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| NTRODUCTI ON

The Government Purchase Card program was designed to
provi de a neans of purchasing small dollar itens when it
woul d not be cost effective to wite purchase orders.
Executive Order 12352, Procurenent Reform instituted this
type of purchasing for federal agencies.

The CGeneral Services Adm nistration (GSA) awarded a
contract to provide federal agencies with the purchase card
services. The bank card’ s distinctive appearance was
intended to set it apart from personal credit cards. It
bears the Great Seal of the United Sates and has the words
"United States of Anerica” printed on its face. The nane
Smartpay, is enbossed on the card along with the nane of

t he individual authorized to use the card.

The purchase card provides procurenent and nonprocurenent
personnel with a sinplified nethod of purchasing
comercially avail abl e supplies and services which do not
exceed the m cropurchase threshold. A m cropurchase
applies to purchases of supplies/services equal to or |ess
t han $2500 (for construction, $2000). It is inportant to
remenber that use of the Governnent-w de conmerci al
purchase card is not limted to use in commercial stores.

St andard procurenent rules as described in the Federal

Acqui sition Regul ation (FAR) and Suppl enents, and fiscal

| aw requirenments of the Anti-Deficiency Act as described in
DFAS-IN 37-1, apply to mcropurchases. Purchases are not
to be split to neet the $2,500 ($2000 for construction)

m cropurchase threshol d. Appropriations to fund purchases
nmust be avail abl e and nust be appropriate for the purchase.

The programis intended to:



(1) Supplenent and sinplify established small purchase
pr ocedur es;

(2) Can be used as a paynent method under existing
contracts or other contracting vehicles, and

(3) I's designed to m nimze cost/adm nistrative burden and
reduce procurenent |ead-tine.

Chapter 1

1-1. PURPCSE. The purpose of this Standard Operating
Procedures is to establish internal policies and procedures
to all Approving/Billing Oficials, Cardhol ders, Resource
Managers, Installation and Activity Commranders and to
others involved with the | MPAC program for use of the
purchase card to acquire and/or pay for supplies and
services which are commercially avail able and have been
approved for |ocal purchase.

1-2. APPLICATION. This SOP applies to all purchases of
suppl i es and services using the purchase card at Carlisle
Barracks, PA, within the installation’s area of support as
prescribed in AR 5-9.

1-3. REFERENCES.

a. AR 5-9, Intraservice Support Installation Area
Coordi nation, Mar 1984 Edition and Changes/ Updat es.

b. DFAS IN 37-1, Finance and Accounting Policy
| npl enent ati on, Sep 1995 Edi ti on and Changes/ Updat es.

c. Arny Federal Acquisition Regulations on Suppl enent
(AFARS), 1996 Edition and Changes/ Updat es.

d. Departnent of Defense Federal Acquisition Regulation
Suppl erent (DFARS), 1991 Edition and Changes/ Updat es.

e. Federal Acquisition Regulation (FAR), 1990 Edition and
Changes/ Updat es.

f. HQ TRADOO Acqui sition Regulation 715-3, 1997 Edition
and Changes/ Updat es.



g. Governnentw de commercial Purchase Card Services
Contract Guide, Revised Addition.

h. DOD 5500.7-R, Aug 1993 Edition and Changes/ Updat es,
Joint Ethics Regul ation, Standards of Conduct.

i. AR 710-2, Inventory Managenent Supply Policy Bel ow t he
Whol esal e Level, Mar 1994 Edition and Changes/ Updat es.

j. AR 735-5, Policy and Procedures for Property
Accountability, Mar 1994 Edition and Changes/ Updat es.

k. AR 25-30, Arny Integrated Publishing and Printing
Program Feb 1989 Edition and Changes/ Updat es.

. AR 25-1, Arny Information Resources Managenent Program
Nov 1988 Editi on.

1-4. DEFIN TION OF TERMS

Agency Program Coordi nator (APC). The individual at the
installation or activity designated by the ordering
agency/ organi zation to perform contract adm nistration for
the Governnment Commercial Purchase Card Service program
THE APC is assigned to the Directorate of Contracting
(DOC). This individual appointed by the DOC serves as the
i ai son between cardhol ders, the installation, HQ TRADOC
US BANK, and GSA. This individual provides training,
oversight of the programat the installation and ongoi ng
gui dance and advice to all cardhol ders and approvi ng

of ficials.

Adm nistrative Ofice. The office with direct overal
responsibility for the | MPAC purchase card program Wthin
TRADOC, this office is the installation Directorate of
Contracting (DOC). The DOC will appoi nt
approving/billing/certifying officers, cardhol ders, Agency
Program Coor di nator and di sputes official.

Approving/Billing/Certifying Oficial (ABCO. An

i ndi vi dual appoi nted by Command aut hority who has under

hi s/ her purview one or nore cardholders. This official is
responsible for, at a mninmum review ng cardhol der(s)
nmonthly statenments and verifying all transactions nmade were
for necessary governnent purchases and in accordance with

t he Federal Acquisition Regulations (FAR). This official

al so provides certification of cardhol ders transactions to



t he disbursing office for paynent to the Governnent
purchase card contractor. The Arny uses the
Approving/Billing/Certifying Oficial concept in the
comercial credit card programfor internal contro
purposes. The ABCO provides a critical checkpoint by
review ng the cardhol der’s transactions to ensure that
transactions are necessary and for official governnent
pur poses only. The individual is normally, the

cardhol der’ s i nmedi ate supervi sor or higher |evel officia
within a directorate or activity. A cardhol der cannot be
hi s/ her own ABCO. The DOC nmay del egate other duties as
required by the installation.

Aut hori zation. The process acconplished by the nerchant at
the point of sale to electronically verify that a purchase
is being nade within the established cardholder limts.

Bul k Funding. Specific reservation of funds by the
Resour ce Manager

Car dhol der. Any individual designated by an

agency/organi zation to be issued a purchase card and
procurenent authority is delegated. The purchase card
bears the nane of the individual can be used only by this
individual to pay for official purchases in conpliance wth
agency/ organi zation internal procedures. Cardhol ders shal
be held liable for fraud, m suse or abuse of their card.

Statenment of Account. A statenent provided to the
cardhol der by the Bank listing all transactions processed
agai nst the account during the billing cycle.

