen for Billing Officials: Managing Accounts, Cardholders Accounts, Transactions and Transaction Log.  Three Tabs will be shown at the top of the screen for Cardholders: Cardholder Accounts, Transactions and Transaction Log.
(a) Managing Accounts:

(i) Billing officials/alternate billing officials are required to certify the invoice within 5 business days after close of the billing cycle.  Billing officials will no longer receive the hard copy invoice in the mail each month.  The billing cycle for DCC-W is from the 23rd of one month to the 22nd of the following month.  Billing officials will not be able to certify the invoice until all their cardholders have approved all transactions and have approved the statements.  No one other than the billing official or their alternate can certify the bill for payment.  DFAS will submit payment to U. S. Bank in no more than 10 days after the billing official certifies the invoice for payment.  The billing official invoices will now be maintained electronically.  It is not necessary to maintain hard copies.

(ii) To certify your invoice – Select the Managing Accounts tab, highlight the Primary Billing Officials name and Managing Account Number, and then select the Billing Cycle.  Click the Certify button at the bottom right of the Managing Accounts tab.  Clicking the Certify button denotes your electronic signature for payment by DFAS. 

(b) Cardholder Accounts:

(i) Cardholders are required to approve their statement within 3 business days after the close of the billing cycle.  Cardholders cannot approve the statement prior to the close of the billing cycle.  Cardholders must reconcile all transactions (credits and debits) before they can approve the statement.  If there is a pending cardholder transaction on the transactions tab, the approve button will not highlight for the billing cycle and you will not be able to approve. 

(ii) To view your cardholder - Click on the Cardholder Accounts tab.  Cardholders without transaction activity for 6 months will automatically be deleted from access to the C.A.R.E. system and will be removed from the billing officials’ view. 
(iii) To approve the cardholder statement - Click on the Cardholder Accounts tab and select the cardholder.  Click on the approve button at the bottom right side of the Cardholder Accounts tab.  Clicking this button denotes your electronic signature for further processing.

(c) Transactions:
(i) Cardholders can approve transactions immediately after they post to the account.  If a transaction posts to the account every day, a cardholder can approve the transaction every day up to the close of the billing cycle.  Cardholders are locked out after 15 calendar days after the close of the billing cycle.  If lock out occurs, only billing officials and alternate billing officials are capable of approving the cardholder’s transactions.
(ii) The transactions tab shows all the purchases made by your cardholders.  The transactions tab is the Cardholders SOA.  Cardholders will no longer receive the hard copy statements in the mail each month.  Cardholders will view transactions on-line as they post to the account.  All transactions are posted to the account in a pending status.  Cardholders can approve/reconcile transactions as they post to the account (throughout the month).  All transactions need to be approved by the cardholder each month.  Immediately after you approve the transaction, provide your billing official with your receipts and any other supporting e-mails or documentation required to make the purchase.  The purchase log and the cardholder statements are now maintained on-line, and it is not necessary to maintain hard copies. 

(iii) To view the cardholder transactions – Click on a Cardholder Accounts tab.  Select a cardholder and a month billing cycle.  Click on the Transactions tab.

(iv) To approve the cardholder transactions – Click on Cardholder Accounts tab.  Select a cardholder and a monthly billing cycle.  Click on the Transactions tab.  Click on a pending transaction and, at the bottom of the screen, click on the Log Detail tab.  Click the reconcile button to reconcile the purchase log entry with the posted transaction.   

(d) Transaction Log:

(i) The C.A.R.E. transaction log is the purchase log that cardholders are required to maintain.  To create and maintain the purchase log – Click on Cardholder Accounts tab.  Select a cardholder and a monthly billing cycle.  Click on the Transaction Log tab.
(ii) Cardholders are required to create a new log entry immediately after making a purchase.  The manual DCC-W purchase log is no longer required for accounts that have implemented C.A.R.E.  Cardholders are required to enter the following data:

NOTE: For cardholders with $25K purchase limits, the Comment section is where you will list the information that is required for Contract Action Reporting (See Chapter 14).
A. Transaction Date.

B. Date Received.

C. Merchant Name.

D. Transaction Amount.

E. Requestor Name.

F. Shipped To (if address is different from the cardholder’s physical address).

G. Comment – please provide a brief description of the items purchased.

6. Web Based Training:  C.A.R.E. also provides billing officials and cardholders the capabilities to generate reports.  Please refer to the latest edition of the U. S. Bank Cardholders C.A.R.E. User Manual.  To access the user manual you will have to go to the U.S. Bank training website at https://wbt.CARE.usbank.com.  Enter the user name: usbank.  The password changes every 45 days.  To get the latest password, please contact your DCC-W APC or U.S. Bank help desk directly at 888-994-6722.  Once you access the site, click on the following:

(a) Cardholders select Cardholders module.

(b) Billing officials select Government Program Manager and then select Government CPP.

(c) Select Docs for the U.S. Bank Training Manuals.
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PAYMENT PROCESS AND SUSPENSION OF ACCOUNT

a. PAYMENT PROCESS


1. AGENCIES USING C.A.R.E. SYSTEM:

(a) To make a payment, the billing official will: 

(1) Select a Managing Account.

(2) Select a Cycle Date.

(3) Prior to approving the statement, the billing official must review cardholder(s) transactions as detailed in the U. S. Bank C.A.R.E. manual and verify that the cardholder(s) have approved their individual monthly statement.

(4) Click the Certify/Approve button to complete the certification.

(5) Once an invoice is certified/approved, the cycle status updates.

(6) After the invoice is certified/approved, the transactions may be viewed; however, no further actions (i.e., reallocate or dispute) can be performed.  As an option, the billing official can also view the cardholder transactions by running the Cardholder Full Transaction Detail Report.

(b) The billing official will approve/certify monthly statement(s) within 5 business days after the close of the billing cycle.

2. AGENCIES NOT USING C.A.R.E. FOR PAYMENT:

(a) Each month the billing official receives a monthly statement from the bank.  This statement has a summary of all transactions made by the cardholders during the billing cycle.  The billing official may also print the statement through C.A.R.E. by following these steps:

(1) Log onto the C.A.R.E. system.

(2) Select “Account Statement” from the left menu.

(3) Type the account number in the space provided and click “OK”.

(4) Select a statement date from the drop down menu and click “OK”.  The statement will appear in Adobe Acrobat® format.

(b) The billing official will reconcile the bank’s monthly statement against the cardholders' monthly Statement of Account and purchase log.  Once this reconciliation process is completed, the billing official will approve the statement for full payment by signing in the appropriate area on the statement.  When this is completed, the billing official will:

(1) Forward the original monthly invoice (billing statement) to the paying office within 10 calendar days of receipt. 

(2) Place a copy of the monthly invoice (billing statement) with the cardholders' original SOA and supporting documentation (i.e., purchase card receipts and purchase logs) in a file folder and label for the appropriate month.

3. MANAGE THE ACCOUNT:

(a) The following is a list of ways to monitor the account payment status:  

(1) Review the "Balance Information" on the monthly statement.  By comparing the current statement to the last statement, the billing official should be able to determine if the previous month's payment was received by the bank or not.  If the payment does not appear on the current invoice (billing statement), you should contact your paying office or the bank to resolve.  

(2) The bank will send a post card at 45 days delinquent (15 days after the bill was due).  At that time, speak with your Resource Manager to ensure payment has been processed.

(3) Go to the DoD Purchase Card Program Management Office web site (http://purchasecard.saalt.army.mil) and review the Bi-Weekly Delinquency Report (U. S. Bank CPS) posted to the web.  Click on Payments and Delinquencies to access delinquency reports, payment tips and purchase card suspension policy.

(4) Contact the DCC-W Purchase Card Division via e-mail, phone, or in person concerning your delinquent account status.  The APC monitors the delinquent report and will randomly select agencies to determine what steps are being taken to resolve the outstanding delinquencies.

(5) Retain invoices (billing statements) and supporting documentation for six years and three months.  Assure that the monthly invoice (billing statement) is timely paid.  Paper statements should be immediately date stamped upon receipt.  The current balance for payment must be paid in full and annotated on the front of the invoice (billing statement).  The cardholder under the DoD Pay and Confirm policy can dispute questionable transactions.  We recommend that the billing official send the invoice (billing statement) directly to the payment office.

b. ACCOUNT SUSPENSION

1. DoD policy is to pay its invoices on a timely basis.  U. S. Bank will suspend accounts that are 60 days past due or 90 days past the billing date.  Before suspension, the bank will notify billing officials and program coordinators of the pending suspension.  The accounts will remain suspended until brought up to date with outstanding invoices.  At that time, accounts will automatically be reinstated.  When the account is suspended, no purchases can be made.  Accounts suspended more than twice in a twelve month period may be cancelled.  To re-open your purchase card account, please coordinate with your resource manager or the DFAS office to obtain the date paid, amounts paid and check number.  Submit this information to the DCC-W APC at GSASMARTPay@hqda.army.mil
2. Suspension Timeline:

45 Days

Late Payment Notice Mailed to Billing Official

55 Days

 Bank issues 2nd Late Notice.

45 Days - For suspension purposes, an account is considered past due if payment for undisputed principal amounts has not been received 45 calendar days from the billing date.  If the account has not been suspended in the last 12 months, or if it has only been suspended once, the first Late Payment Notice will be sent.  This Late Payment Notice notifies that the account is past due and requests full payment of undisputed principal amount.  If the account has been suspended twice within the last 12 months, the account will be automatically suspended again.  A Late Payment Notice will be sent notifying that the account is past due again, and that it will be canceled if no payment is received within 5 calendar days.

61 Days 

Account is Suspended By Bank.

55 Days - If payment has not been received at 55 calendar days from the billing date, U.S. Bank Government Services will send a second Late Payment Notice.  The second Late Payment Notice notifies that the account will be suspended within 5 calendar days if no payment is received.

61 Days - If payment has not been received at 61 calendar days from the billing date, U.S. Bank Government Services will suspend the account.

120 Days

Bank issues 3rd Late Notice; Account is canceled if not paid within 5 calendar days.

120 Days - If payment has not been received at 120 calendar days from the billing date, a third Late Payment Notice is sent.  This Late Payment Notice informs that the account is now 120 days past due and the account will be canceled if payment is not received within 5 calendar days.

181 Days

If not paid, the account will cause the entire installation’s Purchase Card Program to shut down.

181 Days – The entire installation’s purchase card accounts will be shut down.


3. Account Suspension Prevention

(a) Promptly review, reconcile and certify Billing Statements for the agency/organization enabling prompt payment to U.S. Bank Government Services

(b) Keep track of dispute initiation and resolution; certify payment upon dispute resolution

(c) Take immediate action when a Late Payment Notice is received

(d) Contact U.S. Bank Government Services immediately if it appears that an error has been made

c. DISPUTES

1. A disputed item is a questionable purchasing card transaction posted to a Cardholder Statement of Account. 

2. Items that cannot be disputed include:

(a) Convenience checks

(b) Items not charged directly to the purchasing card account

(c) Taxes

(d) Shipping and Handling charges

3. When disputing a transaction on an account, the cardholder should first make an effort to resolve the discrepancies with the vendor.  If the cardholder is unsuccessful with resolving the issue with the vendor, then the following applies:

NOTE:  If the transaction is disputed in error, you must contact U.S. Bank customer service to cancel the dispute process. 

NOTE: The item must be disputed within 60 calendar days of the billing cycle closing date.
(a) C.A.R.E. Users -

(1) Click on the required transaction

(2) Selected the reason for the dispute and complete the comments section.

(3) Click the Submit button to transmit the dispute to US Bank. 

(b) Agencies not using C.A.R.E. -

(1) Complete the CSQI form.

(2) Mail or fax the original form to:

U.S. Bank Government Services
P.O. Box 6347
Fargo, ND 58125-6347
Fax: 701-461-3466

(3) The CSQI form must be returned to U.S. Bank Government Services no later than 60 days after the statement date on which the transaction appeared in order to preserve the rights to dispute the transaction.  Retain a copy for the files and forward a copy with the approved Statement of Account to the Approving Official or other routing as indicated by the agency’s/organization’s internal procedures.  If there are questions regarding disputing a transaction, please call U.S. Bank Government Services at 1-888-994-6722 for assistance.  

(4) U.S. Bank Government Services must be notified of a dispute no later than 60 days after the statement date on which the original transaction appears.  U.S. Bank Government Services must resolve disputes within 180 days of initiation, although most disputes are resolved within 30 days.
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FILE DOCUMENTATION, MAINTENANCE, AND RETENTION

BILLING OFFICIAL FILES The billing official is required to maintain official account files.  Each cardholder should also maintain files for transactions, especially if not co-located with the billing official.  At a minimum, these files must include the following:

a. AUTHORITY DOCUMENTS

1. Letters of Appointment and copies of DD Form 577 for the billing official and alternate billing official.

2. Delegation of Authority letter for each cardholder.  Verify the Single Purchase Limit stated on the letter.

b. TRAINING DOCUMENTS 

-required for billing official, alternate billing official, and each cardholder.

1. Certificate of completion of DAU on-line tutorial for the Government Purchase Card.

2. Certificate of completion for DCC-W orientation training.

3. Verification of completion of annual ethics training.   

4. Certificate of completion for refresher training if more than two (2) years since DCC-W orientation training.

c. INTERNAL CONTROL PROCEDURES

- written internal control procedures for the billing official’s account(s).

d. REVIEW DOCUMENTS
1. Copy of the billing official’s written annual review of each cardholder.

