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DSCC GOVERNMENT-WIDE COMMERCIAL PURCHASE CARD PROGRAM

A.  REFERENCES.

1. DLAI 4105.3, DLA Government-wide Commercial Purchase Card Program, 04 Jan 2002.  The instruction and DLA guidance can be obtained at the following website: 

http://www.dla.mil/j-3/j-336/LogisticsPolicy/purchasecard.htm.

2. DLA Affirmative Procurement Program For EPA-Comprehensive Procurement Guideline Items Containing Recovered Materials, 2001.  Guidance can be obtained at the following website: http://www.epa.gov/cpg/products.htm.

3. DoD Government-wide Commercial Purchase Card Concept of Operations, 31 July 2002 with revision 1, and all DoD policy memorandums posted at the following website: http://purchasecard.saalt.army.mil. 

4.  All DSCC Purchase Card Program information (policies, forms, Points of Contact, etc.) can be obtained from the program website, http://www.dscc.dla.mil/offices/base.

B.  PURPOSE.  This instruction establishes policy for use of the Government-wide Commercial Purchase Card for the Defense Supply Center Columbus (DSCC) and tenant activities serviced by DSCC.

C.  APPLICABILITY AND SCOPE.  This instruction applies to the Defense Supply Center Columbus (DSCC).  It is intended to serve as local (DSCC) instruction for use of the Government-wide Commercial Purchase Card based upon the foundation provided in the DoD Government-wide Commercial Purchase Card Concept of Operations, dated 31 Jul 2002.  It is to be used to supplement the DLAI 4105.3, DLA Government-wide Commercial Purchase Card and the DLA Affirmative Procurement Program For EPA-Comprehensive Procurement Guideline Items Containing Recovered Materials.  The DSCC 4105.3 is DSCC’s local instructions for the Government-wide Commercial Purchase Card; however, purchase card program participants shall comply with this instruction, as well as the three references above.

D.  DEFINITIONS.

1.  Administrative Office:  Base Contracting, DSCC-PS, serves as the liaison for administrative processes between the contractor bank, GSA, and customers of the DSCC Purchase Card Program.  This office also stocks and distributes forms used in the program, and is where the Agency/Organization Program Coordinator (A/OPC) and Disputes Officer is located.

2.  Billing Office Contact: An individual within the DSCC Financial Services Office (DSCC-RRF) responsible for forwarding Billing Statements to DFAS for payment.  The Billing Office contact ensures that payment is made after the Approving Official has certified the monthly statements, maintains required accounting records, and serves as the focal point for resolving financial problems concerning purchase card payments.

3.  Cardholder 30-Day Limit: The Cardholder 30-day limit is the total dollar spending limit (cumulative) for purchases that are authorized to be made by each Cardholder for one billing cycle.  Cardholders shall not exceed their assigned 30-day limit.  The limit is established by the Approving Official for their Cardholders based on budgetary considerations and anticipated needs and shall be coordinated with each site's budget representative.

4.  Certification:  The act of attesting to the legality, propriety and correctness of a document for payment as provided for in 31 U.S.C. 3528(a).

5.  Check Account Holder: The individual to whom a Government convenience check account is issued.  The check bears this person's name and office address, and shall only be used by the named individual to pay for properly authorized U.S. Government purchases.  Proper use and safeguarding of the check account is the responsibility of the Check Account Holder.

6. Disputes Officer (DO): The Disputes Officer serves as liaison for management, administrative, and payment processes between the contractor bank, GSA, and customers of the DSCC Purchase Card Program. 

7.  Improper Use: Improper use (also referred to as “misuse”, “abuse” or unauthorized use herein) of the purchase card is any use in violation of this guide, including but not limited to, use for unofficial Government purchases; use beyond authorization limits: unauthorized use by someone other than the Cardholder; negligence in failing to secure the card; and, any other fraudulent use of the card.

8.  Merchant Activity Type (MAT) Code:  Each merchant is assigned a category code based on the type of supplies and services they provide.  The category code is used to create a four-digit MAT code that is assigned to each Cardholder account and defines the types of merchants at which the Cardholder may make authorized purchases. 

9.  Monthly Office Limit: The monthly office limit is the total spending limit (cumulative) of all Cardholder and Check Account Holder monthly limits for which an Approving Official is responsible.  The limit is established by the Approving Official based on budgetary considerations and anticipated needs and shall be coordinated with each site's budget representative.

10.  Necessary Expense:  An expenditure is permissible if it is reasonably necessary in carrying out an authorized function or will contribute materially to the effective accomplishment of that function.  A necessary expense must be more than merely desirable.

11.  Split Requirements: Order quantities and payments for the same or similar supplies or services, for which the requisition is received at the same time, shall not be split in order to stay within the single purchase limit.  To do so would circumvent the requirements at FAR 13.003(b)(1) to set aside for small businesses purchases exceeding the micro-purchase threshold.  When deciding whether needs are one requirement or separate requirements, the following factors will be considered:

TIME:  All requirements that are known of and in possession of the Cardholder at the time the order is placed, (regardless of when the supplies will be delivered or the services will be performed) will be considered one requirement.

KIND:  Services or supplies are considered to be “similar” if 
a. they have common characteristics (i.e. calculators, 22 key versus 35 key), 
b. they are comparable (i.e. maintenance of fax machines, Lanier versus Sharp or machines located in two different offices), or 
c. they differ in size, color, or portion (i.e. paint, one gallon pails versus five gallon pails).

       PURPOSE:  The fact that the supplies or services may be in support of separate end users does not necessarily justify separate orders.

Absent documentation of compelling circumstances, these considerations create a presumption of a single requirement.

E.  POLICY.

1.  Government Liability
a.  The Government shall be liable for use of the purchase card and convenience check by authorized users if:

1)  The use is within the purchase authorization limits agreed upon by the contractor and the Government.

2)  The use is through a merchant whose Merchant Type Code has been approved by the contractor for participation in purchase card transactions at the time of use, as evidenced by a list of approved Merchant Type Codes accompanied by the type of business covered by each.

3)  The use is at a participating merchant.  The Government shall not be liable for any 

unauthorized uses of the purchase card or convenience check.  "Unauthorized Use" includes use by a person, other than the Cardholder/Check Account Holder, and from which the Cardholder/Check Account Holder receives no benefit.  

b.  The Government Purchase Card is specially designed with the U.S. seal on it and the words “United States of America” to avoid being mistaken for a personal credit card.  No personal Cardholder information shall be provided to the contractor other than the Cardholder's name, work phone and work address.

c.  The following will be printed on all convenience checks:

United States Government

For Official Use Only


US Gov’t Tax Exempt


Not Valid for more than $2500.00

2.  Training Requirements

a.  The Defense Acquisition University has announced a new on-line module entitled  "DoD Government Purchase Card Tutorial."   This training, which is supplemented by activity-specific Government purchase card training, is required for Cardholders and Billing Officials under DLA delegated contracting authority.  This includes training prior to the issuance of a card and refresher training as required in DLAI 4105.3E(1)(f)(5).  Refresher training is required at least once every two years for all Cardholders and Approving Officials.  A/OPCs are responsible for providing this training, as well as supplemental training, to Cardholders and Billing Officials, and should notify participants accordingly. 

b.  Individuals who will be appointed as certifying officers must complete Certifying Officer Legislation training.  The training is available from the DSCC desktop through “My Applications”.  Tenant activities can obtain a CD from the A/OPC containing the training program.  

3.  The Maximum Single Purchase Limit is:

a.  The micro-purchase threshold, currently $2,500 ($2,000 for construction).

b.  $100,000 for each action that is placed against an existing Government contracting instrument

(i.e., FSS, E-Mall, or indefinite-delivery-type contract) and for payments to other Government agencies (i.e., Government Printing Office, Supply Center Catalogs).  Orders against existing Government contracting instruments utilizing the purchase card as a purchase vehicle are authorized only if: 1) the contract’s terms and conditions authorize the card as a purchase vehicle, 2)  the Cardholder’s authorized merchant type codes are consistent with the items being procured, 3)  the Cardholder meets the contract’s definition of an “authorized ordering officer” (or similar restriction as to who is authorized to purchase from the particular contractual instrument), and 4) the order is not otherwise prohibited in this or referenced documents.

c.  $25,000 for all commercial training requests using DD Form 1556.   If the purchase card or convenience check will not be used as the method of payment using the DD Form 1556 valued at or below $25,000, a waiver must be obtained from the DLA Training Center.   A list of questions that must be answered and submitted with each request is available at the DSCC Purchase Card web site. 
F.  PROCEDURES.