Billing Account Statenment. A conposite statenent provided
to the Approving/Billing/Certifying Oficial by the Bank
listing all transactions processed by Cardhol der(s) during
the billing cycle.

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

Construction. Construction, alteration, or repair

(i ncludi ng dredgi ng, excavating, and painting) of
bui | di ngs, structures, or other real property, inside and
out si de.



Def ense Fi nance and Accounting Services (DFAS). The
desi gnat ed paynent office. DFAS pays invoices fromthe
Bank after certification by the cardhol der’s ABCO.

Del egati on of Authority. A witten delegation issued by
the DOC to trained individuals, which established them as
aut hori zed cardhol ders. This delegation of authority wl|l
speci fy spending and usage |imtations unique to that
cardhol der, and nmust be maintained in the file of each
cardhol der. Individuals delegated contracting authority
are procurenent officials, as defined under Section 27 of
the O fice of Federal Procurenent Policy Act. They nust
receive training in the use of the purchase card and
contracting ethics.

Di spute. A disagreenent between the cardhol der and the
contractor regarding itens/charges appearing on the
cardhol der’s nonthly statenent of account (SQA).

Di sputes Oficial. An individual in the DOC who wi ||
coordi nate, process and nonitor all disputed purchases,
credit or billing errors, etc., after efforts by the
cardhol der and approving official have been unsuccessful.

Mer chant Type Code. Code assigned by the Bankcard Conpany
to a nerchant which categorizes the type of business the
merchant is engaged in and the kinds of goods and services
provi ded. This code is identified each tinme an

aut hori zation is sought and is used to identify those

mer chants who provi de goods and/or services that are

unaut hori zed for the cardholder (e.g. airlines, travel
agenci es, bars, etc.)

M cro- Purchase. An acquisition of supplies or services

(except construction) the aggregate anount of which does
not exceed $2, 500.

30-Day Spending Limt. It is the responsibility of the ABCO
and the servicing Resource Manager to establish the maxi num
anount for cardhol der purchases for each billing cycle.

Pur chase nade during one nonth that does not appear on the
nonth’s statenment will be carried into the follow ng nonth
and will be disbursed in the nonth they actually appear on
the statenent.

Monthly Spending Limt (Ofice Limt). (Note: Do not
confuse with the 30-day spending limt.) The nonthly



spending Iimt for the ABCO shoul d equal all cardhol der(s)
30-day spending limts. Ineffect, if the ABCO has 10
cardhol ders all with 30-day spending linmts of $5,000, the
ABCO s nonthly spending limt should be $50,000. Once the
ABCO s |limt has been reached, all subsequent cardhol der
purchases wi Il be deni ed.

Payment Cycle Standards. Carlisle Barracks billing cycle
dat e begins on the 24'" of the previous nonth and ends on
the 23'% of the present.

Personal Services. A contract that by its express terns or
as adm ni stered nmakes the contractor personnel appear, in
ef fect, governnent enpl oyees.

Property Book O ficer. The individual responsible for
nmoni tori ng purchases of nonexpendabl e itens and ensuring
that inventory accountability is perfornmed. Cardhol ders
are responsi ble for obtaining prior approval of purchasing
nonexpendabl e itens and for supplying their perspective
property book officer with notification of receipt of such
itens.

Singl e Purchase Limt. The maxi num single purchase limt
is $2,500 ($2,000 for construction), unless you have been
appointed as a “Super-User”. The del egation of appoi ntnent
| etter that appoints the cardhol der designates the single
purchase Iimt and the 30-Day spending limt. This

aut hori zati on has been established to ensure Procurenent

| aws and Federal Acquisition Regulations are foll owed.

Tax Exenption. Purchase card transactions are exenpt from
state and | ocal taxes, in accordance with state and | ocal

| aws. The phrase “U. S. Governnment Tax Exenpt” will be
enbossed on the front of each purchase card. The
cardhol der is responsible for ensuring the nmerchant does
not charge taxes, since taxes are not valid disputes and
cannot be deducted from paynent.

1-5. GENERAL | NFORVATI ON.

TRADOC Directors of Contracting (DOCs) will return
purchase request for itens or services valued at |ess than
$2,500 if not supported by an adequate justification why
t he cardhol der cannot obtain the requirenent with the
purchase card. Cardhol ders should e able to obtain nost



m cropurchase requirenents with the purchase card. Sone
exanpl es of acceptable justifications include:

(1) If the activity' s only cardhol der has not yet
conpleted, or is scheduled for training;

(2) If the cardhol der has made and docunented three
calls to legitimte vendors and cannot find a source or
cannot find a vendor who will accept the purchase card;

(3) If the price quoted by the vendor that wll
accept the card is higher than the price of a vendor that
does not. However, note that the DOC may choose to reject
a purchase request in this situation if the admnistrative
cost of issuing a purchase order makes it in the best
interest of the Governnent for the cardhol der to nake the
pur chase.

Chapter 2
2.1 RESPONSI BI LI TI ES
a. NOM NATI ONS.

(1) Selection and Appointnent. Cardhol der(s) and
Approving/Billing/Certifying Oficial(s)(ABCO nust be
nom nated by the command chai n through the Agency Program
Coordi nator who is responsible for review ng nom nations
for possible conflicts of interest with other duties and
responsibilities. Each cardhol der nust be assigned to an
ABCO. Sel ection and assi gnnent of both cardhol ders and
ABCCs established the mai n managenent control for
prevention or detection of fraud or abuse of the purchase
card. The ABCO nay be the cardhol ders direct supervisor,
or soneone else within the command chain, that can provide
an oversight function without creating a conflict of
interest. For exanple, Property Book O ficers will not be
appoi nted as either cardhol ders or as ABCOs. Individuals
with fund certification authority wll not be appointed as
cardhol ders for cards citing those funds. No one
i ndi vi dual shall be established as purchaser, receiver, and
certifier. Nom nation of
Car dhol der (s)/ Approving/Billing/Certifying Oficials wll
be coordinated with the activity Resource Manager.

b. DI RECTOR OF CONTRACTI NG ( DOC)



(1) The DCC has overall responsibility for oversight
of the Governnment purchase card programon the installation
the DOC wi | | :

(2) Designate an individual within the DOC to act as
t he Agency Program Coordi nator (APC) to nonitor/nmnage the
program and resol ve probl ens.

