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	“It’s our goal to make the DCC-W Purchase Card Program the best in DoD.”


	From the Division Chief

It’s been a busy summer in the Purchase Card Division.  We’ve produced the FY 05 Purchase Card Operating Procedures (PCOP), which replaces the FY 04 User’s Guide.  We’ve worked with the VIB stores in the Pentagon to stock more JWOD products and remove some restricted and prohibited items.  We’ve completed the FY 04 annual reviews on all our billing official accounts.  We sent five of our Agency Program Coordinators to the GSA Smart Pay Conference to get the latest information and tools to keep our program up to date.  We’ve also welcomed two new members to the Review Branch.

As always, please feel free to contact me at any time if I can be of assistance.  

Susan M. Taylor
Chief, Purchase Card Division, DCC-W

The Thirteenth Month

By Tony Pattillo

Mark your calendar!  On 1 October 2004, cardholders and billing officials need to reconcile and approve transactions for an extra cycle in the Customer Automation & Reporting Environment (C.A.R.E.) under the Transaction Management screens. This extra “month” is for transactions between 24 through 30 September 2004.

The purpose of the extra cycle is to allow the reconciliation and obligation of transactions that have fiscal year 2004 funding.  The same time parameters exist to approve and certify the accounts:  

three (3) business days for cardholders and five (5) business days for billing officials.

Overlooking the extra cycle may cause the account to be delinquent.  As you know, cardholders are locked out of the Transaction Management module in C.A.R.E. if they fail to approve transactions within 15 days of the end of the cycle.  If you wait until your normal approval time on 23 October, you’ll be unable to access your transactions.  If this occurs, the billing official will have to approve and certify these transactions for the cardholders.   

If you have any questions regarding the 13th month, please contact your Agency Program Coordinator at gsasmartpay@hqda.army.mil.

Rebates for Prompt Payments

Wow!  Our customers in DCC-W earned $191,602.86 in rebates for the first three quarters of FY 04.   Thanks to all of you who routinely pay your bill on time and contribute to this growing total of money that is returned directly to your agency’s account.  Government-wide, over $110 MILLION was earned for FY 03.  Are you approving your billing statement on time to earn the maximum rebate for your agency?

FY 05 Purchase Card Operating Procedures

The guidance and requirements in the FY 05 PCOP become effective on 01 October 2004.  We’ve made a number of improvements including a new layout to make information easier to read, a table of contents with hot links, numerous hyperlinks to make it easier to access information, a glossary of acronyms, updated information to reflect the latest guidance from higher headquarters, and a new chapter on Internal Controls.  Thanks to all of you who made suggestions for improvements.

Click on any topic in the Table of Contents, and you’ll be taken directly to that page.  At the bottom of each page is a link that will take you directly back to the Table of Contents.

The FY05 PCOP was distributed via e-mail and is also posted on the DCC-W web site.  A paper copy is given to all students in Orientation Training.

Program Metrics that Matter  

By Nikki Gardner

“Program Metrics that Matter to the Program Managers” was one of many workshops conducted at this year’s GSA Smart Pay Conference.  We were shown numerous new reports available in C.A.R.E. that can be very useful in measuring the health of your program.  When you run these reports, be sure to communicate this information to all concerned colleagues.

Reports that billing officials might find useful include the Management Account Summary, Transaction Log Analysis Report, Cardholder Full Transaction Detail Report, and the Delinquent Account Report.

Please contact me at 703-697-2509 or by e-mail at nikki.gardner@hqda.army.mil if you need assistance in running any of these reports.

DCC-W Purchase Card Web Site

By Regina Henry

Visit our Purchase Card web site:  there you can find all the latest information on the DCC-W Purchase Card Program. You can obtain information such as the steps for submitting a request for a purchase card account, to information on the requirements for training, and so much more.

To visit the web-site go to: http://dccw.hqda.pentagon.mil/services/purcard.htm  

Find all that is available for your purchase card account and the DCC-W Purchase Card Program.

