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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