(3) Develop (when necessary) and maintain
suppl enental inplenenting instructions.

(4) Issue delegations of authority to cardhol der and
approving/billing/certifying officials.

(5) Pronote and publicize the programthroughout the
command and i ndustry.

(6) Assist activities in determ ning cardhol der
requi renents.

(7) Develop training and orientation covering use of
t he purchase card prior to delegating authority under the
program

(8) Establish accounts after training has been
conpl et ed.

(9) Review cardhol der and ABCO perfornmance to ensure
proper controls are in place to prevent potential fraud,
wast e and abuse.

(10) Initiate recomendation for disciplinary action
for unauthorized use of the purchase card or failure to
foll ow prescribed procedures.

2-3 AGENCY PROGRAM COCRDI NATOR (APC). The APC functions as
the primary |iaison between cardhol ders, the installation,
HQ TRADOC, Bank and GSA and w |l :

a. Serve as the representative on technical nmatters
for the installation program

b. Provide and certify training for the purchase card
program

c. Serve as the disputes official.



2-4. CARDHOLDER  Cardhol ders hold a public trust and nust
nmeet the highest ethical standard. Cardhol ders shall

a. Ensure that the purchase card is used FOR OFFI Cl AL
GOVERNMENT PURPOSES ONLY.

b. Safeguard the purchase card and account nunber at
all times. The card is enbossed with the cardhol der’ s nane
and is designed so that it cannot be confused w th personal
credit cards. CARDHOLDERS SHALL NOT ALLOW ANYONE ELSE TO
USE THEI R CARD OR ACCOUNT NUMBER, | NCLUDI NG
APPROVI NG BI LLI N& CERTI FYI NG OFFI Cl ALS, SUPERVI SORS, OR
COVWWANDERS | N THE CARDHOLDER S CHAIN OF COMWAND. Failure to
saf eguard the purchase card and account nunber will result
in the card being withdrawn fromthe cardhol der.

c. Ensure proper docunentation of the follow ng
el enents prior to nmaking any purchase;

(1) Brief, witten description of required item or
servi ce.

(2) Funding Availability. Funds nust be made
avail abl e prior to making any purchase. The Director,
Resource Managenent (DRM) or activity budget official wll
be responsible for providing “bul k” funding for
m cropurchase transactions to each cardholder. It is the
cardhol der’s responsibility to ensure that funding has been
certified and is sufficient for the purchase. The bulk
fundi ng provided by the Resource Manager shall not be
exceeded w thout prior witten approval fromthe Resource
Manager. |f purchases were nmade exceeding the all ocated
bul k funding, this would create an unauthorized conmm t nent
by the cardhol der

(3) Ensure local purchase authority has been provided
by the responsi ble process owner (PBO C O HAZEVAT, etc.).

(4) If purchasing a property book (non-expendable) or
a hand receipt (durable) item ensure that procedures
established by the installation DPWare foll owed regarding
property accountability.

(5) If purchasing an Information M ssion Area (I M)
equi pnent or any ADPE item ensure that procedures
established by the Chief Information Ofice (CO are



foll owed regardi ng aut hentication requirenments. (See
Attachnment 2)

(6) If purchasing any type of hazardous material s,
i.e., paints, chemcals, contact the DPW Safety Ofice for
informati on on Material Safety Data Sheets.

(7) Requirements for library or information resources,
regardl ess of cost, to include: electronic databases,
books, subscriptions, workbooks, m croforns, maps, video
cassettes, archival materials, photographs, and CDs will be
procured by Library personnel only. Custoners submt a
Request I nformati on Resource form (CBKS Form 658- E)
avai | abl e on For nFl ow.

d. Check MANDATORY SOURCES of supply PRIOR to initiating
purchases. Mandatory sources incl ude:

(1) Institute of Heraldry for flags and gui dons; and
(2) Ceneral Services Adm nistration (GSA) for tires,

chem cals, office supplies and other itens; (GSA ADVANTAGE
@ http://www.gsa.gov and

(3) Federal Prison Industry, Inc. (FPI/UN COR) for
furniture and toner cartridges; (http://ww.unicor.gov) and

(4) National Industries for the Blind/ National
| ndustries for the Severely Handi capped (NI B/ NI SH) for many
of fice supplies. N B/ MNISH requirenments can be satisfied
by going to GSA, or GSA' s new federal supply schedul e
“desktop” contracts. (http://ww.jwod. gov)

e. Mke purchase card transactions as prescribed in
accordance with this SOP, procurenent statue, policies and
regul ations, training received and within the specific,

del egated authority. |If questions arise, contact the
installation APC. The Bank custoner service
representatives are also available to answer questions.

f. A single purchase transaction may include nultiple
itenms, but the total amount, to include all incidental
charges (e.g., shipping/transportation costs) shall not
exceed the cardhol der’s single purchase limt ($2,500). Do
not split requirenents to stay within the single purchase
limt. This practice is prohibited. Wen the total value
of required itens exceeds the cardhol der’s single purchase



limt, conmbine the itenms on one purchase request and
forward to the Directorate of Contracting. The Directorate
of Contracting has the authority to return any purchase
request val ued at and bel ow $2,500 to the requester if the
itemis one which could be purchased with the card unless a
valid justification is attached and approved by the
Directorate of Contracting.

g. For requirements under $2,500, conpetition is not
required. However, the cardhol der nust determne price to
be fair and reasonable (information on how to determ ne
price reasonabl eness will be covered in credit card
training) and rotate purchases anong qualified vendors.

h. For transactions whose total val ue exceeds $2,500 (the
m cropurchase |imt), the purchase card may be used but
only for paynent and only if a higher dollar limtation is
aut horized in the cardhol der’s specific del egati on.

i. Informnmerchants that the purchase is for official
Gover nnment purposes and, therefore, is exenpt fromstate or
| ocal taxes in accordance with state |law. The | MPAC card
is inmprinted with “U S. Governnment Tax Exenpt” for
additional clarification. |If the vendor refuses to accept
this status, the cardhol der should notify the | MPAC
contractor and find another merchant with whomto process

t he transaction.

j. Backordering is not allowed. Cardholders are
responsi ble for inform ng the nmerchant that the billing
cannot occur until the iten(s) are shipped and/ or
delivered. Ensure that the nmerchant uses either electronic
or tel ephone cl earance of purchase fromthe | MPAC
contractor. |Itenms purchased should be avail able for
delivery within 30 days or by the time the nonthly report
is received to sinplify nonthly reconciliation. Delivery
sites are to be the cardhol der office address, unless

ot herwi se indicated by your ABCO. If an item has been
billed on the SOA, but not yet received by the activity,
t he cardhol der waits until the followng billing cycle to

submt the Cardhol der Statenment of Questioned Item Form

(CQ).

k. The nmerchant obtains authorization automatically for
all purchases at the point-of-sale. The | MPAC contract or
aut hori zati on system checks each individual cardhol der’s
single purchase Iimt, nonthly limt, and the type of



nmerchant being utilized before the transaction are
approved. This ensures that cardholders are within the
[imts established in their letter of authorization.