2. Copies of previous reviews.  This includes reviews by DCC-W, an internal audit agency or any other agency.

3. Copies of any Corrective Action Plans.  These will not exist for all accounts, but only those where formal documentation of corrective action was required.

e. PURCHASE DOCUMENTS
For each purchase, the file must include original documentation that establishes the legitimate need, shows who authorized the purchase, shows check of mandatory sources, shows who received the purchase on behalf of the government, and includes a detailed receipt/invoice.  The file must also contain any purchase authorizations, waivers and/or justification to support an unusual purchase.  Any disputes and follow-up actions must also be fully documented.

	DOCUMENTATION FOR THE PURCHASE PROCESS:
	

	STEP
	ACTIVITY
	REQUIRED DOCUMENTATION

	1
	ESTABLISH 
	*Signed Purchase Request

	
	LEGITIMATE
	*Signed Approval by Billing Official

	
	NEED
	*Obtain any special approvals/waivers prior to purchase

	2
	PLACE THE ORDER
	*Check mandatory sources

	
	
	*Verify funding available

	
	
	*Obtain confirmation of order from vendor

	3
	RECEIVE/ACCEPT THE GOODS/SERVICES 
	*Signed government acceptance – not by cardholder who made the purchase 

	
	 
	*Invoice from vendor or credit card slip or sales slip 

	
	
	*Check for placement on property book records, if required

	4
	RESOLVE ANY DISPUTES
	*Resolve with vendor; maintain records of telephone calls/e-mails/letters etc.

	
	
	*If unable to resolve with vendor, see Chapter 7


f. BILLING DOCUMENTS
1. For accounts that are using C.A.R.E.:

(a) The cardholder’s transaction log must be completed in C.A.R.E. for each transaction.  At a minimum, the following seven (7) fields must be completed:

(1) Transaction Date

(2) Date Received

(3) Merchant

(4) Transaction Amt.

(5) Requestor Name

(6) Shipped To

(7) Comment 

(b) Each transaction must be reconciled to complete the posting process.

(c) While not required, a copy of the billing official’s monthly statement or a similar report can be used to help verify that all purchase documents for each billing cycle are in file.  

(d) The billing official’s certification of the monthly statement is maintained in C.A.R.E.  No printout is required.

2. For accounts that are NOT using C.A.R.E. (in addition to the documentation listed above):

(a) The billing official’s monthly billing statement.

(b) The billing statement must be date stamped upon receipt.

(c) The amount of payment must be annotated on the first page in the space provided.

(d) The cardholder’s monthly billing statement.

(e) A detailed purchase log, which includes a running balance of available funds. 

3. File documentation must be maintained for six years and three months after the final payment is made.  We recommend storing your documents in file folders marked with the applicable month and FY of the billing cycle. 
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REVIEWS AND CHECKLISTS

DCC-W will perform reviews of all billing officials' accounts at least once each fiscal year.  There may also be unannounced or additional, special reviews.  Agencies are also required to have their billing officials perform an annual review of their accounts, documenting any deficiencies, and have a copy of the review available when DCC-W performs its own review.  (Review checklists are located at the end of this Chapter).  DCC-W's review findings will be documented in writing and forwarded to the billing official for corrective action.  A copy of this review will also be forwarded to the billing official’s supervisor.  Reports of reviews must be maintained on file for six years and three months.  DCC-W must assure that billing officials are adequately monitoring their cardholders' accounts.  DCC-W verifies that agency procedures, controls and operations are adequate, as well as examines individual records of cardholders.  The billing official’s agency will generally receive a positive report if it adheres to the following:

a. Written procedures outlining areas such as property accountability for non-expendable items and coordination with an Information Management Officer when buying information technology items.

b. Written guidance to cardholders advising of office limits and when and how funding will be managed for each purchase card account.

c. Adequate separation of duties between the billing official, cardholders, resource manager (or employee funding the purchases), as well as the PBO and/or person(s) receiving the item(s).

d. Records are well organized, and purchase files are properly documented with receipts.

e. Documentation in the file explaining any unusual situations, such as a buy that appears to have been a “split” but wasn’t, or unusual purchases, such as items that are infrequently purchased.

f. Active consideration of mandatory sources consistent with FAR Part 8.

g. Rotation of vendors to promote competition, as well as seeking fair and reasonable pricing for open market buys.

h. No unauthorized purchases.

i. Proper span of control, i.e., a billing official having no more than seven (7) cardholder accounts.

j. Closing inactive accounts within six (6) months.


FY 2005 DCC-W PURCHASE CARD PROGRAM REVIEW CHECKLIST 

a. Function.

1. Over sight of the GSA SMARTPay Purchase Card Program.

2. Reviewing the use of purchase cards issued by DCC-W.

b. Purpose. 

1. To evaluate key management controls.

2. It is not intended to cover all controls.

c. In-Briefing: 

1. Explain the purpose of review to the billing official and how it will be conducted (in-briefing, records review, then out-briefing).

2. Provide a copy of the current DCC-W Operating Procedures (or refer the customer to DCC-W's web-site).

d. Review Questions:

1. The following questions will be addressed to the billing official during the review.

2. Deficiencies must be explained and corrective action to be taken incorporated into the report.

3. A report will be released within 4 weeks of completing the review.




	FY 2005 DCC-W PURCHASE CARD PROGRAM REVIEW CHECKLIST

	Billing Official:
	Review Date:

	Office Name: 
	Reviewer(s):  

	Supervisor: 
	Telephone Number:

	Location: 
	Resource Manager:

	Level 4 No(s): 
	Number of Cardholders: 

	Level 5 No(s): 
	Billing Official Account No(s):

	Total annual dollar volume for the past (or current) Fiscal Year: 

	Agency provides supports for: 

	Items and/or services acquired using the purchase card: 

	How is your account funded:
	Monthly
	
	Quarterly
	
	Yearly
	





	TRAINING, APPOINTMENTS AND DELEGATIONS

	Has an alternate billing official been designated by the agency and trained by DCC-W?  
	Yes
	
	No
	

	Alternate Billing Official’s Name

	Comments

	Verify the billing official completed orientation training with DCC-W.  
	Yes
	
	No
	

	Verify the alternate billing official completed orientation training with DCC-W
	Yes
	
	No
	

	Verify the cardholder(s) completed orientation training with DCC-W
	Yes
	
	No
	

	Comments

	Verify the billing official completed DoD Purchase Card Tutorial
	Yes
	
	No
	

	Verify the alternate billing official completed DoD Purchase Card Tutorial
	Yes
	
	No
	

	Verify the cardholder(s) completed DoD Purchase Card Tutorial
	Yes
	
	No
	

	Comments

	Verify the billing official completed refresher training, if orientation training was attended over two years ago
	Yes
	
	No
	

	Verify the alternate billing official completed refresher training, if orientation training was attended over two years ago
	Yes
	
	No
	

	Verify the cardholder(s) completed refresher training, if orientation training was attended over two years ago
	Yes
	
	No
	

	Comments

	Verify the billing official completed annual ethics training
	Yes
	
	No
	

	Verify the alternate billing official completed annual ethics training
	Yes
	
	No
	

	Verify the cardholder(s) completed annual ethics training
	Yes
	
	No
	

	Comments

	Verify the billing official has appointment letter issued 
	Yes
	
	No
	

	Verify the alternate billing official has appointment letter issued 
	Yes
	
	No
	

	Verify the cardholder(s) delegation of authority letter issued 
	Yes
	
	No
	

	Comments




	INTERNAL CONTROLS

	Have you or your agency established written internal control procedures on the use of the purchase card within this activity?  (Obtain copy of internal controls).
	Yes
	
	No
	

	Comments

	Are you conducting annual reviews of cardholder’s records and submitting any findings to DCC-W's Agency Program Coordinator (APC)?  (Verify the last review).
	Yes
	
	No
	

	Comments

	Does the agency have a procedure that details which items will be property book or hand receipt items, and is that procedure followed?
	Yes
	
	No
	

	Comments

	Are repeated buys being made up to or just under the micro-purchase limit of $2,500?
	Yes
	
	No
	

	Comments

	Are consecutive buys being made for the same or similar items?  
	Yes
	
	No
	

	Comments

	Are vendors being rotated?  Otherwise, does the cardholder document sole-source buys?  
(The above questions may not apply to accounts for office supplies only, especially if the customer consistently shops in Virginia Industry for the Blind stores, usually on-site with the agency.  Otherwise, repeat buys made from the same vendor are generally not allowed.)
	Yes
	
	No
	

	Comments

	Does your cardholder ensure that sufficient funding is made available before making each buy?
	Yes
	
	No
	

	Comments

	Does your cardholder assure all buys are made at fair and reasonable prices?
	Yes
	
	No
	

	Comments

	Does your cardholder support any unusual purchases with written justification?  
	Yes
	
	No
	

	Comments




	Are you aware of your cardholder having any split purchases?  
	Yes
	
	No
	

	Comments

	Does your cardholder consolidate requirements and forward buys over the cardholder’s purchasing authority to DCC-W for contractual processing?
	Yes
	
	No
	

	Comments

	Is the file documented when the purchase card is being used for conferences to include a cost analysis of alternative sites if outside the National Capital Region (NCR)?  
(Reference:  Part G of the JFTR covering conferences requires that sites be selected to minimize costs, alternative sites be considered, and a cost comparison of proposed versus alternative sites be performed.)
	Yes
	
	No
	

	Comments

	Are mandatory sources of supply, such as NIB/NISH for office supplies and UNICOR for office furniture, considered before using commercial vendors?  
	Yes
	
	No
	

	Comments

	Is UNICOR being considered as a source in the purchase of furniture from commercial vendors (when over $2,500)?  (The file must be documented, e.g., for price, quality and/or delivery terms and a waiver must be obtained before buying from commercial sources.)
	Yes
	
	No
	

	Comments

	Are items such as food, shredders, refrigerators, microwave ovens, mementos, coffeepots, or anything for apparent personal use being purchased?  (These items are restricted or unauthorized.  Verify justification and approval for refrigerators and microwave ovens.)  
	Yes
	
	No
	

	Comments

	Were proper procedures followed for any purchases of restricted items or services requiring specific authorization, for example, telecommunication services outside of DTS-W, medical items through CAP, and printing services performed outside DAPS?  
	Yes
	
	No
	

	Comments

	Are purchases for information technology (IT) items bought with approval of the organization’s IT manager and/or through IMCEN?  (Approval may be verified.)  
	Yes
	
	No
	

	Comments




	PAYMENT

	Has your account been delinquent, suspended, or cancelled in the past year?  (Check the DoD Purchase Card Program Management Office web site for the monthly delinquent listing at http://purchasecard.saalt.army.mil/payments.htm.)
	Yes
	
	No
	

	Comments

	Are adequate funds in place prior to items being purchased using the purchase card?
	Yes
	
	No
	

	Comments

	Does your cardholder assure all buys are made at fair and reasonable prices?
	Yes
	
	No
	

	Comments

	For accounts changed by the bank:
Do you review the cardholder(s) purchase logs and statements?
	Yes
	
	No
	

	Comments

	Is the billing statement forwarded to the paying office within 5 business days of receipt (on-line through the U. S. Bank's system C.A.R.E.)?
	Yes
	
	No
	

	Comments

	Do you review the cardholder(s) purchase logs in US Bank automated reporting system?
	Yes
	
	No
	

	Comments

	For accounts not yet changed by the bank:
Do you review the cardholder(s) purchase logs?  
	Yes
	
	No
	

	Comments

	Do you date-stamp receipt of the billing statement and write the amount certified for payment on the front of the billing statement?
	Yes
	
	No
	

	Comments

	Do you review the balances on the front of the billing statement to determine if appropriate payment has been made to the bank?  Do you take action if the account payments are incorrect or missing from the current billing statement?  
	Yes
	
	No
	

	Comments

	Is the billing statement forwarded to the paying office within 10 calendar days of receipt?  
	Yes
	
	No
	

	Comments




	SPAN OF CONTROL

(Buying, receiving, accountability and budget cannot be done by the same individual.  Hand-receipt holders may have equipment issued to them, e.g., computers.  The billing official will not be the resource manager responsible for his/her own funding.)  

	Is there a separation of duties between the billing official, cardholders, the resource manager, the PBO and hand-receipt issuers?
	Yes
	
	No
	

	Comments

	Does account have more than seven (7) cardholder accounts?
	Yes
	
	No
	

	Comments

	Do credit limits exceed procurement needs?
	Yes
	
	No
	

	Comments

	Are all purchases delivered directly to the requiring agency and/or cardholder(s)?
	Yes
	
	No
	

	Comments

	Are all purchases made by the authorized cardholder(s)?  
	Yes
	
	No
	

	Comments

	Has cardholder been on extended leave to include medical, personal or temporary duty?
	Yes
	
	No
	

	Comments

	Is there independent receiving of goods and services by someone other than the cardholder(s)?
	Yes
	
	No
	

	Comments

	Is the Billing Official the Cardholders supervisor?
	Yes
	
	No
	

	If No, are controls in place to insure purchases are authorized.
	Yes
	
	No
	

	Comments




	PROPERTY CONTROL

	Does the agency have a procedure that details which items will be property book or hand receipt items, and is that procedure followed?
	Yes
	
	No
	

	Comments

	Does your agency purchase items’ costing $5,000 per unit cost or over?
	Yes
	
	No
	

	Comments

	Do you screen purchases costing $5,000 per unit cost or over and report these nonexpendable items to the agency’s PBO?  
	Yes
	
	No
	

	Comments

	Are you purchasing heraldic items?
	Yes
	
	No
	

	Comments




	25K ACCOUNTS

	Does the account have a $25,000 purchase card?
	Yes
	
	No
	

	Comments

	For review of a cardholder having a single purchase limit up to $25K, the following questions will also be asked.  (Verify the cardholder's letter delegating purchase authority.)