Review Trends

· The review branch has completed all of our required FY 04 reviews.  Here are some common oversights and omissions that our review team is seeing.  Detailed checklists are provided in Chapter 9 of the FY 05 PCOP.  You might want to take a few minutes to look at how you’re doing on the areas listed below: 

· Unauthorized purchases, such as split purchases, personal-use items, restricted items, items not purchased from mandatory sources, sales tax paid, or using the SmartPay convenience check or purchase card for vehicle and travel expenses – 35%

-- Split purchases occur when a known requirement is split into several transactions to avoid competitive bids for purchases over the $2,500 micro-purchase threshold or to avoid other established credit limits.

-- Personal use items such as personal fans, facial tissues, paper plates, plastic cutlery.

· -- Failure to use mandatory sources such as NIB/NISH, Unicor, or Army Blanket Purchase Agreements (BPAs).

· Lack of supporting documentation or required approvals  - 34%

-- Missing invoices, missing detailed receipts, missing waivers, missing justification and authorization for unusual purchases.  

· -- Your documentation must adequately explain how each purchase meets the requirements for an authorized purchase in support of your agency’s specific mission.

· Training deficiencies – 26%

· -- Required training was not completed or documentation of training was not available at the time of the review.

· Inadequate Internal Control Procedures – 21%

-- No written internal control procedures exist or the procedures are outdated or inadequate to your agency’s current needs.

-- Your agency’s internal control procedures were not followed.

Need a JWOD Catalog?

 By Stephanie Lesko, JWOD Public Affairs Specialist

The 2004 Javits-Wagner-O’Day (JWOD) Program Catalog is the Federal customer’s reference guide to JWOD mandatory source items with descriptions and ordering instructions for over 2600 SKILCRAFT® and other JWOD products.  

To order your copy of the 2004 JWOD Catalog, call Customer Service at (800) 433-2304 or send an e-mail to customer_service@nib.org.  Please be sure to specify whether you would like to receive a print copy of the catalog or an electronic copy of the catalog on CD-Rom.

SKILCRAFT and other JWOD products are provided by people who are blind or have other severe disabilities working in community-based nonprofit agencies associated with National Industries for the Blind (NIB) and NISH (serving people with a wide range of severe disabilities).

Did You Know?

By Tony Pattillo

Purchases for services made with the convenience check must be reported to the IRS Form 1099 Tax Reporting Program no later than 31 December of each year.  This is the responsibility of the check writer and his/her agency.

Checks written for services such as repairs to office machines, repairs or maintenance for buildings or equipment, advertising fees, or medical services must be reported.  Checks written for products and goods only, and checks for subscriptions to magazines and newspapers are NOT reportable.

For further information, see Chapter 13 in the PCOP or access the 1099 presentation from the Defense Finance and Accounting Service (DFAS) on our website at:

http://dccw.hqda.pentagon.mil/services/purcard.htm 
Seven Required Fields in C.A.R.E.

1. Cardholders are required to complete the Transaction Log in the Transaction Management module of C.A.R.E. for each and every transaction.  At a minimum, the following seven fields must be completed:  

2. Transaction Date

3. Date Received

4. Merchant Name

5. Transaction Amount

6. Requestor Name

7. Shipped To (only required if different from cardholder’s physical address)

a. Comment

b. Brief Description of items purchased

i. For purchases over $2,500 only:

ii. Business Size:  small or large

iii. Contract #

For further information on C.A.R.E. requirements for cardholders and billing officials, see Chapter 6 in the PCOP.

Assignment Changes

Please help us welcome two new members of the review team.  

Caren Teal-Bush is originally from Indianapolis, Indiana.  Her previous duty station was the Armed Forces Board of Contract Appeals in Crystal City.  She holds Masters and Bachelor degrees from Chaminade University of Honolulu, both in Criminal Law.

Vicki Vaughan is a Miami native.  Her previous duty station was Fort Jackson, SC where she was Budget and Program Analyst for the Adjutant General School. position in ?? 

Karen Marks moved to another Army position outside the Pentagon.