Enmer gency purchases beyond the assigned nmonthly Iimt my
be aut horized by the ABCO but must be coordinated with the
i nstal l ati on Agency Program Coordi nator (APC) at the DCC
and the | MPAC contractor prior to exceeding limts. The
Agency Program Coordi nator (APC) takes care of notifying

t he | MPAC contractor.

. Mintain a conprehensive register/log of all purchases
wi th supporting docunmentation (receipts, packing slips,
etc.) Register/log should be conplete and up-to-date since
it will be used to reconcile the nonthly SOA and will be
subject to review by the ABCO DOC, CID or other

surveill ance organi zations/activities.

m Review, verify and reconcile the item zed nonth
statenent of account (SOA) and record a description of the
itenms purchased, note that hand recei pts have been obtai ned
where required. Ensure that all docunents (sales receipts
and/or delivery tickets, etc) are |legible, accurate,

conpl ete and on hand for reconciliation at the end of the
billing cycle. Sign the SOA, attach supporting
docunentation (including credit vouchers), and forward all
to the ABCO for further action within 5 days of receipt
fromthe | MPAC contractor (date stanp your SOA upon
receipt). If the SOA is not received by the second day of
the nmonth followng the billing cycle, contact the | MPAC
contractor as indicated on the back of the purchase card
and request a reprint of the SOA

n. Attach all originals of the purchase card charge
slips/sales drafts, merchant invoice or cash register

recei pts and delivery tickets, etc. with the original SCA
These docunents becone part of the audit trail required and
nmust be retained by the Cardhol der or ABCO for three years.

0. Cardholders wll maintain a suspense file of disputed
transactions. D sputed transactions should first be
addressed to the vendor for credit. |[If the vendor does not
remedy the situation, cardhol ders should contact the Agency
Program Coordi nator (APC) i mediately. A record of
conversation detailing the problemshould be attached to
the SOA and sent to your ABCO



p. During periods of tenporary duty (TDY) or when on | eave
status during the period when the SOA is received for
verification/reconciliation, the cardhol der nust forward
al | supporting docunentation to the ABCO prior to
departure. The ABCOw || be responsible for reconciliation
and coordinating with the billing office to ensure tinely
paynment. The cardhol der nmust sign a copy of the SOA upon
return to work.

2-5 APPROVI NG OFFI I CALS. Approving/Billing/ Certifying
Oficials (ABCO, |ike cardholders, nmust also neet the

hi ghest et hical standards. The ABCO is now the key pl ayer
in the purchase card purchasing, dispute and bill paying
process.

a. Under current procedures, the ABCO s signature
val i dates that purchases made by cardhol ders:

(1) Are correct and essential to fulfil

i mredi at e m ssion requirenents.

(2) Do not exceed spending limts approved by

t he resource nanager

(3) Are not for personal use — officia

Gover nnent busi ness only

(4) Are not itenms that have been specifically
prohi bited by the organi zation or by statue.

(5) Have not been split into smaller segnments to
stay under the micropurchase limt ($2,500 for
suppl ies and services - $2,000 for construction)
(6) Is not part of a systemor |arger purchase
exceedi ng $100, 000. 00 in val ue.

(7) Purchases are nade in accordance with
Federal Acquisition Regulation and Suppl enments.

b. The ABCO is responsible for ensuring that proper
property book procedures have been foll owed and that hand
recei pts have been nmade obtai ned when required.

c. Under standard Business Practices, the Bank sends the
Billing Statenent directly to the ABCO The Billing
statenent nust be certified for paynment and sent to the
DFAS- Rone.

d. The ABCOw || be designated a purchase card Certifying
O ficer by issuance of a letter of appointnent and
conpl etion of a signature card (DD Form 577).



e. The ABCO wi Il also be responsible for the follow ng
certification functions:

(1) Reconciles the Billing Statenent against the
cardhol der SOAs and supporting docunentati on,
verifying that the transactions neet the |egal

requi renents for authorized purchase card purchases.

(2) Verifying that adequate docunentation is
avai l abl e for individual transactions.

(3) Verifying that the facts presented in the
docunents for paynent are conplete and accurate.

(4) Verifying proper docunentation has been issued
for hand receipted itens.

(5) Taking appropriate action to prevent two or nore
paynents for the sane transaction.

(6) Date stanp Billing Account Statenent upon receipt.

(7) Issuing a certification statenent to the paynent
office. The paynent office nust receive the certified

Billing Statenent no later than ten (1) cal endar days
after receipt of the Billing Statenent.
f. In cases where the cardholder will not be available to

performthe reconciliation (i.e., annual |eave, TDY, or
sick | eave), the ABCO should assist in making alternate

arrangenents. |If satisfactory arrangenents cannot be nade,
the ABCO nust still certify the Billing Statenent and
direct a specific reconciliation after the cardhol der
returns. Note: |If a cardhol der cannot produce his/her

St at enent of Account, the ABCO may direct the cardhol der to
endorse that portion of the Billing Statenment that applies,
since identical information fromthe SOA is on the Billing
St at enent .

g. |In cases where the ABCOw ||l not be available to
performcertification of the Billing Account Statenment, the
ABCO wi || make alternate arrangenments for certification by

an alternate ABCO (the alternate nust al so be an appointed
Certifying O ficer) or by Nancy Mallein, DRM (X4393). The
ABCO wi | I inform his/her cardholders to forward their SQAs
Wi th supporting docunentation to the DRMin a tinely
manner .



h. Under the revised procedures, the ABCO is pecuniary
liable for an illegal, inproper, or incorrect paynent due
to an inaccurate or m sleading certification.