Is a current $25,000 delegation of authority letters in the possession of the billing official and cardholder(s)?
	Yes
	
	No
	

	Comments

	What purchases do you make with the $25, 000 purchase card?
	
	
	
	

	
ACCOUNT 1____________________________________________________________

	
ACCOUNT 2____________________________________________________________

	
ACCOUNT 3____________________________________________________________

	Does your cardholder:

	
- Assure all buys over $2,500 are made on a government approved, existing contract (For example, GSA schedule contracts.)?
	Yes
	
	No
	

	Comments

	
- Assure that the single purchase limit of $25,000, as well as the cardholder's monthly purchase limit is not exceeded?
	Yes
	
	No
	

	Comments

	
- Compete all actions in excess of the micro purchase threshold of $2,500?  If only one source can perform, does the cardholder document the file with a sole source justification?
	Yes
	
	No
	

	Comments

	
- Assure all buys over $2,500 are made to small businesses?  


- If a small business cannot perform, does your cardholder ensure that the purchase file contains adequate justification to purchase from a large business?
	Yes
	
	No
	

	Comments




	RECORD REVIEW

Review of purchase files and electronic transaction logs

	Do all purchases by the cardholder have receipts?
	Yes
	
	No
	

	Comments

	Does the authorized cardholder make all purchases?  
	Yes
	
	No
	

	Comments

	Are all purchases delivered directly to the requiring agency and/or cardholder?
	Yes
	
	No
	

	Comments

	Were there any apparent split buys?
	Yes
	
	No
	

	Comments

	Does the cardholder rotate vendors?
	Yes
	
	No
	

	Comments

	Are there any unauthorized transactions requiring reimbursement?
	Yes
	
	No
	

	Comments

	Were there any transactions for questionable vendors?
	Yes
	
	No
	

	Comments

	Were there any weekend/holiday purchases?
	Yes
	
	No
	

	Comments

	Is there evidence of a compromised account?
	Yes
	
	No
	

	Comments

	Was purchase card file reviewed for restricted items such as food, shredders, mementos, coffeepots or anything for apparent personal use?
	Yes
	
	No
	

	Comments




	Was purchase card file reviewed for purchases of restricted items or services requiring specific authorization, for example, telecommunication services outside of DTS-W, medical items through CAP, and printing services performed outside DAPS?
	Yes
	
	No
	

	Comments

	Is there supporting documentation for?
Special Approvals (refrigerators and microwave ovens)
	Yes
	
	No
	

	Comments

	UNICOR Value Determination
	Yes
	
	No
	

	Comments

	Does the billing official receive the quarterly newsletter? 

If No, get e-mail address.  ____________________________________
	Yes
	
	No
	

	Comments




Conduct the Out-Briefing:

a. Emphasize positive aspects of the agency’s purchase card program management, then explain findings and corrective action required, if any. 

b. Offer administrative suggestions, such as record keeping in setting-up, documenting, and maintaining files, to include detailing purchase logs or other procedural improvements.

c. Let the billing official know that a written report will be issued in 30 days with a copy to his/her supervisor. 

d. Inform billing official of newsletter availability.



	BILLING OFFICIAL PURCHASE CARD PROGRAM REVIEW CHECKLIST – FY-05

	Billing Official:
	Review Date:

	Office Name: 
	Supervisor:

	Location: 
	Telephone Number: 

	E-Mail Address 
	Billing Official Account No(s): 

	Number of Cardholders:

	Cardholder Name: 

	Resource Manager:

	Purchase Limits
	Single
	
	30-Day
	
	Office
	

	Transactions reviewed for the period: 
	
	through
	

	Total Amount for the Year
	$
	Number of actions: 
	

	ADMINISTRATIVE ISSUES:

	Is cardholder a PBO or hand receipt issuer?
	Yes
	
	No
	

	Comments

	NOTE:  Prohibited relationships could include, but are not limited to, the following:
1.  A Cardholder cannot be PBO, financial manager or hand receipt issuer.
2.  A Cardholder cannot be their billing official;

	Does cardholder have a delegation letter?
	Yes
	
	No
	

	Comments

	Did cardholder attend and complete required orientation and training?  
	Yes
	
	No
	

	Comments

	Are bills paid in full IAW delayed dispute procedures?
	Yes
	
	No
	

	Comments




	Did cardholder complete a CSQI and forward to the bank for resolution?
	Yes
	
	No
	

	Comments

	Did cardholder monitor the disputed item’s progress until resolved
	Yes
	
	No
	

	Comments

	Did cardholder follow agency’s internal procedures?
	Yes
	
	No
	

	Comments

	Is card and account numbers safeguarded against misuse or theft
	Yes
	
	No
	

	Comments

	FUNDS:

	Cardholder reconciles and forwards to the billing official in 3 business days.
	Yes
	
	No
	

	Comments

	Does the cardholder know the process for rebates offered by vendors?
	Yes
	
	No
	

	Comments

	Does the cardholder know how to handle merchandise returns?
	Yes
	
	No
	

	Comments

	AUDIT ALERT:  Cardholders are prohibited from accepting anything other than a credit back to the purchase card for merchandise returns or credits for services.

	Comments

	PROCEDURES:

	Does cardholder maintain an electronic purchase log?
	Yes
	
	No
	

	Comments

	Does the cardholder complete the seven required data fields in the electronic purchase log?
	Yes
	
	No
	

	Comments




	Does cardholder verify price reasonableness?
	Yes
	
	No
	

	Comments

	Does cardholder “split” requirements to avoid single purchase limit?
	Yes
	
	No
	

	Comments

	BEFORE a cardholder makes a buy using a commercial source, are required sources of supply and services (JWOD Program, UNICOR, Army BPA’s etc) checked for availability to fill the requirement?  (FAR 8.001)
	Yes
	
	No
	

	Comments

	BEFORE a cardholder makes a buy using a commercial source, are checks made to ensure services or supplies are NOT available under existing contracts?
	Yes
	
	No
	

	Comments

	Are purchases rotated among suppliers to promote competition?  
	Yes
	
	No
	

	Comments

	USAGE  

	Was the purchase card used to buy any unauthorized items?
	Yes
	
	No
	

	Comments

	Did cardholder place “backorder” buys with vendors?  (items must be immediately available or shipped within 30 days)?  (AFARS 13.9003(a).)
	Yes
	
	No
	

	Comments

	Did cardholder coordinate with PBO to place pilferable, nonexpendable and/or sensitive property on hand-receipts or the property books?
	Yes
	
	No
	

	Comments

	Is approval received prior to cardholder making a buy requiring prior approval/ coordination?
	Yes
	
	No
	

	Comments




	RECORDS

	Is there a purchase card receipt and/or vendor invoice for each transaction?  (Should include vendor’s name, address, clear description of items or services purchased, quantity, unit price, total price and exclusion of tax).
	Yes
	
	No
	

	Comments

	Are the items marked in the purchase log as received?
	Yes
	
	No
	

	Comments

	Does cardholder utilize a manual or automated purchase log?
	M
	
	A
	

	Comments

	Are cardholder’s records (purchase log and copy of SOA) in file folders marked with the appropriate month and FY?
	Yes
	
	No
	

	Comments

	RECONCILIATION PROCESS

	Procedure in place for processing SOA’s if cardholder is absent?
	Yes
	
	No
	

	Comments

	SOA’s forwarded to the billing official within five (5) calendar days?
	Yes
	
	No
	

	Comments

	Does cardholder approve monthly statement in C.A.R.E. within three (3) business days of end of monthly billing cycle?
	Yes
	
	No
	

	Comments

	REVIEWS

	The last review was conducted on _____________ by________________________

	Were deficiencies, if any, corrected?
	Yes
	
	No
	

	Comments

	Were review findings discussed with cardholders?
	Yes
	
	No
	

	Comments
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INTERNAL CONTROLS

This chapter focuses on internal control activities designed primarily to prevent or detect fraudulent, improper and abusive purchases; assess the adequacy and performance of those control activities; and, identify areas of internal control for potential improvement.  The concepts and topics for this chapter are primarily derived from the GAO Report, GAO-04-87G of November 2003, titled “Audit Guide for Auditing and Investigating the Internal Control of Government Purchase Card Programs”.  All of the following internal control standards are applicable to achieving reasonable assurance that fraudulent, improper and abusive purchases do not have a significant adverse effect on the effectiveness or efficiency of the purchase card program.  We recommend you incorporate into your written internal control policies and procedures the control activities contained in this chapter.

a. UNDERSTANDING THE PURCHASE CARD PROGRAM
Evaluating the adequacy of internal controls designed to mitigate the government’s risk requires an in-depth understanding of: the relevant laws and regulations; procurement methods and standards; what constitutes an authorized purchase card transaction; the specific organization’s mission activity operations; its purchase card program operations (from purchase request to payment); and identifying the risks associated with non-adherence to established internal control policies and procedures.  

1. Relevant Laws and Regulations:
(a) An organization’s purchase card program must comply with the laws, regulations, contracts and government wide and organization policies and procedures that:  

(1) Govern the establishment and operation of the purchase card program, 

(2) Prescribe procurement methods and standards, and, 

(3) Pertain to the purposes for which an organization’s appropriations and other sources of funds may be used.  

(b) The following laws, regulations and other guidance are applicable to the federal government purchase card program.  Additional laws and regulations and other agency or organization-specific guidance apply as well.

(1) FAR

(2) Title 10, U.S.C. 2784

(3) Purchase Card Program Management Office Guidance

(4) Army Purchase Card Regulation

(5) DCC-W Purchase Card Operating Procedures

(c) Establishment and operation of the purchase card program:

(1) GSA SMARTPay® Master Contract

(2) Treasury Financial Manual, Vol. I, Part 4-4500, "Government Purchase Cards"

(3) 41 U.S.C. § 426 Use of electronic commerce in Federal procurement

(4) 48 C.F.R. § 13.301(b) Government wide commercial purchase card

(5) 31 U.S.C. § 3901 - 3907 Prompt Payment Act

(6) 5 C.F.R. Part 1315 Prompt Payment

(d) Procurement methods and standards:

(1) 41 U.S.C. § 253 Competition requirements

(2) 41 U.S.C. § 403(11) Definitions

(3) 41 U.S.C. § 427 Simplified acquisition procedures

(4) 41 U.S.C. § 428 Procedures applicable to purchases below micro purchase threshold

(5) 41 U.S.C. § 429 List of laws inapplicable to contracts not greater than SAP threshold in the FAR

(6) 48 C.F.R. § 1.603-3(b) Appointment

(7) 48 C.F.R. Part 2.101 Definitions

(8) 48 C.F.R. Part 8 Required Sources of Supplies and Services

(9) 48 C.F.R. Part 13 Simplified Acquisition Procedures

(e) Purposes for which an organization's appropriations may be used:

(1) 31 U.S.C. § 1301(a) "Purpose Statute"

(2) Bona Fide Needs Rule, See, e.g. 68 Comp. Gen. 170, 171 (1989); 58 Comp. Gen. 471, 473 (1979); 54 Comp. Gen. 962, 966 (1975)

(3) 3 Comp. Gen. 433 (1924) Comptroller General McCarl to the Secretary of War

(4) B-288266 (Jan. 27, 2003) Use of Appropriated Funds to Purchase Light Refreshments at Conferences

(5) 72 Comp. Gen. 178 (1993) Matter of: Corps of Engineers - Use of Appropriated Funds to Pay for Meals

(6) 65 Comp. Gen. 738 (1986) Matter of: Refreshments at Awards Ceremony

(7) 64 Comp. Gen. 406 (1985) Matter of: Randall R. Pope and James L. Ryan - Meals at Headquarters Incident to Meetings

(8) B-289683 (Oct. 7, 2002) Matter of: Purchase of Cold Weather Clothing, Rock Island District, U.S. Army Corps of Engineers

(9) 63 Comp. Gen. 245 (1984) Matter of: Purchase of Down-Filled Parkas

2. Procurement Methods and Standards.
(a) Purchases made with the purchase card should be made in accordance with generally applicable procurement laws, regulations, and organization procurement policies and procedures.  The FAR provides government wide policies and procedures for acquisition by all executive agencies.  Agencies frequently issue supplemental acquisition regulations as well.  The FAR specifically prohibits the following:

(1) Splitting requirements

(2) Violating the mandatory source requirements

(3) Not rotating sources

(4) Purchases above $2,500 not against a legally executed contract.

(b) Individual purchases must be for a purpose allowable under an organization’s appropriations or other sources of funds and must not otherwise be prohibited by law.  Organizations may use appropriated funds only for legitimate or bona fide needs that arise in or continue to exist in the fiscal year(s) for which those funds are appropriated.  Agencies are restricted to purchasing only those items that will be used during such fiscal year(s) except when they qualify under certain categories, such as to maintain inventories of necessary items at reasonable levels.  However, agencies generally may not purchase items in excessive amounts at the end of the fiscal year in order to solely avoid the expiration of funds.  If you are unsure whether a purchase meets a legitimate or bona fide need, please contact the DCC-W Purchase Card Division prior to making the purchase.  