Training Corner

  By Brad Steely

· DCC-W GPC Orientation Schedule 1st Quarter FY 05

                                14 OCT      28 OCT

                                04 NOV      18 NOV
                                09 DEC      16 DEC

· REMINDER:  All new cardholders and new billing officials in the DCC-W Purchase card program must complete the following Defense Acquisition University (DAU) Tutorial on-line training PRIOR to attending DCC-W GPC Orientation.  Instructions for accessing the DAU Tutorial are listed below:

1. Click on website – http://clc.dau.mil/kc/no_login/portal.asp
2. Click on Register – Complete information

3. Click on Continue

4. Fill in your type of organization in the other Organization box

5. Fill in your USER profile

6. Click on CAMPUS MAP

7. Click on Learning Center

8. Click on Course Information and Access

9. In bottom left box scroll down to DOD Government Purchase Card Tutorial

10. Take the course – there are 10 modules

11. Take the test – you must score 70% to get your completion certificate

12. Fax a copy of your completion certificate to Brad Steely at (703) 695-9750.

· C.A.R.E. Training will now be completed on a one-on-one basis at either the customer’s office or at DCC-W as requested by the Cardholder/Billing Official.  Contact Brad Steely either by e-mail or phone to schedule.  The Billing Official should have received a User ID and temporary Password from your APC prior to C.A.R.E. Training.  Cardholders should have their account number and expiration date prior to attending training.  If you have any questions contact Brad Steely at 703-693-0767 or by e-mail at Bradley.Steely@hqda.army.mil.

· Training Tip

As a Billing Official one of your main responsibilities is to ensure that you have established excellent internal control procedures for your account.  Although most of your procedures will come from the FY 05 DCC-W PCOP, you must supplement these with your own internal control processes.  These are the written policies that address agency-specific requirements and procedures.  

1. One of the key areas to address in your Internal Control Procedures is the Control Activities.  These include:

2. Determination of Legitimate Government Need

3. Screening for required sources 

4. Independent receipt and acceptance

5. Establishing Accountability over certain property

6. Cardholder reconciliation

7. Billing Official review

By creating a Cardholder Purchase Checklist that includes these control activities in your internal control procedures for use by your cardholders, you can minimize one of the major risks associated with the government purchase card.  For more information, internal controls are covered extensively in Chapter 10 of the FY 05 DCC-W PCOP.  If you would like samples of a checklist and/or internal control procedures, you can contact me at the above e-mail or phone number.

VIB Store Contact

The point of contact for questions about the Virginia Industries for the Blind Stores is Mr. Wayne Yancey.  You can reach him at 703-604-2982 or Richard.yancey@us.army.mil.  If you’d like to complete an I.C.E. comment card regarding your VIB experience, use the following link: http://ice.disa.mil/index.cfm?fa=card&service_provider_id=83357&site_id=341&service_category_id=17
Legal Opinions

The following legal opinions regarding purchase card expenditures were recently provided to DCC-W.

Q.  Can we use the purchase card to buy appliances for central kitchen areas?
A.  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.

Q.  Can promotional items be purchased with the purchase card to distribute in-house to personnel during Counterintelligence Awareness and Education activities including seminars, briefings, symposiums, etc.? 
A.  Although every agency has to be security conscious, that is not every agency’s primary mission.  For an agency that does not have security as their primary mission, expending money on what would otherwise be classified as gifts (trinkets, mementos, etc.) violates both the Purpose Act and the necessary expense rule.   While the training program can be conducted, the promotional items may not be procured by agencies that do not have security as their primary mission.

Q.  Can we use the purchase card to obtain nice water glasses, water pitcher, coffee mugs, and carafe sets to use for frequent meetings with outside guests and dignitaries? 
A.  No.  The purchase card, which is backed by appropriated funds, is not to be used for this type of purchase.  This is classified as a recurring entertainment expense.  The only funds available for entertainment expenses would be ORF (.0012) funds, which some offices do have available for their entertainment expenses.  

Alternate Billing Officials

By Ellis Wiles

Billing Officials are charged to maintain documentation for their Alternate Billing Officials (ABOs) in their Purchase Card files.  They must keep copies of the ABO’s Letter of Appointment, DD Form 577, and copies of all the required training documentation.  See Chapter 8 of the PCOP for more detail.

In addition, Billing Officials must ensure that their ABOs have access to their accounts in C.A.R.E.

Celebrate the Javits-Wagner-O’Day (JWOD) Program During National Disability Employment Awareness Month in October!