Consequently, ABCGCs that know ngly nake a fal se
certification could be asked to repay the Governnent for
the itenms purchased in accordance with provision at 31

U S C 3528. If the ABCO is unsure about fund
certification, the ABCO should contact the Resource Manager
for gui dance and/or assistance.

2-5.1 Disputed Itens

a. The ABCO nonitors the dispute process to see that
di sputes initiated by the cardhol der(s) are eventually
settled and credit is provided to the governnment when
appropriate. |If a cardhol der disputes a charge, the
original CSQ is sent directly to the Bank and a copy is
attached to the SOA when it is forwarded to the ABCO for
review. A copy of the CSQ is kept by the Cardholder in a
suspense file until resolved.

b. The ABCOw Il sign and date the SOA and Billing

Statenent. Paynent will not be withheld for disputed
items. The AOw Il certify the invoice for paynent in
full, and any credits for the disputed itenms will be offset
agai nst future billings.

2-5.2 Mintaining Records

a. The ABCO nmust date stanp the Billing Statenent when
received to ensure pronpt paynent is conputed properly.
Paynment is due 23 cal endar days from date of receipt of the
Billing Statenment. |f the ABCO does not clearly identify
the date of receipt on the Billing Statenent, the Pronpt
Payment Act requires the paynent office to use the
statenment date assuned date of receipt. In nmany cases this
wWill result in the paynent not being nade in a tinely
manner and interest penalties will be assessed.

b. ABCGCs are responsible for ensuring that the signed
billing statement arrives in the Finance Office by the 10"
cal endar day fromreceipt of the Billing Statenent.

c. ABCOs will nake sure that original SOAs,
i ndi vi dual transaction receipts, and copies of the



certified Billing Account Statenments are retained for a
period of three years.

d. Issue a nmenorandumto the Agency Program
Coor di nat or when changes to accounts are necessary. The
ABCO is to ensure that all term nating cardhol ders have
cl eared through the Agency Program Coordinator with a
menor andum or emai |l requesting cancellation of their
account and destruction of their purchase card.

2-6. Resource Mnagenent
a. Funding Met hod

(1) Resource Mangers will fund purchase card purchases
using the “Bul k” funding nethod. Cardholder will not
| onger request funding for each separate purchase.

(2) The “Bul k” nethod requires that a specific fund
reservation (obligation or formal comm tnent) be posted to
the official accounting records prior to paynent of the
invoice. “Bulk” funding may be made in nonth, quarterly,
sem -annual Iy, or annual increnents as is appropriate to
the funding environnent of the activity. The Resource
Manager will, in conjunction with the Conmand and the
Agency Program Coordi nator, determ ne the cardhol der’s 30-
day spending limt and the ABCOlimts, then use the limts
to budget for purchase card purchases.

(3) The Resource Manager will use the Cardhol der’s 30-day
spending limt as the basis for creating and posting “Bul k”
fundi ng reservations. The Resource Manager based upon
avai | abl e funding and historical spending patterns wl|
determ ne actual bulk funding provided. |In those cases
where the Cardholder’s 30-day limt will not be the sane as
t he amount bul k funded, alternate internal controls nust be
established to assure bulk funding is not exceeded.

Cardhol ders will not exceed the “Bul k” fundi ng anounts

W thout first obtaining additional funding fromthe
Resour ce Manager

(4) The Resource nanager will assign a single accounting
classification for each Cardhol der’s account nunber. Use
only one basic synbol on each card to provide audit trai
for future interest paynents, discounts, and rebates. The
accounting classification should be entered in the Master
Accounting code field on the purchase card account setup.



Note: conditions will exist where it is necessary to use
nore than one line of accounting. APCs will coordinate
with local Resource Managers to determne if an exenption
is in effect and what procedures to use in place of the
single Iine of accounting per card. DFAS will assess one
work | oad count for each |line of accounting cited in the
Billing Statenent.

(5) Enploying a Single Line of Accounting (LGCA) wll
facilitate summary | evel accounting per purchase card and
by using single object class in formal accounting records.

2-6.1 Allocation of Funds

Appropriations without formal comm tnent accounting wll
post estinated obligations for each Cardhol der equal to
that cardholder’s nonthly spending limt nultiplied by the
nunber of nonths being obligated.

2-6.2 Fund Authorization

a. Requests to establish cardholders will be
coordinate with the activity Resource Manger before
delivery to the Bank. The Resource Manager will assign a
single line of accounting to each | MPAC account. A total
of 75 characters are available in the Master Accounting
code field to accommpdate fund citations. All fund
citation will be entered in this field as foll ows:

Posi tion Lengt h Dat a El enment
1-2 2 Depart nent
3 1 Fiscal Year (fill with *)
4-7 4 Basi ¢ Synbol
8-11 4 Li m t/ Subhead
12-13 2 Operating Agency (A
14-17 4 Al | ot ment Serial Nunber (ASN)
18-21 4 El enent of Resource
22-35 14 St andard Docunent Numnber ( DSN)
36-41 6 Account Processi ng Code (APC)
42- 44 3 Bl ank or Local Use
45- 50 6 Fi scal Station Nunber
51-75 25 Local Use
b. ©One and only one treasury synbol will be cited on

each card to provide an adequate audit trail for discounts
and rebates. Exceptions to this general rule may be



requi red when the cardhol der buys for several
appropriations and/or project orders. Approval for
exceptions nust be explicitly granted by the Resource
Manager on the cardhol der application and the activity nust
provi de an aut omated net hod for charging each purchase to
the correct appropriation and/or project order.

c. Activities will establish |ocal procedures to
update the accounting code for the new fiscal year as part
of the year-end cl ose out procedures.

d. Unique Standard Document Numbers (DRN) will be
assi gned to each cardhol der account.

e. Element of Resource (detail ed object class or EOR)
assignnment will depend on the availability of automated
processes. Activities with access to automated prograns
that assign a specific EOR to each purchase will use those
programs to assign EOR  Activities w thout such automation
will apply a single EOR to each purchase card. The
Resource Manager will determne the EOR that best fits the
types of purchases envisioned with the particular card.
Cards generally used to purchase supply itens should cite
26EB.