3. Understanding what constitutes an authorized purchase card transaction.  An authorized transaction is one that is lawful and meets a bona fide and minimum legitimate government need at a fair and reasonable price.  An authorized purchase card transaction is one that satisfies the five criteria listed below:

(a) Lawful:

(1) Card usage is for purchases that are authorized by law or regulation.

(2) Lawful only if it would be lawful using conventional procurement methods.

(3) Appropriations shall only be applied to the objects for which the appropriations were made.

(4) Appropriated funds may only be used to purchase items for official purposes, and may not be used to acquire items for the personal benefit of a government employee.

(5) Funding must be available at the time of the purchase to preclude an Anti-Deficiency Act violation.

(b) Legitimate Government Need:

(1) Necessary and reasonable expense: One that arises out of and is directly related to the agency mission and achieves an authorized objective.  The necessary expense test is that the expenditure: 

(ii) Must bear a logical relationship to the purpose for which appropriation or fund is made available to the agency 

(iii) Must not be prohibited by law 

(iv) Must not otherwise be provided for  (i.e. we aren't required to use another fund or mandatory supplies source).

(c) Bona Fide Need: 

(1) The appropriation is available only for the needs of the current year. 

(2) The bona fide needs rule does not prevent maintaining a legitimate inventory at reasonable and historical levels, the "need" being to maintain the inventory level to avoid disruption of operations. 

(3) Problems arise when the inventory crosses the line from reasonable to excessive.  
(d) Minimum Needs of the Government: Normally, the responsibility for describing government needs rest with the technical experts and the requiring activity.  FAR 11.002(a) requires that agencies describe Government needs in a manner designed to:

(1) Promote full and open competition, with due regard to the nature of the supplies or services to be acquired; and, 

(2) Only include restrictive provisions or conditions to the extent necessary to satisfy the minimum needs of the agency or as authorized by law. 

(e) Fair and Reasonable Price:

(1) A fair and reasonable price is a price that is fair to both parties, considering the agreed-upon conditions, promised quality, and timeliness of performance/delivery.

(2) Prices are affected by factors that include, but are not limited to, speed of delivery, length and extent of warranty, limitations of seller’s liability, quantities ordered, length of the performance period, and specific performance requirements.

(3) The cardholder must ensure that contract terms, conditions and prices are commensurate with the Government’s need.

(4) Micro-purchases may be awarded without soliciting competitive quotations if the contracting officer or individual appointed in accordance with FAR 1.603-3(b) considers the price to be reasonable.

(5) Action to verify price reasonableness need only be taken if –

(i) You suspect or have information to indicate that the price may not be reasonable (e.g., comparison to the previous price paid or personal knowledge of the supply or service); or,

(ii) Purchasing a supply or service for which no comparable pricing information is readily available (e.g., a supply or service that is not the same as, or is not similar to, other supplies or services that have recently been purchased on a competitive basis).

4. The organization’s operations and programs.  

(a) In order to review the internal control activities of an organization you must gain a thorough understanding of:

(1) The organization’s mission activities and operations

(2) The nature and size of the overall operations

(3) What the individual activities involved in the purchase card program do, and how they do it

(4) The general job description, level of education, and number of personnel in those activities; and,

(5) The volume and appropriate type(s) of purchase activity to expect.

(b) Its purchase card program operations and end-to-end flow of transactions

(1) The extent to which control activities are in place and operating

(2) The environment in which those controls operate

(3) The overall managerial organization and operations of the program

(4) The flow of purchase card transactions

(c) The system of internal control in place

(d) The environment in which the control activities operate.

b. INTERNAL CONTROL STANDARDS
1. The Control Environment.  A positive control environment is the foundation for all other internal control standards.  A positive control environment is established by management and employees creating and maintaining an environment throughout the organization that sets a positive and supportive attitude toward internal control and conscientious management.  The key elements of the control environment are discussed below.

(a) Management’s philosophy (tone at the top).  Management’s philosophy and operating style determines the degree of risk the organization is willing to take in operations and programs and it has a profound effect on internal control.  

(b) Span of control.  Span of control refers to the extent of review responsibilities placed on a single billing official for the purchase card transactions of one or more cardholders.  In establishing an appropriate span of control you should consider the number of cardholders assigned, the number and complexity of purchase card transactions being reviewed each billing period, and demands of other responsibilities assigned to the billing official.  The total number of authorized cardholders, their single transaction and monthly credit limits, and the billing official credit limits directly affect the financial responsibility of the individuals involved and the extent of potential loss to the organization.  

(c) Financial exposure.  Financial exposure can become excessive when management does not exercise judgment and restraint in issuing purchase cards and in determining single purchase and monthly credit limits.  Purchase cards should be issued in controlled limited quantities to government employees with a legitimate need to have the card.  Single and monthly credit limits should be established based on the expected monthly purchases of the cardholder reasonably necessary to carry out their operational requirements.     

(d) Training.  Management should identify the appropriate knowledge and skills needed, require the needed training, and maintain documentation evidencing that required training is current for all personnel.  The certificates/record of training should clearly show the type of training received, that the training was relevant to the purchase card program, that the training was appropriate to the level of authorized spending and program authority of the individual, the signature of the cardholder and the instructor, that the date of initial training is prior to purchase card account activation, and/or that the date of refresher training is within the required period.  Centralized training records should provide detailed information similar to the above and be available for review to monitor adherence to program training requirements.  

(e) Discipline.  Candid and constructive counseling, performance appraisals and discipline can provide reinforcement of the system of internal control.  Internal control policies and procedures should identify the specific actions or lack of adherence to internal control within the purchase card program that warrant counseling and/or discipline.  Constructive counseling may be provided to cardholders and billing officials in response to isolated instances of a lack of adherence to internal control policies, procedures, and activities.  Disciplinary action may be taken in response to recurring and/or persistent lack of adherence to internal controls, and specific consequences for improper and abusive purchases should be adopted as part of the system for internal control.  Such consequences can vary with the severity and persistence of the policy violation, and might include formal and informal reprimands, suspension or cancellation of the purchase card account, termination of employment, and referral to investigative authorities in cases of suspected fraud.  Instances that warrant discipline should be documented and included in personnel files.  

(f) Purchasing and reviewing authorities.  Purchasing authority establishes a cardholder’s authority to possess and use a government purchase card and establishes their credit limits.  Authority is also established for billing officials to review and authorize payment of cardholder accounts.  Billing official authority should identify the specific cardholder(s) for which review and certification responsibilities have been assigned, and the billing official’s credit limits should relate to the total cumulative monthly purchasing limits of the cardholders assigned to them.  

2. Control activities.  Control activities are the policies, procedures, techniques and mechanisms that enforce management’s directives and help ensure that actions are taken to address risks.  Control activities include approvals, authorizations, verifications, reconciliations, reviews, and the creation and maintenance of related records that provide evidence of execution of these activities.  These key transaction level control activities should be included in your assessment of the adequacy of the design of your control activities.  

(a) The determination of a legitimate government need.  Determination of a legitimate government need provides reasonable assurance to the organization that its resources are not being wasted.  A legitimate need for the goods or service being acquired should be determined before a purchase is made.  Pre-purchase requests or other authorization prepared by a supervisor, or prepared by operations personnel and signed by a supervisor, can provide the cardholder with documentation of a legitimate government need.  Evidence determining the legitimate government need may include a pre-purchase request or authorization in writing, written blanket authorization for small routine purchases (e.g. office supplies), written justification by the cardholder or other program personnel of the government need for the purchase, and other required documentation for specifically controlled or restricted purchases.  The reasonableness of the legitimate government need determination will be evaluated based on the date of government need determination compared to the date of the purchase, whether the purchased item is included on the organization’s prohibited or restricted list, and whether the item purchased on the vendor invoice compares to the item for which a need was determined.

(b) Screening for required sources of supply.  Screening for required vendors provides the organization with reasonable assurance of compliance with laws and regulations related to statutory sources of supplies and services.  The FAR Part 8 provides the priority of sources of supplies and services.  Organizations should also be aware of other laws, regulations, contractual agreements, and policies and procedures, which direct the organization to acquire supplies and services from sources such as GSA schedules and contracts, blanket purchase agreements, and single source suppliers, as well as exceptions to these requirements which generally have to do with practicality and availability.  Documentation evidencing screening for required vendors should be obtained and reviewed as well as any waivers or other documentation of the applicability of exceptions made to the required sources of supply.  

(c) Independent receipt and acceptance.  Independent (someone other than the cardholder) receipt and acceptance of supplies and services provides reasonable assurance that the organization actually received what it is paying for.  The inclusion of independence in the receipt and acceptance activity significantly strengthens the control by adding separation of duties to the activity.  The cardholder is responsible for verifying that independent receipt and acceptance has occurred.  Documentation evidencing independent receipt and acceptance would be a signature on the vendor invoice, receipt or shipping document, or a warehouse receipt for goods and services provided.  When documenting the receipt and acceptance, a comparison must be made between the receiving document item description and quantity and the actual items received, noting any discrepancies.  The cardholder must compare the requirement for the items ordered to the items actually received and invoiced for.  

(d) Establishing accountability over certain property.  Physical control and accountability over pilferable and other vulnerable property acquired by the purchase card provides reasonable assurance to the organization that pilferable property (e.g. an item that is portable and can be easily converted to personal use) is appropriately recorded and asset-safeguarding control is established at the time of purchase and receipt.  Control activities required of the cardholder include identifying the pilferable property requiring asset control, notifying appropriate property management personnel within the organization, and supplying the information required to establish a record in the property control system.  Documentation evidencing performance of this activity include the cardholder’s notification of pilferable property submitted to property control system personnel and the property control system records.  Independent verification that the accountable property is in the possession of the government will not be the responsibility of the billing official or cardholder.

(e) Cardholder reconciliation.  Cardholder reconciliation provides the organization with reasonable assurance that all transactions appearing on the cardholder’s statement are appropriate charges for goods and services purchased for and received by the organization.  Cardholder reconciliation is the process of the cardholder gathering, reviewing and providing the documentation to support that each purchase transaction appearing on their statement is an appropriate, legitimate government purchase.  The cardholder is responsible for identifying purchase card transactions that are unauthorized or that otherwise should not be paid by the government.  The cardholder should promptly dispute unauthorized charges appearing in their statement with the bank service provider.  Documentation evidencing performance of cardholder reconciliation include the cardholder’s signature on their monthly statement and notations (e.g. tick marks, system notes) on their monthly statement, or their approval of individual transactions in C.A.R.E.

(f) Billing official review.  Billing official review of the cardholder’s reconciliation process provides reasonable assurance to the organization that the cardholder is timely and appropriately performing the reconciliation and is complying with all significant relevant controls to prevent or detect fraudulent, improper, and abusive purchases.  The review provides a basis for the billing official to accept responsibility that the purchases are appropriate, legitimate government purchases before the billing statement is certified for payment.  The billing official review, a critical control activity in a government purchase card program, should include a review of the cardholder reconciliation for timeliness and completeness, and for the appropriateness of the supporting documentation for individual transactions.  Documentation evidencing performance of the billing official review is the billing official’s signature on the billing statement or certification for payment in C.A.R.E.  

(g) Other control activities.

(1) Account Set-up and nomination of billing officials and cardholders

(2) Delegation of authority and appointments

(3) Monitoring account spending limits

(4) Written internal control procedures specific to your activity  

(5) Billing Official’s written annual review of their program

(6) Establishment of an alternate billing official

(7) Purchase workflow/procedures

(8) Monitoring of delinquent accounts

(9) Pay and Confirm policy

(10) Documentation, file retention, and records

(11) Oversight/Review/Investigation

(12) Card Security including lost, stolen or compromised cards

(13) Separation of duties

(14) Inactive accounts and ongoing assessment of the continuing need for the card

(15) Funding availability (e.g. bulk funding) 

(16) Account suspension policy

(17) Rotation of vendors

(18) Special approvals and exceptions to policy waivers

(19) Monitoring of restricted and unauthorized transactions

(20) 1099 tax reporting system for convenience checks

(21) Monthly metrics reporting

(22) Using the purchase card as a payment vehicle

(23) $25K cards for placing orders against existing contracts

(24) Dispute process

(25) Liabilities and penalties 

(26) Convenience checks 

(27) MCC Coding 

(28) Rebate monitoring

2. Identifying Fraudulent, Improper and Abusive Purchases:  Designing and conducting procedures specifically for the purpose of detecting such transactions serves multiple purposes, including the potential discovery of a previously unrecognized risk in the program.  Repeated non-adherence to established internal control policies and procedures, such as inadequate documentation of purchase card transactions or supervisory reviews, if allowed to continue, would contribute to erosion and weakening of the control system.  Prompt administrative and disciplinary actions can be effective in reducing persistent lack of adherence to policies and procedures by cardholders and other program officials.  The definitions below define some actions that have been identified with fraudulent, improper, and abusive purchases.

(a) Fraudulent purchases:  Fraudulent purchases occur when the card is used to acquire goods or services that are unauthorized and intended for personal use or gain, which constitutes a fraud against the government.

(b) Improper purchases:  Transactions that are intended for government use, but are not permitted by law, regulation or organization policy.

(c) Abusive purchases:  Purchases of authorized goods or services, at terms (e.g. price, quantity) that are excessive, or are for a questionable government need, or both, are considered abusive.