1.  Purchase Card Procedures

a.  Setting up the Purchase Card Account

1) A Nomination Form must be completed by the supervisor of the proposed Approving Official and Cardholder, nominating those individuals in writing to the A/OPC.  The form, entitled “Cardholder and Approving Official Nomination”, is posted to the DSCC Purchase Card web site.  This form provides mailing and telephone information of the Cardholder and Approving Official, as well as the line of accounting and maximum dollar limits that should be placed on the accounts.  Identification of the supplies and services to be purchased will be used to determine the applicable Merchant Activity Code assigned to the Cardholder account. The supervisor must ensure that the program participants are trustworthy, have a bona-fide need to purchase items and have adequate time to carry out their responsibilities.

2) Cardholders must complete training specified in paragraph E.2 above, prior to account set-up.

3) Cardholders will receive a memorandum containing a delegation of authority to use the purchase card to buy official Government requirements.  The memorandum will apprise Cardholders of their respective duties and responsibilities under the Government Purchase Card Program and contain the Cardholder’s maximum single purchase and 30-day dollar limits established upon initial set up of the account.  Certifying Officers will receive an appointment letter that explicitly advises them of their responsibilities and pecuniary liability for payment of purchases they certify that may later be determined erroneous. Both the Cardholder and Approving Official must acknowledge receipt of their delegation/appointment.  In addition to the letter of appointment, the Approving Official is required to complete a DD Form 577, Signature Card.

4) The A/OPC shall set up Cardholder and Approving Official accounts through U.S. Bank, Inc.  The Cardholder will normally receive the purchase card within ten working days after the A/OPC submits the Cardholder Set-up form to the bank. 

5) After receipt of the card, the Cardholder shall activate it by calling the Bank’s Customer Service Number (1-888-99IMPAC).  U.S. Bank, Inc. uses a Voice Response Unit (VRU) that is accessible through the toll free number employing state-of-the-art processes involving customer-directed account activation.  The Cardholder shall follow the instructions provided on the recording to activate the card account.

b.  Convenience Check Account

1) There is one convenience check account established for DSCC DWCF (Defense Working Capital Fund) (Appropriated Fund) transactions and a separate convenience check account established for DSCC NAF (Non-Appropriated Fund) transactions.  The convenience check accounts are separate from purchase card accounts.  Training and account set up for convenience check accounts will comply with the same requirements as those established for purchase card accounts.

2) Convenience checks are a payment option that supplements the purchase card program.  Convenience checks are an alternative to cash for official expenses previously using imprest funds or requiring reimbursement using a SF 1164, Claim for Reimbursement for Expenditures on Official Business.

3) Convenience checks shall not be issued for more than $2,500 ($2,000 for construction) and shall only be used after the purchase card and other procurement vehicles have been determined unusable.   

4) Convenience checks may be requested and issued through September 30th of each fiscal year, when funds expire.  When funding is provided for the ensuing year, Cardholders may resume using the convenience check to pay for authorized purchases.

c.  Prior to using the Card

1) The Cardholder shall receive a request from the customer before initiating a buy.  Cardholders shall ensure that the request contains written pre-approval by an individual one level above the requestor.  However, if the request is for routine office supplies, written pre-approval is not required.

2) Before actual use, Cardholders shall ensure that funds are available for purchase card use.  Funds shall be set aside periodically (monthly, quarterly, annually, etc.) by submission of a DD Form 1262 through the organization’s Resource Advisor to the DSCC Financial Services Office, DSCC-RRF.  Card accounts shall be bulk funded with one line of accounting.  The amount committed shall be based on the Approving Official’s monthly office limit, which is determined by the Approving Official’s supervisor.  The Cardholder and Approving Official shall carefully monitor their maximum spending limits and adjust the maximum amount(s) based on actual usage.  

3) The Cardholder shall verify sources and solicit information and price quotes from customer recommended sources and such others as deemed necessary by the Cardholder.  The Cardholder shall confirm at this time that the contacted source accepts payment by purchase card.  The Cardholder shall ask sources about available Government discounts.  Note:  If a particular supplier currently does not accept purchase cards, and wishes to accept the card, refer him/her to their local bank.  

4) The purchase card shall be used to purchase all non-stock fund requirements under the micro-purchase dollar limit, except as indicated in paragraph F.1.e, Unauthorized Use, below.  When the purchase card or convenience check is not used for non-stock fund micro-purchase requests, the Cardholder must prepare a written determination signed by the Commander for each purchase request before any other contracting methods are utilized.  These non-stock fund purchases include those made using DLA Form 1304, DLA Form 1823, purchase orders, and contract renewal notifications that are to be submitted to the Base Contracting Office at DSCC.  The documents needed to acquire the written determination (an Executive Summary and accompanying Determination and Findings) can be found on the DSCC Purchase Card web site.  Individual waivers must be signed by the Commander for each purchase order or contract vehicle issued.  Before Base Contracting will issue a contracting instrument, the signed determination from the Commander must be obtained in which the user states that there are no known sources that accept the purchase card for this particular requirement, but the user is seeking a vendor who will accept the card.  

5) Individual orders may include more than a single item, but cannot exceed the single purchase limit.  Neither order quantities nor payments shall be split (break down requirements aggregating more than the micro-purchase threshold into several purchases that are less than the micro-purchase threshold) merely to permit use of the purchase card, or to avoid any requirement that applies to purchases exceeding the micro-purchase threshold.  (See paragraph D.11 above for the definition of a Split Requirement.) Instances of abuse may result in loss of purchase card privileges. 

6) End of Year Spending: Cardholders may continue to use their purchase cards through September 30th, as long as funds have been committed through the organization’s Resource Manager and obligated by submission of a DD Form 1262 to DSCC-RRF.  

d.  Prior to Using the Convenience Check:  Check accounts shall be bulk funded.  Each convenience check account has an established monthly dollar limit under which the installation may issue checks.  Checks and applicable check fees will be charged against the requesting organization’s funds.  Therefore, each organization must submit a DD Form 1262 to DSCC-RRF to ensure funds have been set aside for check writing purposes, prior to requesting that a check be issued.

e.  Unauthorized Use 

1) At no time shall the Approving/Certifying Official or a higher level supervisor use his/her position to pressure a Cardholder to make purchases with the card or check where the Cardholder believes such purchases to be prohibited by the DLA Government-wide Commercial Purchase Card Instruction, DoD Concept of Operations, DLAI 4105.3, or this guide.  The Cardholder is responsible for determining the appropriateness of a purchase made with the purchase card or check, and in no way shall he/she be pressured to use the card or check in an unauthorized manner.  A Cardholder or Check Account Holder who encounters such pressure shall refer the matter to A/OPC.  As necessary, the Cardholder/check accountholder shall obtain the advice of Legal counsel and/or the Financial Manager regarding whether a particular purchase is authorized.  

2) The following are limitations on the use of the card found in the DLAI 4105.3 and in accordance with local policy.  (It is not intended to be all-inclusive.)  The Cardholder/check accountholder shall obtain the advice of Legal counsel and/or the Financial Manager regarding whether a particular purchase is authorized.   The card shall not be used to purchase or make payment for the purchase of:

a) Cash advances;

b) Rental or lease of motor vehicles in conjunction with temporary duty travel;

c) Rental or lease of land or buildings, except short-term conference or meeting facilities;

d) Airline, bus, train, or other travel related tickets;

e) Meals, drinks, lodging, or other travel/subsistence costs;

f) Fuel or oil for interagency fleet management vehicles in the GSA Fleet Management program;

g) Repair of interagency fleet management vehicles in the GSA Fleet Management 

h) Telecommunications (telephone) services such as FTS 2000 or DSN (unless coordinated with the Activity’s communications OPR);

i) Hazardous materials:  Purchasing hazardous materials is prohibited unless local procedures are utilized. Cardholders shall ask vendor if product contains a hazardous warning label. If so, Cardholders must contact their local Safety and Health Office (for DSCC 692-2332) to obtain further instructions.  The Safety Office will give approval (with further instructions) for or disapprove of the purchase of the item.  The following Hazardous Materials Information Resource System (HMIRS) Document Submittal Web Site, http://www.dlis.dla.mil/hmirs, provides users with an efficient method to submit MSDS and other hazardous material documentation.  Government personnel can use the web site to submit the new or updated documentation for hazardous materials managed within their inventory.   

j) Recurring services.  Services that are regularly performed on an installation should not be split into individual procurements for each occurrence in order to purchase such services with the Government Purchase Card.  Examples of such recurring services include installation trash/waste removal, building cleaning, and food services.  However, the purchase card can be used as a payment vehicle on the purchase order/contract for such services subject to contract payment clauses and the provisions contained herein;

k) Items that do not meet the CPG guidelines.  However, when an item must be purchased that does not meet the CPG guidelines, a waiver must be obtained in accordance with instructions in paragraph h (Comprehensive Procurement Guidelines) below. 