2-7 DEFENSE FI NANCE AND ACCOUNTI NG SERVI CE ( DFAS)
As the designated paynent office, DFAS will:

a. Receive nonthly Billing Account Statenment fromthe
ABCO after verification and certification

b. Make proper paynent electronically to the Bank in
accordance with the Pronpt Paynent Act.

c. The Defense Finance O ficer wll appoint al
certifying officers.

NOTE: Al Billing Account Statements nust be date stanped
or annotated with date of receipt by the ABCO If the date
received by the ABCOis nore than 10 days later than the

i nvoi ce date, convincing evidence, a statenent by the

ABCO, need to acconpany the Billing Account Statenent
stating why the statenment was late. If the statenent is not
attached, than Interest may occur. The Pronpt Paynent
clock starts when the Billing Account Statenment is received
at the designated billing office. The invoice (billing



statenent), not the envel ope, should be date stanped upon
receipt in your office. If the invoice is not properly
stanped with recei pt date, than the date of the invoice
will be used for entitlenment conputation. Delay of nore
than 10 days later than the invoice date is assuned to

i ndi cate an invoice was not properly receipt date stanped.

Chapter 3
GENERAL | NSTRUCTI ONS
3-1 TRAI NI NG REQUI REMENTS

a. Prospective Cardhol ders and ABCOs nust receive
credit card training on use of the purchase card. This
training will be devel oped by the DOC and will include but
not necessarily be limted to informati on about federal,
defense and Arny regul ations, policies and procedures
pertaining to mcropurchases and sinplified acquisitions,
and Governnent ethics training. Olientation shall address
GSA, I MPAC contractor and install ation-specific procedures
for use of the purchase card. The installation Agency
Program Coor di nator or an authorized individual wll
conduct this training.

b. For those cardhol ders that are authorized a single
purchase limt exceeding $2,500, additional training is
required. The DOC wi ||l determ ne the extent and duration
of this additional training.

c. Nominations for cardhol der/ ABCOs nust be subnmitted
by the activity Commander/Di rector and coordinated with the
activity' s Resource Manager. The Resource Manager w | |
establish the cardholder’s 30-day |limt and the ABCO s 30-
day office limt based upon prior history of usage for that
activity and assign the appropriate accounting data. Once
submtted to the Directorate of Contracting, it will be
reviewed in regard to conflict of interest.

3-2 DOLLAR LIMTS

Any changes to the following limts nust be requested in
writing by the ABCO and the Director, Resource Managenent
(DRM. The ABCOw ||l forward a nenorandum t hrough the
appropri ate budget office to the Agency Program Coordi nat or
at the DOC.



3-2.1 SINGLE PURCHASE LIMT

This is the maxi mum anount the cardhol der can obligate per
transaction, per nerchant, and will be authorized by the
DOC in the cardhol der’s del egation of authority. This
anmount will be determ ned by the ABCO in coordination with
t he commander/directorate and the budget certifying
official, and will normally be limted to the m cropurchase
threshol d ($2,500 - $2,000 for construction) for outside-
DOC cardhol ders. DOC and sone outsi de-DOC car dhol ders,

wi th appropriate training and experience, may be authorized
a hi gher anount when the card is used as a nethod of
paynment (must be specifically authorized in the

cardhol der’ s del egation of authority), and

(a) the card is being used in conjunction with a
sinplified acquisition procedure such as a purchase order,
purchase card agreenent or requirenents type contract or

(b) the card is being used to initiate calls or
orders placed agai nst existing contracts or agreenents
whi ch i nclude applicable clauses/provisions, and

© i ndi vi dual contract/procurenent instrunent
provi sions provide for paynent by | MPAC purchase card.

A single transaction may include multiple itens, but the
total anmount of the transaction, to include all incidental
charges (e.g. transportation costs), shall not exceed the
cardhol der’s single purchase limt. Purchases shall not be
split in order to stay within the single purchase limt.

3-2.2 Monthly Cardholder Limt.

This is a budgetary 1limt established by the ABCO in
coordi nation with the budget certifying official. This
[imt is used for funds control purposes.

(a) The total cunulative dollar value of al
purchases during a single billing cycle may not exceed the
established nonthly Iimt, which is identified in the
cardhol der’ s del egati on of authority.

(b) The ABCO nust notify, in witing, the
installation APC at the DOC if a higher nmonthly limt
becones necessary.



3-2.3 Monthly ABCO Limt.

This is the total of all nonthly spending Iimts of

cardhol ders under an individual ABCO. If at some point the
mont hly cardholder limt is raised, then the ABCO s nonthly
limt nust al so be raised before US Bank will accept the

i ncreased expenditures in any given nonth.

3-3 DI SPUTED | TEMS

The cardhol der works directly with the vendor to correct
any problens in purchase card transactions. |If the vendor
does not correct the problemin a reasonabl e manner,
preferably by the next billing cycle, the cardhol der should
initiate a fornmal dispute. If an item has been billed on
the SOA, but not yet received by the activity, the
cardholder will follow the del ayed di spute procedures.

3-3.1 Basis for Disputes

Most comon causes of Disputes are:

Defective Items — If itenms purchased with the
purchase card are found to be defective (e.g.,
price, quantity, or quality), the Cardhol der wll
obtain replacenment or correction fromthe

mer chant as soon as possible. [If the nerchant
refuses to replace or correct the faulty itemor
charge, the charge for the item shoul d be
formal |y di sputed.

Unaut hori zed Charges — If a Cardhol der receives
an SOA that |ists an unauthorized or incorrect
charge, the Cardhol der must try to resolve the
charge with the vendor. After the Cardhol der
makes a reasonable attenpt to resolve the
situation with the vendor and vendor refuses the
correct, the transaction nust be formally

di sput ed.

Itenms Billed But Not Received — The nobst conmon
reason for Cardhol ders disputes involves
transactions for itens billed but not yet

recei ved. Cardhol ders shall annotate on their
SOA that the item has been ordered but not
received. A formal dispute nust be filed if an




item does not arrive by the tine the next SOA is
received. See Del ayed Di spute Procedures.

