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DEFENSE LOGISTICS AGENCY
DEFENSE SUPPLY CENTER, COLUMBUS

POST OFFICE BOX 3990

COLUMBUS, OH  43216-5000

  IN REPLY

    REFER TO
DSCC-PS





June 11, 2003


MEMORANDUM FOR DSCC PURCHASE CARD PROGRAM PARTICIPANTS

SUBJECT: DSCC Government-Wide Commercial Purchase Card Program Instruction 


The DSCC Purchase Card Guide dated June 2000 with Change 1 dated February 2001 is replaced with DSCC 4105.3 Instruction dated June 10, 2003.  The DSCC guide has been rewritten as a DSCC Supplement to the DLA Instruction.  The purpose of the change was to eliminate much of the duplication that existed among the DSCC Guide and DLA and DOD policy and to implement new or revised purchase card program policy.  Other significant changes included in the instruction are identified below:

a. The instruction incorporates the new DOD Purchase Card Concept of Operations (paragraph A).

b. New training requirements are included for all program participants (paragraph E.2).  

c. Supervisors must request the appointment of Cardholders and Approving Officials by completing the Cardholder and Approving Official Nomination form (paragraph F.1.a).  Approving Officials should be the cardholder’s supervisor or in the cardholder’s chain of command, or be in a position to influence the cardholder’s performance rating (DOD Concept of Operations, Section 2).

d. Prior to making a purchase, cardholders must obtain written approval from an individual at least one level above the requestor, unless the request is for the purchase of routine office supplies (paragraph F.1.c). 

e. The list of prohibited items has been expanded (paragraph F.1.e). 

f. While Federal Prison Industries is still listed as a required government source, cardholders may purchase items from FPI or commercial sources, if the total amount of the request does not exceed $2500.  If the request exceeds $2500, FPI must be considered and the cardholder must make a determination of comparability between the item available from FPI and commercial sources (paragraph F.1.g.4)). 
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g. Guidance for purchasing electronic and information technology equipment has been added (paragraph F.1.i).

h. Guidance for purchasing energy efficient products has been added (paragraph F.1.j).

i. For stock fund purchases, Approving Officials must forward monthly Billing Statements directly to DFAS (paragraph F.2.c.3) f)).

j. The Department of Defense account suspension policy for delinquent payment is included in paragraph F.2.c.4). 

k. Additional internal controls implemented at the local level are included in paragraph F.4. 

l. The DD Form 350 reporting requirement was added for purchase actions exceeding $25,000 (paragraph F.7.c). 

m. A summary of responsibilities for each program participant is included in paragraph G.6.

n. The following new and/or revised forms have been or will be posted to the DSCC web site: CPG Log, DD Form 350, and Determination of Comparability. 

This memorandum and the DSCC Instruction will be posted on the DSCC Purchase Card Program web site (www.dscc.dla.mil/offices/base).  Please disseminate these documents to your cardholders and instruct them to begin using the new instruction and forms immediately.  If you or your cardholders have any questions regarding these changes, please contact me 614-692-3740 (DSN 850).








Teresa D. Endicott

                                                                           
TERESA D. ENDICOTT

                                                                                 
Agency Program Coordinator

Attachment
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