l) Split requirements.  Cardholders shall not divide a purchase of known requirements into multiple buys in order to circumvent the $2500 micropurchase threshold.

m) Food and Light Refreshments – Without statutory authority, appropriated funds are not available to pay subsistence or to provide free food to government employees at their official duty stations or vicinity.  Cardholders may not use the Joint Travel Regulation or Joint Federal Travel Regulation as statutory authority to purchase food or light refreshments at conferences.  Consult Legal counsel for acceptability before any purchase card transaction is made involving food.  

n) Gifts – Appropriated funds may not be used for personal gifts unless there is specific statutory authority to do so (68 Comp. Gen. 226, 1989).  This includes “novelties” often encountered such as key chains, coffee mugs, etc.  Per DSCC-DC policy regarding Promotional Items Purchased with Appropriated Funds (found in DSCC Administrative Folder in Public), the use of appropriated funds to purchase promotional items not specifically authorized by statute requires prior written approval of DSCC-DC.  Consult Legal counsel for acceptability before any purchase card transaction involving gifts or promotional items.

o) Memberships/Subscriptions – Appropriated funds may not be used to pay membership/subscription fees of an employee of the United States or District of Columbia in a society or association (5 USC 5946) regardless of the resulting benefit to the agency.  An activity may purchase a membership/subscription in its own name upon an administrative determination that the expenditure would further the authorized activities of the agency and this is not affected by any incidental benefits that may accrue to individual employees.  Consult Legal counsel for acceptability before any purchase card transaction is made involving memberships/subscriptions.

p) Cellular phones/pagers – While there are no purchase card specific prohibitions on purchasing cell phones/pagers, Cardholders should contact DSCC-B (The DSCC telecommunications OPR) for advice regarding types of services and restrictions on who phone/pagers may be purchased for.  Cardholders who do not have to comply with DSCC policy should consult their local telecommunications OPR.  

q) Cash returns/refunds – Cash refunds shall not be utilized for returned items.  Rather, vendors should apply a credit to the applicable card account. 

r) Personal Protective Equipment:  The purchase card and convenience check may not be used to purchase personal protective equipment and clothing without prior approval from the DSCC Safety and Health Office.  Personal protective clothing and equipment includes hard hats, gloves, respirators, smocks, face shields, protective creams, foul weather gear, ear muffs, ear plugs, visi-specs, safety eye glasses (prescription and non-prescription), life lines, aprons, etc.  s) Unordered or unsolicited items.  The purchase card shall be used to pay for official Government requirements only.  Cardholders shall consult Legal counsel if a vendor demands payment for items not expressly ordered.

f.  Accountable Property: All accountable property (non-expendable items) shall be documented and properly labeled with bar code/Government property tag.  Purchases shall be coordinated with the Hand Receipt Holder within the Cardholder’s organization.  DSCC Cardholders shall follow the current DSCC-W property accountability procedures for Property Accountability for Defense Supply Center Columbus.  Cardholders in tenant activities shall follow their local guidance applicable to property accountability.  

g.   Priorities for Use of Government Supply Sources

1) Cardholders shall follow the procedures for purchasing from mandatory sources contained in FAR and DFARS part 8, Required Sources of Supplies and Services.  When mandatory sources are not utilized, Cardholders must obtain waivers or clearances from the applicable agency.  In addition, the file must be documented to explain why mandatory sources were not utilized.  The mandatory sources are in descending order of priority:

Supplies

a) Agency inventories

b) Excess from other agencies 

c) Federal Prison Industries (see paragraph 4 below)

d) Products available from the Committee for Purchase From People Who Are Blind or Severely Disabled 

e) Wholesale supply sources, such as stock programs of the General Services Administration, DLA, Department of Veterans Affairs, and military inventory control points 

f) Mandatory Federal Supply Schedules 

g) Optional-Use Federal Supply Schedules

h) Commercial Sources (including educational and non-profit institutions)

Services

a) Services available from the Committee for Purchase From People Who Are Blind or Severely Disabled

b) Mandatory Federal Supply Schedules 

c) Optional-Use Federal Supply Schedules 

d) Federal Prison Industries (FPI) (see paragraph 4 below), or commercial sources (including educational and non-profit institutions)

2) In order to determine if the item is available through one of the required sources listed above, Cardholders can obtain information from the following web sites:

Excess from other agencies (703-305-7240): www.gsa.gov. (Surplus/Excess Property)
Federal Prison Industries (FPI), (800-827-3168): www.unicor.gov. 

Committee for Purchase From People Who Are Blind or Severely Disabled, (703-603-7740): www.jwod.gov, (703-560-6800): www.nish.org, and (800-433-2304): www.nib.org
GSA Wholesale (800-525-8027): www.fss.gsa.gov (GSA Customer Supply Center)

DLA Wholesale:  Items available through DoD Electronic Mall (E-MALL): www.emall.dla.mil
Federal Supply Schedule (888-377-0070): www.fss.gsa.gov  (GSA schedules)

3) If the required supply or service is not available through a required source or meets exception criteria identified in FAR Part 8, the Cardholder then may acquire the supply or service from commercial sources (open market).

4) Purchase of products and services available from Federal Prison Industries

       a) Any item or orders for items totaling $2,500 or less that are listed in FPI's Schedule of Products

           may be purchased from a private source or FPI.  A waiver or clearance is not required if                 

           purchased  from other than FPI.   (FAR 8.606 (e) now indicates that orders for listed items

    totaling $2,500 or less do not require a FPI clearance.  Previously, FPI clearances were not 

    required for orders of items totaling only $250 or less that required delivery within 10 days.)

      b) For those supplies or services that total over $2,500 that are available from FPI, Cardholders

          must consider the FPI product or service and make a best value decision (comparing price,                

          quality and delivery) between the FPI product and an alternate source.  If the FPI product or 

          service is the best value, then the product or service must be purchased from FPI.  If the  

          Cardholder determines that the FPI product or service does not provide the best value, an 

          alternate source may be utilized.  A waiver from FPI is not required.  The form entitled 

          Determination of Comparability, is available at the DSCC Purchase Card Program website for 

          Cardholders to use in documenting their decision.  The form shall be maintained with other  

          supporting documentation.

c) If a Cardholder purchases a requirement that is listed on the FPI Schedule over $2,500 from a 

          source other than FPI and the FPI item is comparable to the alternate source, the Cardholder    

    shall obtain a clearance from FPI. 

5) DSCC Cardholders must purchase all general office supply requirements through the contractor awarded the current next-day delivery office supply contract.  New Cardholders should contact the Contracting Officer Technical Representative located in DSCC-WLA to obtain the name of the current contractor and ordering information.

6) The Document Automation & Production Service (DAPS) is the provider of document output for both hardcopy and digital information for the Defense Logistics Agency.  Cardholders must purchase copy paper, printing services, and automated document management requirements from DAPS.  Document management includes digital conversion, storage and output.  Other services available through DAPS include web page production, desktop publishing, and data and media conversion. 

7) Cardholder shall make every reasonable effort to ensure that repeat purchases of supplies and services are distributed equitably among qualified small and large businesses.  

h.  Comprehensive Procurement Guideline (CPG) Items:

1) Cardholders using appropriated funds are required to purchase EPA-designated recovered materials and environmentally preferable products (CPG items) to the maximum extent practicable consistent with the Federal procurement law. (See DSCC Purchase Card web site for the form (Purchase Log for Designated Recycled Content Items) containing a list of CPG items, the eight major categories and the percentage of recovered/recycled materials.)  The Cardholder may purchase an EPA-designated item that does not meet the percentages for recovered material based on one of the following reasons; 1) it is determined the item is not available competitively, 2) the item is not available within a reasonable time frame, 3) the item does not meet appropriate performance standards, or 4) the item is available at an unreasonable price.  If the purchase price exceeds $2500, a waiver must be obtained if an environmentally preferable product is purchased and does not contain the required percentage of recovered materials.  The Cardholder must complete the Request for Waiver Form (found in DSCC Purchase Card web site) and submit to DSCC-WB.  The original copy of the form shall be kept by the Cardholder and maintained as backup documentation for the Cardholder Statement of Account (SOA).  When a waiver is granted, the Cardholder shall annotate the date on the Purchase Log for Designated Recycled Content Items.  DLA’s CPG guidance may be obtained on the web site at http://www.epa.gov/cpg/products.htm.

