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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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