(d) Theft:  Theft involves property, facilities and services.  Purchase of goods or services for personal use or gain is theft.  Theft also occurs when an unauthorized user compromises a cardholder’s account by gaining knowledge of and using the purchase card account number.

(e) Fictitious transactions:  Fictitious transactions occur when a cardholder supports the acquisition of goods or services for personal use with false documentation, or a vendor bills the government for goods or services never received.  Fictitious transactions also include collusion.  

(f) Kickbacks:  Kickbacks may include collusion between a cardholder and a vendor.  The cardholder makes authorized purchases from the vendor, who charges the government an excessive price and “kicks back” a percentage of the amounts received to the cardholder.

(g) Conflict of interest:  Conflicts of interest occur when a government official participates in approving or deciding a matter in which the official or their relative has a financial interest.  

(h) Data mining.  Data mining is the act of searching or “mining” data to identify transactions or patterns of activity exhibiting predetermined characteristics, associations, or sequences, and anomalies between different pieces of information.  Data mining produces leads for follow-up by investigators.  Data mining serves as a deterrent to fraud, improper and abusive purchases; provides additional evidence of significant instances of noncompliance with laws and regulations; identifies a lack of adherence to internal control policies and procedures; uncovers unrecognized or under-appreciated risk in the purchase card program; provides motivation for meaningful management change; and helps identify the overall effectiveness of the internal control system in place.  

3. The areas identified below have a high risk for potential fraudulent, improper and abusive purchases.  

(a) Questionable vendors:  Vendors who sell goods or services that generally are not considered to meet a legitimate government need, or which are restricted or prohibited by law, regulation or policy.  Examples include:

(1) Restaurants

(2) Grocery stores

(3) Casinos

(4) Clothing or luggage stores

(5) Home furnishings

(6) Escort services

(7) Automobile dealers

(8) Vendors by name

(9) Inaccurate Vendor MCC:  Vendors may circumvent this control by providing false or misleading information and obtaining a MCC code intended to disguise the types of goods or services provided by the vendor.

(b) Weekend and holiday purchases

(c) Split transactions:

(1) The transactions are with the same vendor;  

(2) The transaction dates are on the same day; 

(3) The transactions total in excess of $2,500; and,

(4) The transactions are by the same cardholder or activity 

(d) Transactions of unusual amounts or relationships

(1) Frequent amounts with the same vendor just under the micro-purchase threshold

(2) Multiple transactions for the same amount which may indicate intentional or unintentional duplicate billings for the same goods or services

(e) Year end spending

(1) Purchases for which there is not a legitimate government need

(2) Purchase card transactions that exceed their monthly credit limits

(f) Purchase card transactions by vendor

(1) The number of cardholders making acquisitions with a vendor

(2) The number of transactions with a vendor

(3) The dollar volume of transactions with a vendor

(g) Cardholders and/or their billing officials considered to have suspicious activities

c. MANAGEMENT’S RISK ASSESSMENT

Internal control should provide for an assessment of the risks the organization faces from both external and internal sources, and identify and deal with any special risks prompted by changes in economic, industry, regulatory and operating conditions.  In assessing the adequacy of the design of control activities, does the existing internal control policies, procedures, and activities provide management with reasonable assurance that significant fraudulent, improper and abusive purchases will be prevented or promptly detected?  Considering the overall control environment, you should make a critical comparison of the risk/opportunities for fraudulent, improper, and abusive purchases and the internal control policies, procedures, and activities designed to guard against them.

d. INFORMATION AND COMMUNICATION

Information should be recorded and communicated to government purchase card personnel who need it in a form and within a time frame that enables them to carry out their internal control and other responsibilities.  Information and communication will be provided via various media such as written policy and procedures, reviews, quarterly purchase card newsletter, training in person and on-line, e-mail, or by contacting your agency program coordinator for questions and answers.  Information should be provided to you timely and in a form that enables you to carry out your responsibilities within the purchase card program.  Please feel free to contact us at anytime to answer any of your questions regarding a purchase or your purchase card program requirements.  

e. MONITORING

Ongoing monitoring of actions people take in performing their duties should be performed continually and ingrained in the course of normal operations.  Internal control monitoring efforts will require reviewing performance of your purchase card program.  Reviewing your performance requires gaining necessary understandings, preliminarily assessing the adequacy of your designed control activities, testing your adherence to the policies and procedures and identifying any fraudulent, improper or abusive purchases.  

1. Purchase Card Reviews:  Purchase card reviews will be performed once each fiscal year on all purchase card accounts, and convenience check reviews will be performed quarterly each fiscal year.  The reviews will focus on your transaction activity and overall adherence to the purchase card program requirements as well as your response to previous findings and recommendations and the corrective actions taken on previous reviews.  During the review, we will obtain and review your written policies and procedures, which describes and controls your purchase card program.  We will also review the key elements of the transaction and control environment, as well as other internal control activities listed in this chapter.  A review report will be issued within 30 days of the completion of the review to communicate the findings, discrepancies and issues.  Upon receipt of the review, you may respond in writing within 30 days to any of the findings, discrepancies, issues or recommendations. 

2. Office of the Administrative Assistant, Internal Review Directorate.  In addition to our purchase card reviews, OAA Internal Review provides continuous oversight of our purchase card program by monitoring spending trends, performing data mining in the C.A.R.E database and reviewing all final reports and customer replies issued by the DCC-W Purchase Card Division.  OAA Internal Review’s goals are to:

(a) assess the risk and materiality associated with significant findings as they relate to potential fraud, waste and abuse;

(b) provide OAA leadership with an objective, professional and reliable evaluation of the impact on their program; and,

(c) offer advice for future actions or follow up.

3. Follow-up and Investigation.  Refers to documentation beyond those generally necessary to test for adherence to internal control policies or performance of control activities.  Our OAA Internal Review or other investigative bodies will perform the follow-up and investigation.  Detected or selected potentially fraudulent transactions should always be submitted to follow-up procedures.  The conduct of follow-up procedures utilizes forensic techniques and increased scrutiny of the documentation, facts and circumstances surrounding the transactions.  In the instance of fraudulent purchase card transactions, the follow-up process is designed to support a subsequent criminal investigation.  If at any time during the follow-up process, the auditor’s professional judgment is that a transaction is likely fraudulent, referral of the transaction or case should be made to the appropriate federal criminal investigative body.  
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MANDATORY SOURCES

FAR 8.001 lists mandatory sources for supplies to be considered before an open market source can be considered.  Agency inventory is the first priority, followed by Federal Prison Industries (also referred to by its trade name UNICOR in this operating procedure) and then NIB and NISH.  

a. UNICOR

1. For purchases less than or equal to $2,500, purchase from UNICOR is not mandatory and a waiver is not required.

2. For purchases greater than $2,500, FAR 8.6 has recently been amended to provide that UNICOR waivers are no longer required if the agency makes a comparability determination and decides that the product is not comparable in terms of price, quantity, or time of delivery, and then competes the acquisition.  However, if the agency makes a comparability determination and decides that the UNICOR product is comparable, a waiver is required if the agency wants to buy from another source.  The written determination of supporting rationale that explains the assessment of price, quality, and time of delivery must be included in the cardholders purchase file.  

3. UNICOR has long been known to specialize in making furniture for the federal government.  However, the metal and wood products division is actually just one of four divisions of UNICOR.  Other divisions include data/graphics, textile and leather, and electronics/plastics/optics division.  The products made by these divisions are listed in a UNICOR catalog called Schedule of Products made in Federal Penal and Correctional Institutions.  All items listed in the catalog conform to federal specifications and are sold only to departments and activities of the Federal Government.  UNICOR items are available though GSA and identified by Federal Supply Service stock numbers.  

NOTE Air Force customers:  In accordance with Air Force Guidance, UNICOR is your mandatory source for all procurement of engraved awards and trophies.  Please see the HAF DASH 1 website at www.HAFDash1.hq.af.mil for additional details.

4. If you are required to obtain a waiver, you should request your waiver on-line at http://www.unicor.gov/customer/waiverform.htm.  Upon receipt, UNICOR will review your request for completeness, assign a tracking identification number and evaluate it based upon the terms vs. UNICOR's ability to meet them.  You can use the identification number to check the status of your request http://www.unicor.gov/waivers/HelpWithStatus.asp.  The waiver can usually be obtained within 1-½ days by requesting it online.  If your waiver request contains more than 10 items, please fax your waiver request to the UNICOR Customer Service Center (Waiver Processing) at  (859) 252-5318.  For the status of your request contact them directly by phone (800) 827-3168.  
b. JWOD PROGRAM

1. The JWOD Program is a unique Federal procurement program that generates employment and training opportunities for people who are blind or have other severe disabilities.  The JWOD Program is a mandatory source of supply (FAR 8.7 and 41 U.S.C. 46-48c).

2. The Committee for Purchase From People Who Are Blind or Disabled is an independent federal agency responsible for administering the JWOD Program.  National Industries for the Blind (NIB) and NISH (serving people with a wide range of disabilities) assist participating nonprofit agencies with contract, marketing and other technical assistance.

3. There are extensive varieties of supplies and services available from NIB and NISH.

(a) Supplies include: 

(1) Office supplies such as envelopes, paper, pencils, pens, stamp pads, mops, and steno notebooks; 

(2) Non-office supplies such as disinfectants, picture frames, time management systems, flashlights, glass cleaner and stepladders.  

(b) Services include: 

(1) Administrative services, audiocassette reproduction; 

(2) Data-entry, painting, textile repair, laundry service and computer services. 

4. Purchasing under the JWOD Program:

(a) By Internet: 

(1) www.JWOD.gov
(2) GSA Advantage at www.gsaadvantage.gov 
(3) DoD EMALL at http://www.emall.dla.mil/.  


Note: This is a great market research tool to verify price reasonableness and obtain competition.
(b) By Phone or Fax:
(1) JWOD Supply Schedule:  (877) GET-JWOD or fax (877) FAX-JWOD.

(2) GSA Customer Supply Center:  (800) 525-8027 or fax (800) 856-7057.

(3) Through Authorized Commercial Distributors: For a list of the JWOD Program’s authorized distributors visit http://www.jwod.gov/jwod/participate/current_distributors.html.

(4) At Selected Military Installations:

(i) Self-Service Supply Center (SSSC) stores).

(ii) Base Supply Centers or SERVMARTs.

5. JWOD Services are handled on a location-specific basis with each contracting office or customer.  Please call the Committee staff, NIB or NISH or visit the web sites below for more information about service capabilities. 

(a) SKILCRAFT.  One line of products may be ordered through a variety of different distributors.  These distributors accept the GSA SMARTPay Purchase Card for payment.  Use any of the following distribution methods below to purchase your SKILCRAFT products.  For more information on purchasing SKILCRAFT products, call NIB 1-800-433-2304 or e-mail to info@nib.org.

(b) GSA Schedule 75III A.  Under this schedule, you can receive next day desktop delivery of office supplies that meet all of your JWOD Program requirements.  Order by telephone or fax. 

(c) Military Base Supply Centers, Self-Service Supply Centers and SERVMARTs are operated by NIB-Associated Agencies at military locations through the country.  Call NIB Customer Service at 1-800-433-2304 for the location nearest you.

(d) Cardholders may make recommendations at any time to the Committee for price revisions on supplies and or services identified in the “Procurement List”.  The Committee can be reached at (703) 603-7740 or their web page is http://www.JWOD.gov. 
c. ARMY BPA’S FOR OFFICE SUPPLIES:

1. All Army cardholders will use the BPA’s on DoD E-Mall to obtain office supplies.  The DoD Emall website is at http://www.emall.dla.mil.  Installations, which have local Industry for the Blind stores, will first attempt to fulfill their needs there.  If the product is not available, the BPA will be used.  For questions concerning the stores or their products, please contact Ms. Stephanie Lesko our Public Affairs Specialist at the Committee for Purchase From People Who Are Blind or Severely Disabled at 703-603-0036.  Here is a listing of the Industry of the Blind stores in the NCR.  

Hoffman II

Presidential Towers

Jefferson Plaza 1
Room GS-20

Suite 1600 


Suite 90
(703) 325-9185

(703) 607-5556


(703) 601-2187

Pentagon

Pentagon
Room 2D156

Room 3C157
(703) 692-4985

(703) 697-9454/(703) 697-1587

1401 Wilson Blvd
Skyline VI
Room B-2

Room 311
(703) 696-0053

(703) 681-3820


2. The following is a list of the authorized Army BPA distributors.  These are the only authorized vendors for office supplies for Army customers. For the latest details concerning the Army BPA’s, please view the DCC-W website.

1. Access Products (DBA Imaging Systems)

2. ABM Federal Sales (TONER)

3. American Office Products (AOPD)

4. Bettertype Ribbons (TONER)

5. Caddo Design

6. Chesapeake Office Supply

7. Chuckals Inc.

8. Document Imaging Dimensions Inc. (TONER)

9. Future Solutions

10. Independent Stationers (IS Group)

11. KM2 Inc.

12. Metro Office Supply

13. Millers Office Supply

14. National Industries for the Blind (NIB/NISH)

15. RGH Enterprises (DBA A Better Laser)

16. Stephens Office Supply (DBA The Office Group)

17. VIP Printing & Office Supplies

18. WECsys LLC

19. Capitol Furniture & Distributing Co.
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RESTRICTED AND UNAUTHORIZED PURCHASES

Only those items that can be acquired with appropriated funds can be purchased using the purchase card.  The cardholder may only purchase those goods and services supporting the agency mission with available funds at a fair and reasonable price.  Cardholders must properly document their purchases and this documentation must be in writing and in advance of the purchase. 