3-3.2 Dispute Procedures
3-3.2.1 Initiating a Formal D spute

a. Problemtransactions nust first be addressed to
the vendor for resolution (i.e., credit, repair or
repl acenent). |If the vendor does not renedy the situation,
Car dhol ders nust conplete a Cardhol der Statenent of
Questioned Item (CSQ) and mail original (or fax) (email is
not authorized due to VISA requirenents) directly to the
Bank. A copy of the CSQ is attached to the original SOA
wi th supporting docunentation and forward to the ABCO as
part of the reconciliation process. Cardholders should
submt a CSQ once a reasonable attenpt has been nade to
resolve the issue directly with the nmerchant. ABCOs wil|
continue to nonitor the status of the dispute and i nform
the APC of any formal dispute.

b. The SOA will be paid in full regardless of whether
a CSQ is issued. Additionally, ABCCs will certify the
bill for paynent in full. Any credits for the disputed
items will be offset against future billings. |If thereis
a reasonabl e expectation that the vendor will correct the
situation, the Cardholder will follow del ayed di spute
procedures. Cardhol ders have 60 days fromrecei pt of the
SOA to dispute a transaction

3-3.2.2 Delayed D spute Procedures

If an item has been billed on the SOA, but not yet

recei ved, the Cardhol der should wait until the foll ow ng
billing cycle to submt the CSQ. Cardholders will be
required to assist the Bank as necessary and shoul d foll ow
up with the Bank until the dispute is resolved. A
reconcil ed SOA should not be withheld for disputed itens;
rather the ABCOw Il certify the Billing Statenent for
paynent in full. Any credits for the disputed itens should
be of fset against future billings.

3-3.2.3 Bank Actions

The disputed itens are summari zed on the SCA until
resolved. The Bank will normally resolve a dispute within
120 days. |If the Bank determ nes that a refund is due to



the Cardhol der, a credit will appear on the SOA. A
breakdown of the disputed transaction will be avail able
fromthe Bank upon request.

Not e: Taxes and shippi ng charges are not disputable itens.
3-4 RECONCI LI ATI ON PROCEDURES
3-4.1 Cenera

The Bank will send a nonthly Statenment of Account (SOA) to
t he i ndividual Cardhol der for review and endorsenent.
Additionally, the Bank will send a Billing Statenent to the
ABCO that reflects the account status of all the

Car dhol ders assigned to himher. The ABCO forwards the
certified Billing Statenment directly to there supporting
OPLOC (DFAS-Ronme). The Billing Statenment will be certified
for full paynment. Disputed transactions will be captured
and addressed through parallel neans (See D sputes).

| ncases where a dispute is resolved in favor of the

Car dhol der, appropriate credit will appear in subsequent

st at enent s.

3-4.2 Cardhol der Responsibilities

a. The Cardholder will receive their individua
St at enent of Account (SOA) fromthe Bank nonthly. Wen the
SQA is received, the Cardhol der verifies the information on
the statenment. A description of itens purchased on each
transaction will be entered on the SOA unl ess, for exanpl e,
there is an item zed recei pt available. Disputed charges
w I | be addressed separately (See D sputes).

b. The Cardhol der signs the original SOA attaches
all original receipts or other supporting docunmentation
(e.g., phone record, packing slip, cash register receipt)
annot ates that hand recei pts have been issued as required
(e.g., an item designated a sensitive), and forwards the
packet to the ABCO |If a charge is not considered valid,
t he Cardhol der inplenents dispute procedures. The
Car dhol der still signs the SOA but annotates di screpancies
that are expected to be resolved. D sputes will not inpede
the tinely reconciliation of the SOA to the ABCO

c. In cases where the Cardholder will not be
available to performthe reconciliation (i.e., vacation,
TDY, or sick leave), it is the Cardholder's responsibility



to notify the ABCO and arrange for the reconciliation to be
performed by the ABCO or a designated alternate. |If
satisfactory arrangenents cannot be nmade, the ABCO nust
still certify the Billing Account Statenent but may direct
a specific reconciliation after the Cardhol der returns.

d. The Cardhol der sends the original SOA with
recei pts or other docunentation to the ABCO for review,
approval, and certification. The tine limt for Cardhol der
reconciliation is three (3) cal endar days of receipt of the
Statenment of Account. (Note: In cases, where the Cardhol der
does not have the SOA available (e.g., the SOA did not
arrive or is lost), the sane information is avail able on
the ABCOs Billing Statenent). Reprints of [ost Statenents
are also available fromthe Bank

e. Cardhol ders who consistently fail to perform
reconciliation or who fail to maintain adequate
docunent ati on may have their accounts cancell ed and
purchasing privil eges revoked, subject to review by the
installation or activity comrander.

3-4.3 ABCO Responsibility

a. The Bank will send a Billing Statenent to the ABCO
that displays a record of all transactions within the
billing cycle for the Cardhol ders under his/her control.
Under the Corporate Paynent System (CPS) the ABCO is
referred to as “the conpany”, nmeaning that this is the
activity that receives the bill.

b. The ABCO nust date-stanp the Billing statenent
with the date received. The Bank will transmt the Billing
Statement at the close of the billing cycle — the 239 of
the nonth. The ABCO s certified Billing Statenent nust be
received by their supporting OPLOC not |ater than the 15'"
of the nonth.

c. If the ABCO does not clearly identify the date of
receipt on the Billing Statenent, the pronpt Paynent Act
requires the paynent office to use the statenent date as
t he assuned date of receipt. In nmany cases this wll
result in the paynent not being nade in a tinely manner and
interest penalties will be assessed.

d. The ABCO reconciles the Billing Statenment against
t he Cardhol der SOAs and supporting docunentation and



forwards the original Billing Statement with one copy to
their supporting OPLOC (DFAS-Rone). |If the ABCO determ nes
a particular purchase was illegal, inproper, or incorrect,
he/ she should not certify without including in the file a
menor andum (see Attachnment 9) fromthe director/conmander
of the organi zati on.