2) Cardholders should purchase CPG products that are DLA/GSA managed via the DoD E-Mall system, the preferred means of procuring DLA managed CPG and energy efficient items.  DLA managed CPG items are toner cartridges, re-refined oil, plastic lumber, sorbents, and mats.  GSA is the preferred means of procuring other CPG items.  Those CPG products that are DLA/GSA managed are designated by a green tree symbol (environmentally preferred product).  The green tree symbol will be found in the description of the item in the cart on the “Search Summary Screen” of the E-Mall.  

3) The purchase of items listed on the Purchase Log for Recycled Content Items must be tracked and reported in accordance with reporting requirements listed in paragraph F.7. of this instruction.  Items purchased through the E-Mall, GPO, and DAPS do not have to be tracked and reported.  

i. Electronic and Information Technology Equipment:  All allowable computer/IT purchases for DSCC (not including tenants) shall follow guidance issued by DSCC-B and shall be processed through DSCC-B.

1) When purchasing EIT, Cardholders must ensure that –

a) Federal employees with disabilities have access to and use of information and data that is comparable to the access and use by Federal employees who are not individuals with disabilities; and

b) Members of the public with disabilities have access to and use of information and data that is comparable to the access to and use of information and data by members of the public who are not individuals with disabilities.  

2) Exceptions: 

a)  Supplies and services purchased via a contract; 

b)  The purchase is for a national security system;

c)  The purchase is for equipment that will be located in spaces frequented only by service personnel for maintenance, repair, or occasional monitoring of equipment; or

d)  Purchase of the equipment would impose an undue burden on the agency.  When determining whether compliance with the standard would impose an undue burden, the agency must consider the difficulty or expense of compliance and agency resources available to its program or component for which the supply or service is being acquired. 

3)  Documentation for EIT purchases:  

a) The requestor must document in writing the nonavailability of supplies or services in the commercial market place, when acquiring commercial items.  The determination must include a description of market research performed and which standards cannot be met.  The documentation will be included in the Cardholder file. 

b) The requestor must document in writing, the basis for an undue burden decision and provide the documentation to the Cardholder for inclusion in the purchase card file.

j.  Energy-efficient Products.   When acquiring energy-using products, Cardholders must purchase ENERGY STAR® or other energy-efficient products designated by the Department of Energy's Federal Energy Management Program (FEMP), if life cycle cost-effective and available.  The Department of Energy’s (DOE) FEMP Buying Energy Efficient Products contains product energy efficiency recommendations for products that Federal personnel are to use when purchasing energy-consuming equipment.  DOE’s FEMP recommendations may be obtained at http://www.eren.doe.gov/femp/procurement or by calling (202) 586-4858.  A list of Energy Star® products and services are available at http://www.energystar.gov/. 
k. When repair services are being procured, it is difficult to determine the actual cost of the service prior to completion of the repair.  In these instances, Cardholders shall provide the merchant with a “not to exceed” dollar amount.  The merchant shall be notified that no work shall be performed that will create an obligation higher than this amount, until the Cardholder is notified.  At that time, the Cardholder will instruct the merchant to perform no further work, or obtain additional funds to complete the repair/maintenance.  Cardholders shall be careful not to exceed their single purchase limit in these situations.  If repair costs exceed the Cardholder’s or Check Account Holder’s single purchase limit, the Cardholder will instruct the merchant to stop work until the requirement can be procured on a purchase order.  

l.  The Government purchase card and convenience check is embossed with the notice: "U.S. Govt. Tax Exempt."  Prior to using the purchase card or check, the Cardholder shall inform the merchant that the item(s) is not subject to state or local sales tax.  The merchant may request a tax identification number or tax exemption certificate from the Cardholder.  For DSCC, the Federal Tax Identification Number is 31-44-20477F, and the State Identification Number is 51-156784-4.  If the merchant requests a tax exemption certificate, the Cardholder may contact the A/OPC to obtain a completed tax exemption certificate prior to making a purchase with the purchase card.


m.  Purchases shall be distributed equitably among qualified suppliers.  In determining the number of sources to solicit, the Cardholder shall consider the nature, competitiveness, urgency, dollar value, and past experience/history of the item.


n.   Purchases under $2,500 may be accomplished without securing two or more offers if the Cardholder considers the price obtained to be fair and reasonable.  However, the determination that a proposed price is reasonable may be based on competitive quotations/offers.  When only one quote is received, the determination of price reasonableness may be based on the following:

1) Market research,

2) A comparison of the proposed price with prices found reasonable on previous purchases,

3) Current price lists, catalogs, advertisements, similar items in a related industry,

4) Value analysis,

5) Cardholder’s personal knowledge of the item being purchased,

6) Comparison to an independent government estimate, or 

7) Any other reasonable basis.  

Cardholders shall not take steps to verify price reasonableness unless he/she has information to indicate the price may not be reasonable or is procuring an item or service that has not recently been purchased on a competitive basis.  Written documentation of price reasonableness is not required. 

o.  All items ordered by telephone or over-the-counter shall be immediately available (will be delivered by the merchant prior to the end of the 30 day billing cycle) - no backordering.  The Cardholder shall advise vendors that full billing against the purchase card cannot occur until full shipment is made. (According to VISA's Merchant Regulations, merchants must delay the processing of a purchase card transaction until the purchased merchandise has been shipped.)

p.  The Cardholder shall complete DSCC Form 2276, Purchase Card Order Log (PCOL), found on the DSCC Purchase Card web site, for each transaction placed against a purchase card and convenience check account.  The PCOL shall be annotated at the time the purchase is made.  The Cardholder shall maintain a separate PCOL for each billing cycle.  In addition to the PCOL, for over-the-counter purchases the Cardholder will obtain the customer copy of the charge slip, which will become the accountable document.  For telephone purchases, the Cardholder will retain any associated charge slips, invoices, and packaging and shipping documents as proof of purchase for use in reconciling the Cardholder’s Monthly Statement of Account and to document a purchase made by convenience check.  The Approving Official shall make sure that the documentation is retained in order that transactions may be verified upon receipt of the official invoice.  Note:  The PCOL may be maintained either manually or in an electronic form.  However, a copy shall be maintained with the documentation pertinent to each monthly statement.  In addition to the foregoing, a copy of the DD Form 1556 will be retained as purchase card documentation of training requirements. 

q.  Cardholders may be asked to pay for supplies and services that were previously purchased by one of their customers and therefore not in accordance with these procedures.  When these situations arise, the purchase must be ratified as an unauthorized commitment in accordance with the procedures outlined in the Federal Acquisition Regulation (FAR 1.602-3).  The following information must be obtained by the Cardholder and forwarded to DSCC-PS for ratification of the action:

1) Who committed the unauthorized commitment and the organization involved,

2) When the commitment occurred,

3) What services and/or goods were required,

4) Why were the services and/or goods needed,

5) The cost of the commitment (provide invoices, if available),

6) How was the commitment made (i.e., how was the order placed),

7) Explain the organization’s ordering procedures,

8) Explain in detail what breakdown occurred in the ordering procedures,

9) Explain in detail what actions have been taken in order to prevent future recurrence of unauthorized commitments, and

10) Provide documentation that shows money was available at the time the unauthorized commitment was made, and that money is currently available to pay for the cost of the unauthorized commitment.

r.  The purchase card and convenience check shall be the method of payment for training requirements that utilize the DD Form 1556.  

s.  Deliveries/Pick-Up/Receiving

1) The purchases made by Cardholders may either be delivered direct or picked up by the Cardholder (this includes any over-the-counter purchases).  Deliveries by the vendor shall be encouraged.

2) If the items are to be delivered, the Cardholder is responsible for ensuring that the supplies are received timely and distributed to the end-item user.  

3) Regardless of whether supplies are picked up or delivered, the Cardholder shall ensure that items are processed in accordance with applicable procedures for accountable/pilferable property.  The Cardholder shall be certain that the supplies have been shipped and the services received before payment is authorized.

t.  Convenience Check Procedures

1) Requestors shall route all requests for convenience checks through the purchase Cardholder.  The Cardholder must comply with all applicable purchase card policies and regulations for purchases paid with convenience checks (including documentation of the purchase on the PCOL, preparing all supporting documentation, verifying fund availability, and checking required sources).  When the purchase is documented on the PCOL, the Cardholder will not decrease the amount of funds available in column 15 for the convenience check purchase.