By Stephanie Lesko, JWOD Public Affairs Specialist

October is National Disability Employment Awareness Month, and a perfect time to celebrate the Javits-Wagner-O’Day (JWOD) Program.  

Created in 1938, this unique Federal procurement program employs over 42,000 individuals who are blind or have other severe disabilities, enabling them to lead more productive and independent lives. The JWOD Program uses the purchasing power of the Federal government to buy quality products and services at a fair market price from participating, community-based nonprofit agencies dedicated to training and employing individuals with disabilities. 

According to President Bush, “All of our citizens should have the opportunity to live and work with dignity and freedom. Every October, we observe National Disability Employment Awareness Month, to recognize the talents, skills, and dedication of disabled Americans who are a vital part of our workforce.”  Not only are people who are blind or have other severe disabilities a vital part of the country’s workforce, under the JWOD Program they are also essential suppliers of SKILCRAFT® and other JWOD products and services to the Federal government and U.S. Armed Forces. Everything from office supplies, such as pens and notepads; military unique items, such as chemical protective suits and first aid kits; food items that support government international relief feeding programs; and services, such as janitorial/custodial, food services, call center operations, and digital imaging.  

The JWOD Program works closely with the armed forces to supply quality products and services to military and civilian customers nationwide.  The Air Force, Army, and Navy are represented on the Committee for Purchase From People Who Are Blind or Severely Disabled, the Federal agency that administers the JWOD Program. The JWOD Program currently provides such services to the military as food services, grounds maintenance, and, most notably, Installation Vehicle Maintenance.  Military-specific products provided by the JWOD Program include chemical protective suits, cold weather fleece clothing, water resistant fleece jackets and mattresses. The JWOD Program also operates over 100 Air Force, Army, and Naval Base Supply Centers and ServMarts located primarily on military installations across the nation, which facilitate the sale of JWOD Program products and creates retail jobs for persons who are blind or who have other severe disabilities.  

National Disability Employment Awareness month provides Federal employees with the opportunity to recognize those individuals within their agencies who support the JWOD Program, and to learn more about JWOD capabilities that meet their procurement needs.

There are a number of different activities Federal employees may consider in order to recognize the JWOD Program, both in October or any time throughout the year.

Please contact the JWOD Program if you require any assistance in planning a JWOD celebration during National Disability Employment Awareness Month at jwodworks@jwod.gov or visit www.jwod.gov for more information.




DCC-W Purchase Card Division – Points of Contact

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

Administrative Assistant:

Janice Wheeler, janice.wheeler@hqda.army.mil, 703-695-2955

Level 3 Agency Program Coordinators (APCs):

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

Morris A. McIllwain, Review Branch Chief,

morris.mcillwain@hqda.army.mil, 703-693-6333

Level 4 Agency Program Coordinators (APCs):

Program Administration Branch

Army:  

Nikki Gardner, nikki.gardner@hqda.army.mil, 703-697-2509

Carolyn Jackson, jacksonca@hqda.army.mil, 703-693-5004

Defense:

Nikki Gardner, nikki.gardner@hqda.army.mil, 703-697-2509

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

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

Navy:

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

Air Force:

Karen Marks, karen.marks@hqda.army.mil, 703-695-6194

Basic, Advanced, and Refresher Government Purchase Card Training:

C.A.R.E.Training:

DCC-W C.A.R.E. Help Desk:
Steve Kvalevog, steven.kvalevog@hqda.army.mil, 703-697-7329

Tony Pattillo, tony.pattillo@hqda.army.mil, 703-695-3672
Review Branch

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

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

Reggie Nelson-Cofie, reginald.nelson-cofie@hqda.army.mil, 703-695-0757                        

Brad Steely, bradley.steely@hqda.army.mil, 703-693-0767

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

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

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

U.S. Bank Government Purchase Card Points of Contact

U.S. Bank Customer Service

888-994-6722

U.S. Bank C.A.R.E. Help Desk

Billing Officials and Cardholders 888-994-6722

Resource Managers 800-254-9885

U.S. Bank On-line C.A.R.E. Tutorial 

https://wbt.care.usbank.com
User Name: usbank Password: bright

U.S. Bank C.A.R.E. 

https://care.usbank.com
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