Some exceptions to the General Rules are enumerated below.  Other exceptions may be considered on a case-by-case basis.  All requests for exceptions to policy must be submitted by e-mail to the Chief, Purchase Card Division, Ms. Susan Taylor, at Susan.Taylor@hqda.army.mil.  Requests must include a narrative justification for the purchase, including relevant background information, statutes, regulations or policy directives.  The Purchase Card Division will coordinate all requests for exception with the Chief Attorney & Legal Services Directorate.  Requested purchases needing exceptions cannot be made without the express written approval of the Chief, Purchase Card Division.  

Note that, in most cases, exceptions may be unavailable due to controlling law or regulation.

a. RESTRICTED PURCHASES.  The following is a partial list of purchases that are prohibited or restricted:

1. Food:

General Rule:  Appropriated funds are not available to pay for food or refreshments.

Limited Exceptions:  An event may qualify for appropriated funding if certain requirements are satisfied and documented.  The justification for use of the credit card under one of these exceptions must be documented in an MFR and signed by an activity director (0-6 or above) or civilian equivalent.

(a) Light Refreshments at Conferences.  Sponsoring Agency/Conference proponent may use its purchase card to purchase light refreshments on breaks at Government sponsored conferences only for government employees on travel orders (TDY status).  The purchase card may not be used to purchase refreshments for non-Government employees, or for Government employees who are not on travel orders.

(b) Meals at Formal Meetings or Conferences.  Sponsoring agency may provide a meal at a Formal Meeting or Conference when: 1) the meal would be incidental to the meeting; 2) attendance by employees is necessary to full participation in the conference or meeting and 3) employees may not take meals elsewhere without being absent from an essential part of the meeting.  This exception is limited to formal meetings or conferences, typically organized or sponsored externally, which cover topical matters of general interest to both government and non-government employees.  This exception does not apply to purely internal business meetings.

(c) Training.  Sponsoring agency may serve refreshments/meals at Training where the food is necessary to achieve the objectives of the training program.  The food must be incidental to the training session, i.e., don’t conduct training for the purpose of serving a meal!  Actual training must be conducted, not just discussions or open forums relating to problems and day-to-day operations of the agency.  Attendees would fail to complete the training if they miss the meal. 

(d) Award Ceremonies.  Sponsoring agency may serve light refreshments at Award Ceremonies honoring individuals recognized under the Civilian Employee’s Incentive Award Program.  Cardholders are prohibited from using purchase cards for refreshments at events such as retirement, promotion, PCS and longevity ceremonies.

(e) Formal Ethnic Awareness Program where food samples relating to the particular ethnicity are served as part of an education program.

(f) Food and/or refreshments served using Official Representational Funds (ORF) in accordance with AR 37-47 or appropriate agency regulations.  

Note: Card must be dedicated solely for use of ORF expenditures for this exception to apply.

2. Personal Purchases:

General Rule:  Cardholders are prohibited from purchasing items for personal convenience/not for official Government use with the purchase card.  This includes such items as appliances, carafe sets, handheld/portable electronic devices, luggage/briefcases, clothing (except as noted in item (2), below) and seasonal decorations.  These items should be purchased through employee collections and/or personal funds. 

Limited Exception:  Appliances in central kitchen areas.  A recent Comptroller General opinion authorizes the purchase of appliances for central kitchen areas.  Upon written approval of an activity director (0-6 or above) or civilian equivalent, cardholders may procure a refrigerator, microwave or coffee maker for a common use kitchen area.  The activity director approving the purchase must determine that the purchase promotes efficient operations of the agency, health of personnel, and/ or safety of employees, such that the primary benefit of the use of these appliances accrues to the benefit of the agency.

Limited Exception:  Activities may procure special uniforms (e.g., flight suits, desert battle dress uniforms and insignia) not included as regularly issued uniforms paid by individuals from a clothing allowance, as directed by commanders or other competent authority in accordance with the guidance in Air Force Instruction 65-601, Army Common Table of Allowances 50-900, Clothing and Individual Equipment, Table 4, or other service regulations.

3. Bottled Water Services:

General Rule:  Cardholders are prohibited from purchasing bottled water and/or bottled water service with their purchase card.  

Limited Exception:  If an agency has a report, from an outside water-testing agency, determining that the drinking water is harmful if consumed.  

4. Postage:

General Rule:  Cardholders are prohibited from purchasing postage stamps with their purchase card unless they do not have access to a nearby DoD post office.  Cardholders should utilize the DoD Post Office for postage purchases, if available. 

5. Gifts, Trophies, Plaques and Mementos as give away items for hails & farewells, retirements, change of command ceremonies, conferences or other occasions:

General Rule:  Cardholders are prohibited from purchasing these items with their purchase card. 

Limited Exceptions:  

(a) Purchase of items to be given as awards under a bona fide civilian or military awards program pursuant to AR 600-8-22, AR 677-2 or other service regulations.

(b) Purchase of items for recruiting purposes, pursuant to service regulations.

(c) Purchases using a card dedicated solely for ORF expenditures. 

6. Cash Advances:

General Rule:  Cardholders are prohibited from obtaining a PIN# from U. S. Bank and using their purchase card to obtain cash advances.

7. Travel-related Purchases:

General Rule:  Cardholders are prohibited from using the purchase card to pay for travel and travel-related expenses.

Limited Exception:  Cardholders may use their purchase cards to purchase metro fare cards for use in official Government travel.

8. Fuel

General Rule:  Cardholders are prohibited from using their purchase cards for aviation, diesel, gasoline fuel or oil for aircraft.  

9. Leased Vehicle Repairs:

General Rule:  Cardholders are prohibited from using their purchase cards for GSA-leased vehicle expenses including repairs, maintenance, car washes, accessories, tinted windows, etc.  Cardholders should utilize their GSA Fleet or Voyager cards for these expenses.  

Limited Exceptions:  

(a) For vehicles leased from organizations other than GSA, vehicle repairs not covered by the leasing agreement may be charged to the purchase card.

(b) The purchase card may be used to purchase EZ Pass for tolls for official government vehicles as well as registration fees, and license plates.  Cell phone accessories that are used in vehicles are not considered vehicle expenses and thus may be purchased using the purchase card.  

10. Motor Vehicle, Long-Term Rental or Lease:

General Rule:  Cardholders are prohibited from entering into contracts for rental/lease of motor vehicles.  

Limited Exception:  Authorization may be granted for official nonrecurring Government functions for no more than 30 days.

11. Explosives, Munitions, Firearms, Toxins:

General Rule:  Cardholders are not authorized to purchase these items with their purchase card.

12. Classified and Sensitive Items:

General Rule:  Cardholders are not authorized to purchase these items with their purchase card.

13. Buildings and/or Land Rental or Lease:

General Rule:  Cardholders are prohibited from using the purchase card for rental or lease of buildings and/or land for more than 30 days.

14. Equipment, Long-Term Rental or Lease: 

General Rule:  Cardholders are prohibited from using purchase cards to enter into long-term leases for equipment, i.e. six (6) or more months.  

15. Organization Day Items (t-shirts, baseball caps, utensils etc.):

General Rule:  Cardholders are not authorized to purchase goods that are not necessary in the performance of official duties.  Purchase these items using private funds

16. Business Cards:

General Rule:  Cardholders are not authorized to purchase business cards.  

Limited Exception:  A DoD memo dated 28 August 1998 authorizes the printing of business cards using existing software and agency-purchase card stock for use in connection with official activities.  That policy was further amended July 15, 1999, to add that purchase of business cards from The Lighthouse for the Blind, Inc., a JWOD participating non-profit agency, may be made when agencies determine that costs are equivalent or less to purchase cards from that source rather than to produce them on a personal computer.

17. Purchase from Government Employees or Businesses Owned or Controlled by Government Employees:

General Rule:  Purchases from business organizations either owned or substantially controlled by Government employees, either military or civilian, are prohibited.

18. Shredders:

General Rule:  Cardholders located in the Pentagon reservation are prohibited from purchasing shredders, without express approval of the DPS, due to the availability of incinerator service.  DPS will accept requests for exception to policy for the purchase of shredders on a case-by-case basis.  Requests must include a narrative justification for the exception.  Additionally, other activities located in the greater NCR must use the DPS incinerator pick-up service to destroy classified and other sensitive documents.  The DPS operates a pick-up service at pre-determined locations throughout the NCR.  To either seek approval to purchase a shredder (Pentagon location), or to schedule pick-ups of classified or sensitive documents (NCR location) contact Mike Copeland, Information Security Specialist (703) 697-6247 or mcopeland@osd.pentagon.mil.  

19. Accommodating Technology and Ergonomic Equipment:

General Rule:  Before using agency funds to accommodate an employee with a disability, we recommend you contact the Computer/Electronic Accommodations Program (CAP).  CAP is a centrally funded program and provides assistive technology and services for all DoD employees and 58 partner agencies with hearing, visual, dexterity, cognitive and communication impairments.  If a person develops a disability due to work-related/ergonomic injuries, CAP can provide the required accommodation if the individual has the appropriate medical diagnosis documentation from a medical professional on the nature, severity and duration of the disability.  CAP cannot buy ergonomic related tools for prevention.  Your safety office should have the flexibility to do what is best for employees to ensure a safe and healthy work environment.  If you have any questions, please contact CAP at 703-681-8813, or email them at cap@tma.osd.mil.  You can also visit the website at http://www.tricare.osd.mil/cap for further information.

20. Membership Fees for Professional Associations:

General Rule:  Cardholders are not authorized to purchase membership fees for ANY professional association.

21. Furniture and other UNICOR products:
General Rule:  Cardholders are no longer required to purchase furniture and other UNICOR products, and do not need a waiver, for purchases not exceeding $2,500.  For authorized purchases over $2,500, before purchasing an item of supply available from UNICOR, conduct market research to determine whether the UNICOR product is comparable to supplies available from the private sector that best meet the Government’s needs in terms of price, quality, and time of delivery.  If UNICOR offers comparable products, cardholders must purchase from UNICOR or obtain a waiver from UNICOR.  Cardholders are not required to purchase from UNICOR and a waiver is not required from UNICOR if you make a comparability determination and decide that the UNICOR product is not comparable in terms of price, quantity, or time of delivery, and you then compete the acquisition.  Whenever you compete the acquisition, cardholders must permit UNICOR to submit offers for products over $2,500 and consider any timely offers UNICOR makes to the request for quote.  Document the file showing the market research conducted and the determination of comparability.  

22. Printing Services:

General Rule:  FAR 8.802 states “Government printing must be done by or through the Government Printing Office.”  DAPS is the mandatory source for all printing/ reproduction services.  While Cardholders are not precluded from contacting DAPS directly for obtaining services required, or obtaining a waiver from DAPS to allow buying of commercial printing services, we recommend that you coordinate with the following agency points of contact:  

Army IMCEN - (703) 695-3804

OSD - (703-693-4313 or (703) 693-4314

Navy - (703) 695-4651

Air Force - (703) 614-0996 

23. Conference/Meeting Rooms within the NCR:

General Rule:  Cardholders may use the purchase card for Conference/Meeting rooms if the following conditions are met:

(a) Cardholder has attempted to find conference space on an existing Government installation and is unsuccessful.

(b) Cardholder has considered several locations, selecting the one that is most economical.

(c) Cardholder has obtained prior approval through agency coordinator to the Washington Headquarters Service, who has been delegated this authority from GSA.  Allow 60 days for this process.

(d) For all HQDA activities, conference approval must be obtained from the Administrative Assistant to the Secretary of the Army, prior to using the purchase card, unless an exception applies.  See DA Memo 1-17.

(e) Waivers to conference/meeting room requirements may be requested by contacting the following:
Army Agencies



All Other Agencies
SFC Winbush, 703-695-4035


Michelle Smith, 703-695-3207
Woody Viars, 703-695-4025

24. Advanced Purchases:

General Rule:  Advanced purchases generally are not permitted.  Delivery must be received prior to payment of the invoice.  

Limited Exception:  Advance payment of tuition and other expenses is authorized either when the training facility renders or refuses to render a billing, or advance payment is indicated in Section G on the DD Form 1556.  The purchase log will identify the training facility by name and address and indicate the amount paid to the facility for the advance of tuition.

25. Telecom and Wireless Services:

General Rule: Customers shall contact DTS-W to see if service can be paid from existing contracts.  For further information, contact DCC-W Contracting Division C, Telecommunications, at 703-602-3684.

26. Organizational Flags:  

General Rule: Army Organizational Flags.  Organizational flags must be obtained through an authorized supply source.  The correct procedure for an organization to obtain a flag is through submission of a requisition to the US Army Clothing and Heraldry PSID, Philadelphia.  The items are free to all Army activities.  If the Clothing & Heraldry PSID cannot provide the flag by the required delivery date, the installation commander may authorize local purchase under the provisions of AR 710-2.  The organization, at this point, may use the purchase card to procure the organizational flag.  Distinguishing flags and organizational colors are accountable property and unless specifically approved, their retention by individuals is prohibited.  The website for PSID Philadelphia to order steamers, guidons and organizational flags is: http://ct.dscp.dla.mil/ctinfo/flagsstreamers.html.  GSA supports the POW/MIA flag, and the point of contact for this flag is Paula Gilbert, 817-978-8681, website: www.gsaglobalsupply.gsa.gov.