2) In order for a convenience check to be issued, the requestor (Cardholder) must complete the “Convenience Check Certification” form provided at the DSCC Purchase Card web site.  The completed document must demonstrate that the Cardholder has made the maximum effort to use the purchase card.  The Convenience Check Certification form shall be signed by the Cardholder and at the Directorate/Office Chief level.  This form will be provided to the Check Account Holder to support the purchase.  When purchasing services (including commercial training), the document entitled “ Information for Form 1099 Reporting” (found at DSCC Purchase Card web site) must accompany the request.  When purchasing training via the DD Form 1556, the Cardholder will provide a copy of the form to the Check Account Holder with the Convenience Check Certification.

3) Upon receipt of the signed Convenience Check Certification, and 1099 reporting form (when applicable), the Check Account Holder will review the request to ensure compliance with all financial and accounting requirements, record the request, and issue a convenience check.  The convenience check will be made out to the vendor for the exact dollar amount requested on the Convenience Check Certification document.  The Convenience Check Certification will be retained by the Check Account Holder as proof of purchase and will be used to reconcile the monthly Statement of Account.  A copy of the Convenience Check Certification will be provided to the Cardholder and shall be maintained with the PCOL.  

4) The Check Account Holder will issue a check to the requestor in person, and the requestor will be required to sign the check portion of the Convenience Check Certification document.  The Check Account Holder is the only person authorized to sign a convenience check.   If the check is issued to a requestor at a remote site, the Check Account Holder will send the check to the requestor by certified mail, using the certified receipt of delivery as proof of check receipt. 

5) Once the requestor has received the convenience check, he/she shall ensure the check is delivered to the vendor for the supplies or service cited in the approved Convenience Check Certification document.  The Cardholder shall maintain all supporting documentation of the purchase for auditing purposes.

6) If there is a change in the vendor, supplies or service, or the dollar amount, the requestor shall return the convenience check to the Check Account Holder.  The Check Account Holder will void the check, and record the check as voided in internal records.

7) The convenience Check Account Holder shall be responsible for maintaining internal records and reconciling cleared checks against the SOA in accordance with standard payment practices established by references identified in Section A (References) of this guide.  The convenience check holder will coordinate any erroneous or duplicate charges with the requestor.  Issues requiring contact with the vendor shall be the responsibility of the Cardholder.  The Cardholder will coordinate action with the Check Account Holder.  

8) The Check Account Holder and Approving Official must reconcile their monthly statements in accordance with the procedures outlined in Documentation, Reconciliation, and Payment – Reconciliation of Convenience Check Account and Approving Official Verification and Certification Procedures of this guide.

9) Check Account Holders will maintain all documentation at their office location for three years.  After that time, files will be sent to records holding for an additional three years and six months.
10) If the Check Account Holder is unavailable, the purchase must be made using local procurement procedures.

u.  Oral Purchases:  The Cardholder shall confirm that the vendor agrees to charge the purchase card when shipment is made so that receipt of the supplies may be certified on the monthly Statement of Account.

v.  Over-the-Counter Purchases:  The Cardholder shall retain a copy of the charge slip for documentation and invoice reconciliation purposes. 

2.  Accounting and Finance Procedures

a.   Documentation, Reconciliation, and Payment – Purchase Card  

1) Posting Transactions:  When purchases are made at merchant locations, transaction information is routed to U.S. Bank, Inc. via the electronic VISA Network.  The transactions are posted to the appropriate Cardholder file until the monthly billing cycle date is reached.  On that date, all transactions are pulled from the Cardholder file and reported on the Cardholder Statement of Account, which is printed and available, the following business day.

2) Receipt of Cardholder Statement of Account:  At the end of each billing period, U.S. Bank, Inc. shall provide each Cardholder a monthly Statement of Account.  It will be mailed after the close of each 30-day billing cycle.  For DSCC, the statements shall be generated at the end of business on the fifth day of the month, the last day of the billing cycle.  If the fifth falls on a weekend or holiday, the statements shall be generated at the end of the previous business day.  Cardholders who do not receive their SOA within ten working days from the close of the billing cycle shall call Customer Service (1-888-994-6722) and request a copy of the SOA.  Note:  Cardholders will not receive a statement if there was no activity (purchases, credits, payments, etc.) on the account during the billing cycle.  

3) Cardholder Reconciliation Process – When the Cardholder receives the SOA, reconciliation shall be completed as follows:

a) Annotate the SOA with the date the statement was received.

b) Check each charge listed on the SOA against the PCOL(s) for accuracy.

c) The Cardholder shall insert a description for each transaction.

d) Check for credits due resulting from problems with previous months’ charges.

e) Attach all supporting documentation and forms to the SOA.  This includes a copy of all applicable PCOLs, sales receipts, invoices, customer request forms, shipping documents, DD Form 1556s, and copies of applicable reports (e.g., CPG, DD 1057, DD 350).  If the Cardholder does not have documentation for a transaction to attach to the SOA, the Cardholder shall provide a written explanation that includes a description of the item, date of purchase, merchant’s name, and reason why the documentation cannot be provided.

f) Annotate questionable items on the SOA.  Prepare Cardholder Statement of Questioned Item (CSQI) immediately for charges not resolved.

g) Certify accuracy by signing and dating the reverse side of each page of the SOA. 

h) Forward the SOA with supporting documentation (including the CSQI) to the Approving Official. 

i) The Cardholder verification process shall be completed within five calendar days after receipt of the SOA in order to provide sufficient time to allow for subsequent Approving Official review and facilitate payment of the Billing Statement within the time constraints set forth by the Prompt Payment Act to avoid interest penalties.

j) If the Cardholder will not be available to sign the SOA because of leave or travel, he/she shall forward all copies of sales drafts and vendor invoices to his/her Approving Official.  The Approving Official shall perform the reconciliation, certify the official Billing Statement and forward to the Billing Office.  When the Cardholder returns to duty, he/she shall then sign the original SOA and forward to his/her Approving Official.

k) If there are errors, disputes, incomplete deliveries, or returns, the applicable transaction on the SOA shall be approved for payment.  Cardholders shall attempt to resolve errors, disputes, and returns so that the necessary adjustments will appear on the next SOA.  If the Cardholder’s attempts are unsuccessful, formal dispute procedures shall be followed.

l) Cardholders shall hold documentation on charges and credits in a separate file until they appear on the SOA.  If the charges do not appear on two consecutive monthly statements after the purchase is made, notify the merchant for assistance.   If credits for erroneous charges do not appear on the monthly statement following the end of the billing cycle in which the credit should have been applied, the Cardholder shall dispute the original erroneous charge using the procedures outlined in paragraph 4 below.

m) Cardholders who consistently fail to perform reconciliation or who fail to maintain adequate documentation may have their accounts canceled and purchasing privileges revoked by the A/OPC.

4) Disputes

a) Under VISA rules, Cardholders have 60 days from receipt of the SOA to dispute a transaction.  The most common causes of disputes are defective items, unauthorized charges, and items billed but not received.  Other reasons for disputes include alteration of payment amount and duplicative charges.  The Cardholder shall attempt to resolve a dispute with the merchant as soon as possible after receipt of the SOA.  If the vendor does not remedy the situation, the transaction shall be formally disputed.  However, Cardholders shall process, for payment in full, the SOA and allow possible credits for disputed items to offset future billings.  

b) Disputes Procedures: If the Cardholder is unable to resolve the problem with the vendor, he/she shall complete a CSQI Form (available at the DSCC Purchase Card Website) within 60 days from receipt of the SOA and send it by facsimile to U.S. Bank at 701-461-3466 or mail to I.M.P.A.C., PO Box 6347, Fargo ND 58125.  A copy of the CSQI shall also be provided to the Disputes Officer.  Cardholders shall promptly notify their Approving Official of any disputes.  On the SOA, the Cardholder shall identify the transaction disputed and describe the action taken to resolve the dispute with the vendor.  A copy of the CSQI is attached to the SOA and sent to the Approving Official as part of the reconciliation process.  Approving Officials shall continue to monitor the status of the dispute and assist as necessary to resolve the issue with the bank.    

c) If a transaction involves sales tax charged erroneously by the vendor, the amount of the tax cannot be disputed.  Ordering agencies shall pay the tax and Cardholders shall make every effort to obtain a credit from the vendor for the amount of the tax.

NOTE:  U.S. Bank, Inc. shall credit all disputed transactions until resolved.

b.    Documentation, Reconciliation, and Payment - Convenience Check Account

1) Posting Checks:  When convenience checks are processed against the check account, they are posted as “cash advances.”  An administrative fee of 1.7 percent of the check amount is posted as a separate charge for each check and is identified as a “cash advance fee.”   The checks and fees are posted to the appropriate Check Account Holder’s file until the monthly billing cycle date is reached.  On that date, all checks and fees are pulled from the Check Account Holder’s file and reported on the Statement of Account, which is printed and available, the following business day.

2) Receipt of Statement of Account:  At the end of each billing period, the issuing bank shall provide each Check Account Holder a monthly SOA.  The statement shall be mailed within five calendar days after the close of each 30-day billing cycle.  For DSCC, the statements shall be generated at the end of business on the fifth day of the month.  If the fifth falls on a weekend or holiday, the statements shall be generated at the end of the previous business day.   Check Account Holders who do not receive their SOA within ten working days from the close of the billing cycle shall call Customer Service (1-888-994-6722) and request a copy.  

NOTE:  Check Account Holders will not receive a statement if there was no activity during the billing cycle.

3) Check Account Holder Reconciliation Process:  When the Check Account Holder receives the SOA, reconciliation shall be completed as follows:

a) Annotate the statement with the date the statement was received.

b) Check each charge listed on the SOA against each Convenience Check Certification form for accuracy.

c) The Check Account Holder shall insert a description on the SOA for each transaction.

d) Attach all Convenience Check Certification forms to the SOA.  If the Check Account Holder does not have documentation for a transaction to send with the SOA, the Check Account Holder shall attach an explanation that includes a description of the item, date of purchase, check number, merchant’s name, and an explanation as to why the documentation could not be provided.

e) Certify accuracy by signing the reverse side of each page of the SOA. 

f) Forward the SOA with supporting documentation to the Approving Official. 

g) The Check Account Holder verification process shall be completed within five calendar days after receipt of the SOA in order to provide sufficient time to allow for subsequent Approving Official review and facilitate payment of the Billing Statement within the time constraints set forth by the Prompt Payment Act to avoid interest penalties.

h) If the Check Account Holder is not available to sign the SOA because of leave or travel, the Check Account Holder shall forward all Convenience Check Certification forms to the Approving Official.  The Approving Official shall perform the reconciliation, certify the official Billing Statement and forward the Billing Statement to the Billing Office.  When the Check Account Holder returns to duty, he/she shall then sign the original SOA and forward to the Approving Official.

i) If there are errors, disputes, incomplete deliveries, or returns, the applicable transaction on the SOA shall be approved for payment.  Check Account Holders shall contact the Cardholder who will attempt to resolve errors, disputes, and returns. 

j) Check Account Holders shall hold documentation in support of checks written in a separate file until they appear on the SOA.  If any convenience check does not appear on the SOA and the Check Account Holder believes that sufficient time has passed for a check to be posted, the Check Account Holder shall notify the Cardholder for assistance.  The Cardholder will notify the merchant, find out why the check has not been processed, and inform the Check Account Holder. 

k) Check Account Holders who consistently fail to perform reconciliation or maintain adequate documentation may have their accounts canceled and purchasing privileges revoked by the A/OPC.

4) Disputes:  There is no disputes process available to Check Account Holders.  All disputes regarding defective items, returns, and items paid for, but not received shall be resolved with the merchant by the Cardholder.  Check Account Holders shall process the SOA for payment in full.   If an item is returned for credit, the Cardholder shall instruct the merchant to issue a check made payable to DFAS Disbursing Officer at the following address: c/o DSCC-RRF, 3990 E. Broad Street, Columbus, OH 43216-5000.  The funds will be credited to the original account.

c.  Approving Official Reconciliation and Certification Procedures

1) General: The Approving Official is one of the primary internal controls to ensure that purchases are proper, prices are reasonable, and that purchases comply with policies and procedures.  Approving Officials and alternates shall be appointed Certifying Officers and shall be responsible for certification of the monthly Billing Statement for payment.  Such certification imposes financial liability on the Certifying Officer for any illegal, improper, or incorrect payments made based on an inaccurate or misleading certification.  Approving Officials are responsible for conducting a periodic review of the continued need for a purchase card for each Cardholder under his/her cognizance.

2) The Billing Statement:  At the same time that the Cardholder’s and Check Account Holder’s SOA is generated, the official Billing Statement is generated for the Approving Official who is also the Certifying Officer. The Billing Statement provides the following information:

a) A breakdown of information, which is summarized into the Billing Account Summary, Billing Account Activity, and New Activity, processed during the billing cycle.  The statement includes a summary of charges processed against the account, as well as credits, rebates, and payments.  

b) The Certifying Officer and Approving Official certification is made on the reverse side of each page.  All Approving Officials have been appointed Certifying Officers, and shall insert his/her signature and date certified on each page of the Billing Statement on the line immediately following the heading: Purchase Card Certifying Officer.  The Approving Official signature line shall be left blank.  

3) Approving Official Reconciliation Process: 

a) Approving Official or his/her designated alternate is responsible for:

(1) Annotating the Billing Statement with the date received.  If the Approving Official does not clearly identify the receipt date, the Prompt Payment Act requires the Paying Office to use the statement date as the date of receipt.  In most cases, this will result in the payment not being made within 30 days and interest penalties shall be assessed.

(2) For stock fund purchases, ensuring that all Active Contract File (ACF) obligations are recorded in SAMMS prior to certification of the Billing Statements.  The Approving Official should have direct knowledge of these purchases and have internal controls in place to provide reasonable assurance the purchase is properly recorded in SAMMS.   

(3) Providing the certified Billing Statement to DSCC-RRF no later than three working days after receipt of the last Cardholder statement.  For card accounts supported by stock funds, the Approving Official shall submit certified Billing Statements directly to DFAS-BVDPCC/CC.  

(4) Ensuring that charges are for authorized purchases and are made in accordance with applicable FAR, DFARS, and DLA regulations.

(5) Ensuring that adequate documentation is available to support individual transactions.

(6) Ensuring that the facts presented in documents for payment are complete and accurate.

(7) Ensuring that property hand receipts have been obtained for accountable property.

(8) Taking appropriate action to prevent two or more payments for the same transaction.

(9) Ensuring that dispute procedures are properly implemented when transactions are questioned.  

(10) Ensuring any suspected irregularities are documented on the Billing Statement or attachments.  

b) If the Approving Official suspects fraud or misuse of the purchase card by the Cardholder, he/she shall notify the bank first.  Then the Approving Official shall contact the A/OPC, the DoD Fraud Hotline (1-800-424-9098), and Legal (DSCC-G).  In addition, DCIS shall be contacted.  

c) The Approving Official shall annotate the billing statement as to the existence of a dispute for any transaction that has been identified on the Cardholder’s SOA as a disputed item.

d) After resolving any questions, the Approving Official who is also the Certifying Officer shall certify each statement for payment by signing and dating each Signature Page of the Billing Statement.  By doing so, the Certifying Officer certifies that the invoice is correct and proper for payment, except as indicated on the statement or attached supporting documentation.

e) Pursuant to 31 U.S.C. 3528(a), the act of certifying that the Billing Statement is proper for payment makes the Approving Official/Certifying Official pecuniarily liable (i.e., personally, financially responsible).  Approving Officials are liable for an illegal, improper, or incorrect payment due to an inaccurate or misleading certification.  Consequently, Approving Officials that knowingly make a false certification could be asked to repay the Government for the items purchased.  Pursuant to 31 U.S.C. 3528 (b), there are two exceptions to a finding of liability.  These include situations where the Certifying Official did not know and by reasonable inquiry could not have discovered the correct information; or the obligation was incurred in good faith where no law specifically prohibited payment, and the Government received a benefit.  If the Approving Official is unsure about certification, he/she may contact their legal representative or the Financial Manager for guidance and/or assistance.  

f) Deliver the original certified Billing Statement with CSQI, if applicable, to the DSCC Financial Services Office (DSCC-RRF) located in Building 20, Pod B, Fifth Floor.  

g) In cases where the Cardholder/Check Account Holder is not available to perform the reconciliation (e.g., vacation, TDY, or sick leave), the Approving Official shall assist in making alternate arrangements.  If satisfactory arrangements cannot be made, the Approving Official shall perform an independent review of the Cardholder’s documentation and certify the Billing Statement for payment.  The Cardholder/Check Account Holder will perform reconciliation upon his/her return to duty. 

h) If a Cardholder/Check Account Holder cannot produce her/his SOA, the Approving Official may direct the Cardholder/Check Account Holder to endorse that portion of the Billing Statement that applies, since identical information from the SOA is on the Billing Statement, and contact the bank’s customer service department to obtain a copy of the SOA.

i) The Approving Official shall ensure that there is an alternate Approving Official available to perform Billing Statement reconciliation in the absence of the primary Approving Official.  Note:  The alternate shall also be an appointed Certifying Officer.

j) The Approving Official shall keep a copy of the certified Billing Statement and each original SOA (with PCOLs, receipts, and supporting documents) for a period of six years and three months, after final payment.