General Rule:  Air Force Organizational Flags.  Organizational flags must be obtained through an authorized supply source.  The Air Force Departmental Flag is an organizational flag.  Distribution of the 3' x 4' version of this flag to HQ Department of the Air Force major staff offices was made to offices without them, and was completed in 2002.  Contact SAF/AAF, (703) 697-8222, if a replacement Air Force Departmental Flag is needed.  Organizational Flags are not authorized for units without a headquarters designation.  For other authorized Organizational Flags, mail a current full-scale Institute of Heraldry drawing along with a DD Form 1348-6 to the Air Force Clothing and Textiles office, Defense Supply Center - Philadelphia.  The DD Form 1348-6 must include the NSN, a document number (check with your supply office for this number) and a required delivery date.  Distinguishing flags and organizational colors are accountable property and unless specifically approved, their retention by individuals is prohibited.



b. UNAUTHORIZED PURCHASES

The items listed below are unauthorized purchases using the purchase card.  This list in not all-inclusive and there may be some limited exceptions to the general rule on a few of the items, but the list provides you with a variety of categories of unauthorized transactions.  

	Cash advances
	Items that become excess property in a short period of time
	Suitcases, garment bags, cruises
	Payment for taxidermy services

	Travel related purchases
	Immediate delivery unnecessary
	Paying of personal bills
	Purchases at restaurants

	Purchase of major telecommunications systems
	Improper (wrong plan for your use) and excessive cell phone charges
	 Cold weather pilot jackets
	“Gold plated” purchases

	Rentals of leases of land or buildings exceeding 30 days
	Give-a-way Items viewed as personal gifts
	Rings, cufflinks
	Clothing

	Repair of GSA leased vehicles or personal car repairs
	Plants or flowers, real or artificial or maintenance services for them
	Personal exercise equipment
	Briefcases

	Purchases of hazardous/dangerous items such as explosives, munitions, toxins, and firearms
	Furniture not in keeping with the office environment and not justified by position/grade level
	Groceries, Cigars, Wine
	Wool coats
Blazers
Dresses
Fleece jackets 

	Bona-fide need violations
	Shredders bought for use at the Pentagon
	Sunglasses


	Advance Purchases

	Violations of appropriation law
	Paying salaries or wages or travel claims
	Physical fitness clothing
	Utility services

	Abusive purchases at excessive cost or excess quantities
	Purchases of controlled cryptographic items
	Luggage, duffel bags
	Tree - Earth day

	Personal Clothing
	Seasonal decorations not in a common area
	Purchase of expensive leather computer cases 
	Shoes, NFL Jerseys
Bottled Water

	Intended for government use but is not authorized by law, regulation or policy
	Purchases from government employees
	Fans and Heaters
	Pictures of individual entertainers

	Supplies bought from other than a mandatory source such as JWOD, Army BPA 
	Convenience checks above $2,500
	Costumes
Cosmetics
	Forks, spoons, knives, plates, foam cups, facial tissue

	Any purchase that exceeds your single purchase limits
	Memberships fees for professional organizations
	Pictures
	Raincoats

	Does not serve a legitimate government purpose
	Vehicle expenses
	Franklin Covey Planners
	Gift certificates

	Invitations for a change of command ceremony
	Personal services - paying taxes, court costs, etc
	Fine china or crystal
	Party supplies


	Split requirements
	Gambling, casino or horse race betting
	Radios, ash trays, paperweights
	Carafe sets

	Recurring repetitive purchases that total above $2,500
	Gifts or mementos or antiques
	CDs - music - computer games
	Fuel or Gas for personal vehicle

	Inappropriate procurement method
	Savings bonds, etc.
	Music, Dept stores
	Untreated wood
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CONVENIENCE CHECKS

A convenience check is a method of payment for purchases from the small number of vendors who do not accept the purchase card.  A U. S. Bank convenience checkbook account is available to any organization that maintains an active purchase card account in good standing.  

a. GENERAL RULES

1. General ground rules when using the convenience check include the following:

(a) Prior to issuing a convenience check, its use must be determined to be advantageous to the activity, after evaluating all alternatives.

(b) Convenience checks will not be used to avoid the normal government purchase card (GPC) payment process.

(c) The paying activity must make every effort to use the GPC prior to issuing a check.

(d) The paying activity must make every effort to find and use merchants that accept the GPC.

(e) The CW must obtain all information necessary for completion of IRS Form 1099-MISC (see paragraph b, below).

(f) Convenience checks will not be issued for more than $2,500.  If a check is issued for more than $2,500, the account will be closed.

2. Examples of Prohibited purchases:

(a) Payment of salaries and wages.

(b) Travel advances or any other advances.

(c) Payment of travel claims.

(d) Payment of public utility bills.

(e) Purchases from contractors or contractor’s agents who are military personnel or civilian employees of the Government.

(f) Repetitive purchases from the same contractor when another method of purchase, such as the GPC or a blanket purchase agreement, would be appropriate.

(g) Payment of “on the spot” awards.

(h) Any other purchase that would be prohibited to be made with the GPC.

(i) All prohibited purchases with the GPC are applicable to convenience checks.

3. Convenience checks will be pre-numbered, and a separate convenience check purchase log will be maintained with each account. 

4. The issuing activity is responsible for all administrative costs.  The total purchase amount plus the program fee must be accounted for in the CW’s log.  (The current program fee for convenience checks is 1.7% of the face value of the check.)  All program fees as well as any charges for stop payments, check copies, etc. must be accounted for in the purchase log.

5. Convenience checks will not be issued as an “exchange for cash” vehicle to establish cash funds.  

6. If a vendor issues a credit or refund by cash or check, the funds must be immediately credited back to the account from which the payment was originally made.

7. Checks are negotiable instruments and must be stored in a locked container, such as a safe or locking filing cabinet.  Checks will be carefully accounted for to prevent loss, theft or potential forgery.  In the event of loss, theft, or suspected forgery; the CW will immediately notify the bank, the billing official and the APC.

8. Copies of voided checks shall be retained as a part of the account holder’s original documentation files.  (The carbonless copy of the check in the checkbook does NOT satisfy this requirement.)

9. A billing official will be assigned for each convenience check account.  The billing official accepts financial liability for payments made using the convenience checks.

10. Internal controls must be in place to avoid duplicate payments.

11. Convenience check accounts will be audited at least quarterly.  A sample checklist is included at paragraph e, below.

b. IRS FORM 1099-MISC DATA

1. CW’s are required to report any payments for services no later than 31 December of each year by following the instructions on the web site at https://pc1099web.csd.disa.mil/html/impac1099.html. 

2. Required information includes the merchant’s full legal name, complete legal mailing address, telephone number, tax identification number or social security number, amount and date of transaction. 

3. Payments should be entered at the time the check is issued.

4. If the payment is not entered by 31 December, the CW’s activity is responsible for issuing the IRS Form 1099-MISC to the merchant.  No extensions to this deadline are available.

5. Contact your APC for your password and any assistance you need to enter your check data into the DFAS program.

c. ESTABLISHING CONVENIENCE CHECK ACCOUNTS

1. A request to establish a convenience checkbook account will be submitted in writing by the activity’s commander/director to the DCC-W APC. 

2. The required information includes: 

(a) CW’s and billing official’s complete names.

(b) Complete office name and address.

(c) E-mail address, phone & fax numbers.

(d) Single Purchase Limit.

(e) Monthly Purchase Limit.

(f) Types of Vendors check will be written to.

(g) Estimated annual dollar amount of usage of convenience checks.

d. DISPUTES/STOP PAYMENTS/CHECK COPIES/NON-SUFFICIENT FUNDS

1. The GPC dispute process is not available with convenience checks.  Any concerns over a purchase made with a check must be resolved directly with the merchant.  The CW is responsible for securing restitution and/or credit for disputed purchases.  U. S. Bank will not accept the CSQI form for purchases made with the convenience check.  Each activity is responsible for checks written on its account(s); unless it is determined fraud is involved.

2. If the check has not yet been posted to an account, payment can be stopped.  To request a stop payment on a check, call U. S. Bank Customer Service at 1-888-994-6722.  The stop payment will be in place for 6 months, and the bank may charge a fee.  If the check has already posted to the account, a request to stop payment cannot be honored. 

3. Copies of posted checks are retained on file at U. S. Bank for 3-1/2 years.  If a check copy is needed, it will be mailed within 14 calendar days of request.  A fee may be charged.  

4. The check is not posted to your activity’s account until the payee presents it for payment.  This may occur in a later billing cycle.  When a check is presented to U. S. Bank for payment, there must be enough funds in the monthly purchase limit and office limit to cover the check.  In addition, a check cannot exceed the single purchase limit assigned to the account.  If any of these limits are exceeded, the bank may return the check unpaid for Non-Sufficient Funds, and will assess a fee.  The CW will need to contact the payee to re-issue the check.



e. CONVENIENCE CHECK REVIEW CHECKLIST

1. Confirm training documentation for CW.

2. Confirm Letter of Delegation for CW.

3. Does the CW have access to the DFAS 1099 Tax Reporting Program?

4. Does the CW log all check purchases that include the acquisition of services into this program no later than 31 December each year?  (If the check was used for goods only, no 1099 entry is required.)

5. Does the CW make every effort to find and use a vendor who accepts the purchase card?

6. Is a separate convenience check purchase log maintained?  (This can be a manual or C.A.R.E. log.)

7. Does the CW account for the program fee and any other fees for check copies, non-sufficient funds or stopping payment on a check in the purchase log?

8. Are internal controls in place to avoid duplicate payments?

9. Are checks accounted for and stored in a locked container?

10. Are duplicate copies of voided checks retained as a part of the original documentation files?  (“Carbon copy” from duplicate checks is NOT sufficient.)

11. Does the CW ensure no prohibited purchases are made?  Prohibited purchases include:

(a) Payment of salaries and wages

(b) Travel advances or any other advance.

(c) Payment of travel claims.

(d) Payment of public utility bills.

(e) Purchases from contractors or contractor’s agents who are military personnel or civilian employees of the Government.

(f) Repetitive purchases from the same contractor when another method of purchase, such as a purchase card or BPA, would be appropriate.

(g) Payment of “on the spot” awards.

(h) Other purchases prohibited under the government purchase card program.
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PURCHASE CARD WITH A $25,000 SINGLE PURCHASE LIMIT

a. REQUEST TO INCREASE SINGLE PURCHASE LIMIT
1. Selected cardholders are eligible to receive cards authorizing them to purchase goods and services under existing contracts up to $25,000.

2. Before the card can be used, agencies must submit a memo signed by the agency commander or director requesting an increase from the standard $2,500 purchase card limit.  Attached to the memo must be a copy of a training certificate indicating that the cardholder has completed one of the following:

(a) Non-acquisition personnel (personnel not in the 1102 contracting series), who are located in the NCR, will be required to attend a course conducted monthly by DCC-W on using the Government Purchase Card with limits over $2,500. 

(b) For non-acquisition personnel located outside the NCR, CON 237 (Simplified Acquisition Procedures) is required.  There is no pre-requisite for this class and it is offered on-line.  

(c) For acquisition personnel in the 1102 Series, a copy of the training certificate showing successful completion of Basics of Contracting or certification in Contracting will be sufficient.

3. The courses at (b) and (c), above, are both available on-line from DAU.  Course schedules and training dates are available on DAU’s homepage at: http://www.dau.mil 

b. GENERAL INSTRUCTIONS
1. The purchase card cannot be used for open market purchases above $2,500.  However, you are authorized to use the GSA SMARTPay purchase card at an amount not to exceed $25,000 per transaction to order supplies and non-personal services only from the contract types listed below:

(a) Federal Supply Schedule contracts;

(b) Other Government wide Area Contracts; or

(c) Previously awarded BPA’s or IDIQ contracts, under which terms your activity is specifically named as an ordering activity.

2. Supplies and services over the $2,500 single purchase limit using the GSA SMARTPay Purchase Card must be for official use only and be consistent with assigned responsibilities and purchase card limits, including commodity restrictions, set by the billing official.  Certain supplies and services must be obtained from required sources of supply listed in FAR Part 8.001.  FAR 8.6 provides guidance on ordering from Federal Prison Industries and FAR 8.7 provides guidance on purchasing from NIB/NISH (e.g. Virginia Industries for the Blind).

3. Orders from a GSA schedule require solicitations from at least three sources.  When ordering from a BPA or IDIQ contract that was awarded as part of a Multiple Award Contract procurement, you must ensure all vendors having contracts have a “fair opportunity” to compete.  In most cases, by soliciting at least three sources a “fair opportunity” can be assumed.  In addition, whenever practical, small businesses must be given the opportunity to compete.

4. There is no authority to make procurements in the open market (no existing contract) with the purchase card for purchases above $2,500 regardless of any market research.

5. Submit procurements over $2,500 that cannot be satisfied against an existing contract to DCC-W Contracting for action.  

c. USING THE PURCHASE CARD TO PAY FOR TRAINING UP TO $25,000

1. The purchase card is the authorized method of payment for all commercial training requests using the DD Form 1556 (Request, Authorization, Agreement, Certification of Training and Reimbursement) valued at or below $25,000.

2. A cardholder whose only authority above $2,500 is to purchase training up to $25,000 is exempt from the additional training requirement described in paragraph a. above.