3) Account Suspension Policy:  Department of Defense policy requires cardissuing banks to suspend any billing account where payment is more than 60 days delinquent.  If any account becomes delinquent more than 180 days, all accounts for the activity will be suspended.  The bank will automatically suspend the accounts when they become delinquent and will automatically lift the suspension when the outstanding balance is paid in full.  

3.  Improper Use of the Card and Check

a. It is the responsibility of the Cardholder and Check Account Holder to use the card and check in accordance with this Guide, including ensuring they are not used improperly. The card and check shall be used only by the individual whose name appears on the account.  If the Cardholder/Check Account Holder identifies any improper uses of the card/check, such matter shall be referred to the Approving Official, except where the card/check has been lost or stolen, in which case both notifications under Lost or Stolen Cards/Checks under Security of this guide shall be provided.  

b.  All improper uses of the purchase card and check are initially the responsibility of the Approving Official to investigate.  Where the Approving Official questions a purchase on a SOA, the Cardholder/Check Account Holder shall explain and/or document to his/her Approving Official the nature of the purchase. Where the Cardholder/Check Account Holder cannot substantiate that the purchase was proper, the Approving Official has the authority to require the Cardholder/Check Account Custodian to return the item, obtain a credit voucher, or require a personal check made out to the U.S. Treasury for the full amount of the purchase, if the Billing Office has already made payment.

c.  If a Cardholder learns that unauthorized persons have placed charges against a card for which the Cardholder is responsible, he/she should immediately notify both the bank and the A/OPC responsible for the program.

d.  The Approving Official shall refer all instances of improper use to the A/OPC regardless of whether the Cardholder/Check Account Holder is required to repay the Government for the improper use.   

e.  The A/OPC may investigate potential improper use of the purchase card/check at any time as deemed appropriate, regardless of the Approving Official’s knowledge of the infraction.  As needed, the A/OPC shall refer substantiated instances of improper use to Legal counsel for advice regarding further action, including cancellation of the card/check account, disciplinary action, personal liability, and/or criminal action against the Cardholder/Check Account Holder.

4.  Internal Controls and Records

a.  Internal controls are inherent in many of the policies and procedures in this guidance.  Some of the more significant ones are summarized below:
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b.  The Approving Official shall maintain a monthly summary file that shall contain copies of all accountable documents (Cardholder SOA, PCOL(s), sales receipts, invoices, proofs of purchase, memos, purchase requests, procurement files, etc.) required to support the monthly Billing Statement sent to the Approving Official.  The Approving Official shall maintain the Billing Statement and supporting documentation for a period of six years and three months.  The documentation is subject to review by the Internal Review office, the A/OPC, or the Head of the Contracting Activity (HCA) or designee, and shall be made available within 48 hours of the request.  The central files shall be accessible to approved purchase card program participants only.

c.  In addition to the reviews identified in the preceding paragraph, each convenience check account shall be audited quarterly on an unannounced basis by DSCC-DI.

d. The Agency/Organization Program Coordinator (A/OPC), or Alternate will take the following actions to ensure integrity of the purchase card program:

1)  Review the Monthly Account Cycle Report for any suspicious transactions including requirements that may have been split in order to stay under the single purchase limit or those that appear to be purchased from prohibited sources. 

2)  When a suspicious transaction is noted, review all transactions made during the month for that Cardholder in accordance with the DLA Purchase Card Inspection Checklist.   

3)  If no suspicious transactions are noted during the A/OPC’s review of the monthly statement, the A/OPC will randomly select one or more Cardholder accounts to review. The reviews will be conducted such that every Cardholder account is reviewed at least two times per year.

4)  In addition, all Approving Official accounts will be reviewed for certification and reconciliation of the Billing Statement in accordance with governing policy.

5)  If the A/OPC believes misuse has occurred, the matter will be referred to DOCCR for advice regarding further action, including additional training, cancellation of the card, disciplinary action, personal liability, and/or criminal action against the Cardholder and/or Approving Official.  In situations where the A/OPC’s review reveals that a broader scope of investigation is warranted, the matter will be referred to the DSCC Internal Review or Defense Criminal Investigative Service (DCIS) office for broader investigation. 

6)  If the A/OPC believes misuse has occurred, and the matter has been referred to the Internal Review office or DCIS, the A/OPC will notify DSCC-I and CSO-C of the action.

7)  A memorandum will be prepared for each account reviewed and forwarded to the Approving Official with a copy to the Approving Official’s supervisor or higher-level official, as appropriate.  If corrective action is necessary, the memorandum will provide instructions for correction and a suspense date by which the corrective action should be taken.

8)  The A/OPC shall make a determination of the appropriate final action, and forward the recommendation to the appropriate office (DSCC-R, DSCC-G, etc.) for implementation of the final action.  

e. DSCC-PS will maintain a database that will provide visibility for 100% review of all purchase card accounts.  From this database, quarterly reports will be generated to summarize findings.

f.  Purchase card transactions are a continuing source of concern and an interest item of both the DoD IG and DLA, and the review of specific transactions should be expected.

5.  Account Maintenance:  The Approving Official shall make all requests for account maintenance in writing to the Agency/Organization Program Coordinator (DSCC-PS), regardless of reason.  Some of the most frequent needs for account maintenance are:

a. Changing the Monthly Office Limit:  If a Cardholder attempts to make purchases over the monthly Cardholder limit, the merchant’s point of entry authorization device will not approve the purchase. Checks that are written in excess of the authorized limit will be returned to the Check Account Custodian and a fee charged for insufficient funds.  Approving Officials shall coordinate changes to spending limits with their budget representatives to ensure funds availability or, in the case of a decrease, to release targeted funds.  Once the funding adjustment has been made, the Approving Official shall notify the A/OPC in writing.  The A/OPC shall immediately contact U.S. Bank, Inc. to adjust the spending limit.  Adjustments to monetary limits may be required at fiscal year end.   Spending limits shall be periodically reviewed by A/OPC.  To increase a Cardholder’s 30 day (monthly) limit, the Supervisor forwards a written request to the Agency/Organization Program Coordinator (APC) that includes: the Cardholder’s and Approving Official’s name, e-mail, and official mailing address, the Cardholder’s revised monthly limit, and approval of the supporting Financial Manager.

b. Approving Official Transfers to Another Office: When an Approving Official moves to another office or cancels his/her account, all Cardholder/Check Account Holder accounts associated with the Approving Official shall be moved to another Approving Official or canceled.  The move to another Approving Official shall occur at the end of a billing cycle. 

c. Cardholder/Check Account Holder Transfers to Another Office:  If a Cardholder/Check Account Holder moves to another office where he/she will have a Government purchase card or convenience check account, the existing account will be canceled and a new account will be established under a new Approving Official. 

d. Cardholder/Check Account Holder Leaves Agency:  When a Cardholder/Check Account Holder leaves the agency or moves to another office, he/she shall notify the Approving Official.  The Approving Official will destroy the card so that it can no longer be used.  If the Cardholder/Check Account Holder is transferred to another office and will hold a purchase card, a new account shall be generated under a new Approving Official.  In either case, the supervisor shall request cancellation of the current account through the Agency/Organization Program Coordinator.
6.  Security:  It is the Cardholder’s/check account holder’s responsibility to safeguard the purchase card/convenience check and account number at all times.  The card/checkbook shall be safeguarded in the same manner as cash.  

a.  Reporting Lost or Stolen Cards/Checks:  If a purchase card/convenience check has been lost or stolen, the Cardholder shall immediately notify U.S. Bank, Inc., the A/OPC, and the Approving Official.  The phone numbers to call are as follows:

24 hours – Inside the U.S. 

1-888-994-6722

Outside the U.S. 


Call collect (701) 461-2232

b.  Purchase Cards

1) Once the loss or theft of a purchase card has been reported to U.S. Bank, Inc., a new card with a new account number will be mailed to the Cardholder within two business days.  If a card is found after being reported lost or stolen, the Cardholder shall immediately cut the card in half and return it to his/her Approving Official.  

2) To facilitate billing account reconciliation, purchases made prior to the lost/stolen date will automatically be billed under the new account number assigned to that Cardholder.  Internal security procedures at U.S. Bank, Inc. provide for the review of suspicious transactions to prevent these from appearing on the new account statement.  The Cardholder shall, however, carefully review his/her new statement and report any incorrect billings to U.S. Bank, Inc. immediately.

c.  Convenience Checks: 

1) For checks that become lost or stolen after they have been issued, but not received by a vendor, the Check Account Holder shall notify U.S. Bank and request that a Stop Payment action be initiated against the applicable check number(s).  Within 24 hours, the check will be prevented from being processed through the bank’s system.  A Stop Payment fee of $25.00 will be charged to the Check Account Holder’s account.  