3. The total price of the training authorized by the use of a DD Form 1556 may not exceed $25,000.  Include all students being placed into a course and any other costs charged by the vendor to determine the total amount of a training requirement.

d. ADDITIONAL REPORTING REQUIREMENTS

1. Billing officials and cardholders will ensure the following information is entered in the C.A.R.E. transaction log and properly reconciled for all non-training transactions over $2,500.

2. In the comment block note the Contract Number and Business Size (large or small) in addition to the description of item(s) purchased.
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USING THE PURCHASE CARD AS A PAYMENT VEHICLE

a. POLICY - Agencies are encouraged to use the card to place orders and/or make payment under established contractual instruments when agreed to by the contractor.  Purchase Card Program Reengineering Implementation Memorandum #6, Streamlined Payment Practices, directed agencies to increase use of the purchase card as the method of payment by 1 October 1998 for:
1. All training requests using the DD Form 1556 and valued at or below $25,000 provided the single purchase limit of the cardholder is not exceeded. 

2. All medical services and non-appropriated fund payments valued at or below $2,500 when determined to be appropriate and cost effective; and,

3. Payment of all goods and services valued at, or below, $2,500 purchased using standard contracting instruments such as:

(a) Standard Form 1449 or DD Form 1155;

(b) Contracts, purchase orders, blanket purchase agreements;

(c) Orders placed under task and delivery order contracts; and

(d) Items, to include services, available on Federal Supply Schedules. 

4. Procedures set forth in FAR Part 8 are to be followed when placing orders.  It is the policy of the DoD Purchase Card Joint Management Program Office that priority be given to small business sources of supplies and services to the maximum extent possible.  

b. PROCEDURES
1. When the Government purchase card is to be used as a payment vehicle to pay for a purchase off an established IDIQ contract, BPA or a purchase order, the statement "Payment to be made by purchase card" will be inserted in the appropriate block of the contract form.  Refer to FAR 32.1110(d) for instructions for use of the appropriate clause when payment under a written contract will be made through the use of the purchase card.  Do not include specific information from the purchase card on the purchase order or contract form. 

2. Orders can be placed against a GSA Schedule.  If necessary due to time constraints, schedule orders may be placed orally if the contract provides for oral orders to be placed, the contractor agrees to furnish a delivery ticket for each shipment under the order and invoicing procedures are agreed upon.  If oral orders are placed, they must be followed in writing within 5 working days.  Schedule contractors are required to accept the Government purchase card for all orders at or below the micro-purchase threshold of $2,500.  Federal Supply Schedules can be accessed through the Internet at the following sites – 

(a) Federal Supply Service Home Page  - http://www.fss.gsa.gov/schedules
(b) GSA Advantage!  - http://www.gsaadvantage.gov 

c. PURCHASE CARDS WITH A LIMIT OVER $25,000

Designated warranted Contracting Officers within DCC-W are the only persons authorized to make single purchases with the credit card over the $25,000 limit.  These warranted contracting officers are authorized to use the credit card as a payment vehicle for supplies ordered from the GSA Schedule contracts or other existing IDIQ contract or BPA.  The credit card may also be used as a payment vehicle by these warranted contracting officers for copier maintenance service against an existing contract.
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MERCHANDISE RETURNS AND CREDITS

a. MERCHANDISE CREDITS/DISCOUNTS/ REBATES

1. Cardholders should take advantage of any savings such as rebates, including incentives, rewards and prizes and any product or volume discounts offered.  All reimbursements, rebates or discounts, if due or received by check, must be made payable or endorsed to the U. S. Government, not to the cardholder.  Rebates or similar payments that are in the form of checks shall be forwarded to the agency's resource manager for deposit with the Treasury.  The cardholder’s records should reflect specific details of all such transactions.  This activity should not be taken in lieu of purchasing from mandatory sources regardless of the potential savings from outside sources. 

2. Any credit due should be documented in the cardholder’s records by indicating merchandise returned and date of return.  Merchandise returns/credits are to be applied back to the purchase card on which the purchase was originally made.  Under no circumstances is a cardholder permitted to solicit or accept merchandise store credits or cash for returned goods or services bought with the Government purchase card.  The Cardholder’s SOA must be monitored for the proper amount of credit from the vendor.

3. Federal Law prohibits cardholders from accepting or soliciting cash or merchandise from vendors. 

b. PURCHASE CARD REBATES

Rebates are given as credit to accounts.  Refunds provided by U. S. Bank are based on sales volume and payment timeliness.  Rebates will be received for accounts that are paid before the due date (less than 30 days from the date the statement was received).  Rebates are issued each quarter on the cardholder’s statements.  In addition, a combined total of all the cardholder rebates is shown on the billing official’s statement.  The billing official uses the rebate as a payment against the total invoice amount.

c. CREDITS

Purchase card accounts must have a zero balance in order to be purged from U.S. Banks reporting system.  If there is a balance of any dollar amount, the account will remain open and you will continue to receive notification from U.S. Bank.  To remove the credit, first try to determine the reason for the credit.  If it is due to a rebate or overpayment, please submit a request to your APC to transfer the credit to another purchase card account within your agency.  If another account is not available to transfer the credit, your APC can request a credit refund check.  Checks are made payable to the U.S. Treasury and deposited into your agency’s funding by your resource manager.
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SUSPECTED FRAUD OR ABUSE

Each Government employee must stop the loss of taxpayer money by preventing fraud as well as the conditions that lead to it.  An important factor to consider is that fraud is sometimes committed by or with the help of DoD employees.  There have been instances of DoD employees creating or participating in the ownership of outside businesses for the purpose of committing fraud or abuse of the purchase card through their ability to make buys with the purchase card.  

All instances of suspected fraud or abuse must be reported.  Report any suspected fraud or abuse to the Purchase Card Division Chief.  Other channels of reporting include the Chain of Command, the APC, the command’s procurement fraud advisor (Judge Advocate General), the servicing Criminal Investigation Division office, internal review organizations and Inspectors General at all levels.  You may also report purchase card abuses or fraud to the DoD Hotline at 800-424-9098.  

The following are potential problems and indicators of possible fraud:

a. Repetitive buys to the same commercial vendor.

b. Lack of documentation for a purchase.

c. Frequent purchases in even-dollar amounts.

d. Frequent purchases at or just below $2,500.

e. Failure to safeguard purchase cards and account numbers.

f. Someone other than the cardholder using the card.

g. Inadequate oversight by billing officials and agencies.

h. Unauthorized purchases. 

i. Payments made for items not received.

j. Split purchases to avoid credit card limitations.

k. Lack of accounting of nonexpendable, pilferable or sensitive items.

l. Forwarding billing statements late to the finance office and incurring interest penalties.

m. Cardholders frequently disputing purchases or making returns.

n. Cardholder’s Statement of Account approved by someone other than the billing official or alternate billing official.

o. Cardholders returning merchandise to vendors for store credit vouchers instead of having credits issued back to the GPC account.
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LIABILITIES AND PENALTIES

a. PECUNIARY LIABILITY

Billing Officials are financially liable for erroneous payments in accordance with DoD Directive 7000.15, “DoD Accountable Officials and Certifying Officers,” and Chapter 33, “Accountable Officials and Certifying Officers,” Volume 5, DoDFMR.  Pecuniary liability is defined as a monetary obligation to make good.  The amount of the pecuniary liability is determined under Chapter 33, Volume 5, DoDFMR.  Under Title 31, U.S.C, section 3528, the billing officials are responsible for reviewing invoices and vouchers; and they have pecuniary liability for illegal, improper or incorrect payments for which the appropriation used was not available.

b. CIVIL LIABILITY

Use of the purchase card for other than authorized, official Government business may result in immediate revocation of the cardholder’s authority to use the purchase card.  A cardholder acting without appropriate authorization and/or outside of the authority specified in his or her delegation of authority may be personally liable for his or her actions.  Where there is fraud, the cardholder may be liable for an amount three times the government’s damages plus $10,000 for each false or fraudulent entry or transaction.  

c. CRIMINAL LIABILITY

A cardholder and/or billing official may be subject a fine of not more than $10,000 or imprisonment for not more that five years or both.  In certain circumstances, the penalties are higher.

d. AUTHORITIES

The following authorities/administrative remedies (not all inclusive) allow action against an individual who misuses the purchase card:

1. Criminal:

(a) False Claims, 18 U.S.C.  287

(b) False Statements, 18 U.S.C.  1001

(c) Major Fraud Act, 18 U.S.C.  1031

(d) Mail Fraud, 18 U.S.C.  1341

(e) Wire Fraud, 18 U.S.C.  1343

(f) Conspiracy to Defraud, 18 U.S.C.  371

(g) Conflicts of Interest, 18 U.S.C.  208

(h) Uniform of Code Military Justice (military only), 10 U.S.C.

2. Civil/Administrative:

(a) False Claims Act, 31 U.S.C. 3729

(b) Program Fraud Civil Remedies Act, 31 U.S.C. et seq

(c) Anti-Kickback Act, 41 U.S.C. 51 et seq

3. Optional Administrative Remedies:

(a) Retraining

(b) Suspension of card account

(c) Cancellation of card account

(d) Replacement of billing official

(e) Suspension of employment without pay

(f) Termination of employment
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FREQUENTLY ASKED QUESTIONS AND ANSWERS

Q1.  Can commemorative coins be purchased?

A1.  Coins may only be purchased to use as awards for a job well done, not as a personal memento or commemorative coin.  File documentation supporting this purchase must be included with the invoice.  Absent an official awards program, distributing coins is considered a gift and this falls outside of a permissible practice.  Offices typically conduct fundraisers and take donations for the purchase of commemorative coins.

Q2.  Are purchases of supplies or repairs for leased vehicles allowed under the purchase card?

A2.  No.  Leased vehicle expenses cannot be charged with a purchase card.  For leased vehicle expenses, the GSA Fleet card or the Voyager card should be used.  Please see the chapter under Restricted and Unauthorized Purchases. 

Q3.  Are vehicle expenses for agency-owned vehicles permitted purchases with the purchase card?

A3.  Yes.

Q4.  Is everything in the GSA-managed Virginia Industries for the Blind (VIB) store available for purchase under the card?

A4.  No.  Not all of the items at the VIB stores are available for general purchase with the card.  Certain items carried by the store may only be purchased if the Chief of the Purchase Card Division has approved an exception to regulations.  Please see the chapter on Restricted and Unauthorized Purchases for further details.

Q5.  Can wrist supports and ergonomic chairs be purchased with the purchase card? 

A5.  Yes.  Please see the chapter under Restricted and Unauthorized Purchases.

Q6.  Can the purchase card be used for monthly recurring utility charges, such as for phone bills and cable bills?

A6.  Yes.


Q7.  Can the purchase card be used for monthly IT maintenance?

A7.  Monthly recurring IT charges for maintenance that do not exceed $2,500 annually may be purchased under the purchase card.  Maintenance fees above $2,500 annually should be ordered under contract.

Q8.  Is the list of cardholders releasable under the Freedom of Information Act?

A8.  No.

Q9.  Can food be purchased for meetings, award programs or retirement functions?

A9.  Ordinarily, the purchase of food is not allowable.  There are very limited situations where purchase of food is permissible.  Those situations are listed in the chapter on Restricted and Unauthorized Purchases.

Q10.  Is a UNICOR (Federal Prison Industries) waiver still required for the purchase of furniture from other sources?

A10.  The revisions to the FAR and DFARS provide that waivers are no longer required if:

a. The purchase does not exceed $2,500; or

b. The agency makes a comparability determination and decides that the UNICOR product is not comparable in terms of price, quantity or time of delivery, and then competes the acquisition.  The only time a waiver is required is if the agency determines that the UNICOR product IS comparable and yet decides that it wants to buy from other sources anyway.

Q11.  Can seasonal decorations be purchased under the purchase card?

A11.  Seasonal decorations may be purchased only if they are located in a common use area – not in a private office.  Purchase of a Santa suit is not permitted.

Q12.  Can buses be leased or rented for such functions as organization day, recreational activities and office picnics?

A12.  No.  These activities are not mission related where appropriated funds may be used.

Q13.  Can frames be purchased with the purchase card?

A13.  Frames may be purchased for use in an official award program when purchased at the GSA-managed store.

Q14.  Can the purchase card be used to pay for conference registration fees?

A14.  Yes.

Q15.  Can the purchase card be used to pay for flag patches and the sewing costs for enlisted soldiers?

A15.  Yes.  The flag patch is a special insignia not covered by the soldiers’ annual clothing allowance.

Q16.  Can artwork be purchased with the purchase card?

A16.  Artwork, which bears a relationship to the mission and function of the agency, may be purchased for use in common areas only, not private offices.  

Q17.  Can cell phone accessories, such as hands-free devices and car chargers, be purchased using the purchase card?

A17.  Yes.  These items are considered as accessories to the cell phone, not vehicle expenses.

Q18.  Can Franklin Covey planners and refills be purchased with the purchase card?

A18.  No.  Planners may be purchased, but government employees are required to purchase the similar JWOD product.

Q19.  Can sales tax be charged on purchase card buys?

A19.  No.  Government purchases are exempt from sales tax.

Responses to Frequently Asked Process Questions regarding account administration and C.A.R.E. can be found on DCC-W’s web page at http://dccw.hqda.pentagon.mil.  A few examples of questions answered there include the following:

a. Following orientation training, how do I become a billing official or cardholder?

b. What do I do if I am a cardholder or billing official and I am leaving the agency?

c. What is the first available date for certification of my bill in C.A.R.E.?

d. Can I certify in C.A.R.E. from home?

e. Can billing officials request a courtesy review of their account?
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