2) For checks that become lost or stolen prior to issuance, the Check Account Holder shall notify the bank of the applicable check numbers.  The bank will establish a new convenience check account and mail them to the Check Account Holder within seven business days. 

It is important that Cardholders and Check Account Holders provide immediate

notification of any loss or theft of cards and checks.

7.  Reporting Requirements

a.  Comprehensive Procurement Guideline Items: All CPG items must be reported by filling out the Purchase Log for Designated Recycled Content Items (found at DSCC Purchase Card web site).  Products purchased from DLA (E-MALL), DAPS, and GPO do not have to be tracked or reported.  A sample reporting entry is included for “plastic waste receptacles”.  Cardholders shall send the completed form quarterly (by the 15th of January, April, July, and October) to DSCC-WB.

b.  DD Form 1057 – Monthly Contracting Summary of Actions $25,000 or Less:

1) Reportable actions: Except as provided in paragraph 2 below, summarize purchase card transactions on the monthly DD Form 1057 that obligate or deobligate funds up to $25,000.

2) Do not report the following types of transactions on the DD Form 1057:

a) Micro-purchases (up to $2,500) obtained through use of the Government-wide commercial purchase card or convenience check.

b) Transactions that cite only Non-Appropriated Funds. 

c) Requisitions transferring supplies within or among the departments or agencies.

d) Training purchased via the DD Form 1556.

3) Cardholder responsibilities.

a) Prepare a DD Form 1057, in accordance with the instructions provided on the form (found at DSCC Purchase Card web site), for reportable purchase card transactions identified above.  The form may be accessed from the DSCC Purchase Card Program web page:  

b) Report transactions in the month they are executed or placed. 

c) Enter all dollar amounts in whole dollars only.  Do not enter cents.  If the net amount is a decrease, enter a minus sign (-) immediately preceding the amount to indicate a credit entry.  Do not enter parentheses.

d) Complete the DD Form 1057 in the required format within one working day after the cutoff of the reporting month.  Cardholders are authorized to cut off the reporting month no earlier than the 25th calendar day.  For September only, the cutoff date shall be September 30.  

e) Hand carry the original DD Form 1057 to DSCC-PBA located in building 20, Area B, First Floor, Room B130N.  A copy of the form will be retained with the Cardholder’s records and become part of the official file.

f) Unless otherwise instructed by DSCC-PBA, do not submit revised DD Form 1057 reports.  Include any required corrections or adjustments in the following month’s report.

4) DD Form 350 – Report of Contracting Actions over $25,000:  This form must be completed for each purchase exceeding $25,000.  Cardholders shall submit the form to DSCC-PS (so contract number can be assigned for reporting purposes) within three days from the date of the purchase.  Instructions for completing the form are provided at DFARS 253.302-70.  Guidance is available from the A/OPC.

G.    RESPONSIBILITIES.

1.  Base Contracting, DSCC-PS, is the administrative office for the Purchase Card Program at DSCC.  All requests for purchase cards, as well as initial questions concerning administrative matters of the program, shall go through this office.  Questions concerning procurement regulations shall be referred to DSCC-PCB.  Questions concerning funding shall be referred to DSCC-RRF.  Current points of contact in these offices are as follows:

Appropriated Fund Agency/Organization

Program Coordinator (A/OPC), DSCC-PS
               Teresa Endicott      (614) 692-3740   DSN 850

Alternate A/OPC, DSCC-PS

               Donna Gamble       (614) 692-7487         “

Disputes Officer, DSCC-PS
 

 Teresa Endicott       (614) 692-3740         “

Billing Office, DSCC-RRF
 
 
 William Breil          (614) 692-1501         “

Policy Analyst, DSCC-PCB 


 Diane Glasscoe       (614) 692-7267         “

Non-Appropriated Fund A/OPC


 Santos Ortega
    (614) 692-1218         “

Convenience Check (DWCF)

  
 Gordon Burke
    (614-692-1850)         “

2.  U.S. Bank, Inc. (the bank which processes the VISA cards and bank checks) may be contacted by the Cardholder/Check Account Holder when reporting a lost or stolen card or convenience check, and to check account balances.  All other questions concerning specific internal office use of the card shall be directed to the Approving Official.  Billing Officials and Cardholders/Check Account Holders may contact the bank to request a copy of the Billing Statement and Statement of Account (SOA).

3.  DSCC-PS (Base Contracting) Responsibilities

a.  Base Contracting, as the administering office, is responsible for:

1) Training program participants,

2) Issuing purchase cards and convenience checks,

3) Updating/maintaining accounts,

4) Providing the Disputes Officer and Agency/Organization Program Coordinator,

5) Assisting in Disputes (after the Cardholder has attempted to resolve),

6) Requesting audits and making final determinations for disciplinary action (including revocation of accounts) when needed, and                   

7) Periodic review of transactions to ensure appropriate use of the purchase card and convenience check                             

b).  DSCC-PS shall not be responsible for:

1) Day-to-day use of the card or check

2) Initial disputes over wrong shipments, incorrect billings, late deliveries, etc.

3) Customer's decision to misuse/abuse the card or check

4) Customer's non-receipt of supplies or services

5) Delivery or pick up of any item bought by the Cardholder

6) Reconciliation of customer's monthly statements or invoices

7) Internal control processes

8) Budgetary constraints or over-obligation of funds

9) Status of orders

10) Funding issues or problems

11) Any non-integrity or unethical dilemmas of the Cardholder or Approving Official

4.  When a card or check account is issued, the Cardholder/Check Account Holder alone is responsible for its use.  Base Contracting delegates purchase authority to the customer.  If this authority is abused, DSCC-PS does not assume any responsibility.  Base Contracting reserves the right to revoke a card or check account at any time evidence is presented that warrants such action. 

5.  Cardholders/Check Account Holder and Approving Officials shall be ready to assume complete responsibility for the card's use prior to applying for the card.  Therefore, careful consideration shall be given before applying for a card/check account and assigning duties.     

6.  Summary of responsibilities:  Below is a list of responsibilities for participants in the Purchase Card Program.  The list may not be all-inclusive.  Participants must comply with this and applicable DLA and DoD policies and procedures.

a. Supervisor

1) Nominate individuals to be Cardholders and Approving Officials within their organization by completing the Nomination Form.

2) Recommend the appropriate monthly and office limits in coordination with the Financial Manager.

3) Notify the A/OPC when removing program participants.

4) Include Cardholder and AO duties in the performance standard of individuals delegated this authority.

b. Approving Official/Certifying Officer

1) Be the Cardholder’s direct supervisor, or have the ability to influence the Cardholder’s performance appraisal and be able to recommend disciplinary action when warranted.

2) Ensures transactions of individual Cardholders meet the legal requirements for authorized purchase card transactions.

3) Ensures mandatory sources compliance

4) Ensure Cardholders provide adequate supporting documentation

5) Reviews Cardholder Statement of Account with supporting documentation

6) Certify the Billing Statement is correct, proper, and legal.

7) Is liable and pecuniarily responsible for

a) Information stated in the payment voucher, supporting documents and records

b) Computing the certified voucher

c) Legality of proposed payment under the appropriation/fund involved

d) Designating and issuing advice to accountable officials

8) Ensures proper and timely handling of disputes

9) Retains certified billing statements and supporting documents or six years, three months after final payment.

10) Notified A/OPC of Cardholder changes

11) Monitors payment delinquencies; resolves ASAP

12) Liaison with A/OPC and finance/resource management

c. Cardholder

1) Use the card for official Government requirements (“FOR OFFICIAL USE ONLY”)

2) Card security.

3) Seek advice from legal council or financial manager if unsure whether requirement can be purchased with appropriated funds or card can be used to purchase the requirement.

4) Ensure all required approvals are obtained prior to making a purchase 

5) Ensure adequate funding is available

6) Ensure purchases are within the single purchase and monthly purchase limits.

7) Utilize required sources

8) Rotate sources

9) Maintain proper documentation to support purchases

10) Reporting requirements, i.e. CPG items, DD Forms 350 and 1057) 

11) Verify receipt of all purchases

12) Reconcile Statement of Account and forward to Approving Official to allow timely certification of official bill.

13) Notify their A/OPC before they leave their official position and properly dispose the purchase card

d. Resource Manager

1) Use bulk funds

2) Assign single line of accounting

3) Maintain required accounting and expenditure records

4) Provide liaison with A/OPC, AOs and DFAS payment office
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