3-5 PURCHASI NG PROCESS

3.5.1 Once a need is determned to be valid for purchase
with the purchase card, the screening has been
acconpl i shed, and any required approval s have been granted,
t he Cardhol der obtains a quote froma vendor. |If the

Car dhol der determ nes that the quoted price is fair and
reasonabl e based on hi s/ her know edge of market prices, an
order is placed with the vendor. |If the purchase price is
not consi dered reasonabl e, the Cardhol der | ocates anot her
source with a fair and reasonable price. Purchases from
the NIB/ NI SH at hi gher-than-comerci al market prices are
acceptable. Records of conpetitive bids and quotes are not
required. M cropurchases are exenpt from set-asides for
smal | busi nesses and the Buy American Act. Screening of
mandat ory supply sources is required (i.e., UN COR JWD

NI B/ Nl SH AND THE | NSTI TUTE OF HERALDRY) .

3-5.2 Cardhol ders should routinely inquire as to whether
there are di scounts/ Governnent discounts avail able. Al so,
Cardhol ders should i nformnerchants that the purchase is
for official U S. Governnment purposes and, therefore, not
subject to state and |local taxes (if applicable to that
state).

3-5.3 Cardholders are required to rotate sources of
supplies/services. For exanple, if there are two parts
stores in a |ocal area, purchases should be rotated between
t hem

3-5.4 Al purchases, whether over the counter, by fax, or
by tel ephone require docunentation as proof of purchase
(e.g., register tape, packing slip, etc.). That
docunentation will be used to reconcile the purchase shown
on the Cardhol der’s Statenment of Account (SOA) issued at
each end-of-the-nonth billing period and will provide
docunentation required to establish and audit trail. |If
purchase is nade over the phone, the Cardhol der records the
vendor’s nane, price quote, itemidentification, and date
of purchase for reconciliation with the nonthly SOA. The



Cardhol der nust request the vendor to send a receipt. Prior
to placing order, assure that the nerchant will accept the
Gover nnent purchase card.

3-5.5 Cardholders will acquire a firmfixed, FOB
destination, price. This includes all charges, including
delivery, associated with the purchase. Item should be
avai l able for delivery within 30 days.

3-6 REQUIRED PRICRITY OF SOURCES

a. Once a requirenment has been identified by the
Car dhol der, several decisions need to be made regardi ng the
sources for supplies and services.

b. The Cardholder will screen four sources in order of
priority, to satisfy the purchase requirenent. The
priority of sources is dictated by the Federal Acquisition
Regul ati on (FAR) Part 8, Required Sources of Supply,
Subpart 8.001 — Priorities for Use of Governnent Supply
Sources has priorities listed in descendi ng order.

(1) Activity/lnstallation Inventories

The Activity/lInstallation inventories can be
office supplies maintained in a Self Service
Supply Center (AWC, Log & Mai ntenance) or excess
itenms maintained by the |ocal supply comunity

(DPW Supply). Installation and activity |evel
supply organi zations will nake a |isting of

| ocal |y stocked material avail able to ABCOs and
Car dhol ders.

(2) Federal Prison Industries

Federal agencies are required by |law to consi der
purchase of itenms manufactured or produced by the
Federal prison Industries (FPI) prior to
acquiring those itens from conmercial sources
(e.g., furniture). |In cases where FPI is unable
to supply the itens as needed, waivers are
granted. FPI recently created a Quick Ship
Catal og for Governnment agencies and it accepts
the purchase card for all Quick Ship Catal og buys
and guarantees that the products will be shipped
within 30 days. In addition to the standard
catal og, the UNICOR catalog (FPI’'s trade nane) is



avai l abl e on the | NTERNET at
http://ww. uni cor.gov. custoner Service phone
nunber is 1-800-827-3168 or fax (606) 254-9692.

Cardhol ders are encouraged to use the | NTERNET or
toll free nunbers to check and determ ne whet her
their needs can be met through FPI. Wivers from
mandatory use at FPlI nust be obtained with

assi stance fromthe Contracting O fice.

UNI COR encour ages use of the purchase card.

(3) Industries for the Blind and Severely
Handi capped (NI B/ NI SH)

The Javits-Wagner-O Day (JWOD) program was
established by Congress in 1971 to increase

enpl oynent and training opportunities for people
who are blind or have other severe disabilities.
Under the JWOD program Federal agencies are
required to buy commodities and services

furni shed by not-for-profit agenci es enploying

i ndi vidual s trained under JWOD.

JWOD itens are available to Governnent activities
t hrough GSA, the Defense Logistics Agency (DLA),
or specific contractors authorized to order from
GSA. Itens include office supplies, nedica
supplies, plastics, textiles, and industri al
products such as paints and cl eaners.

Car dhol ders nust use catal ogs or another credible
resource to determne which itens are produced by
NI B/ NI SH

I n accordance with statue, you nust use N B/ Nl SH
if the itens requested are reasonably avail able —
even if itens are available at a | ocal source for
| ess.

NI B/ NI SH and GSA encour age use of purchase cards.

Car dhol ders can use the purchase card to obtain
goods and services through GSA. The GSA has
recently automated their catalog into their

aut omat ed | NTERNET website — GSA Advant age
(ww. gsa.gov). This I NTERNET service gives

aut hori zed Federal Governnent users access to




t housands of conmercial itens avail able from GSA
at the | owest possible prices and has
incorporated itens from N B/ Nl SH and JWOD.

The GSA has established contracts with five nmgjor
office supply firm(Staples, Ofice Depot, Boise
Cascade, etc.) where the mlitary can buy at
greatly reduced rates. A conplete listing of

t hese contracts can be obtained by calling the
Federal Supply Schedul e I nformation Center at
(703) 305-6477 or DSN 327-1022. The GSA Nati onal
Custoner Service Center is available at (800)
488- 3111

(4) The Federal Supply Schedule for office
supplies is an inportant resource for further GSA
assi stance with office supplies. Sone of the
features of this service are shown bel ow

*Delivery of a wide range of office supplies
to a custonmer’s desktop by the next business
day is provided.

*Contractors accept orders 24 hours a day, 7
days a week.

*Paynment by CGovernnent Purchase Card is
accept abl e

*Contractors’ catal ogs include N B/ N SH and
UNICOR itens where appropriate. Contractors
are prohibited fromselling to the
Governnent any non-JWOD itemthat is
essentially the sanme as an itemprovided to
t he Governnment under the JWOD program

*GSA schedul e i ncludes (800) nunbers for
ordering catal ogs fromthe suppliers.

(5 Retail Supply:

Mlitary standard, type classified equi prment
must be requested through normal supply channel s due
to approved authorizations and DA fundi ng.
Additionally, the following itens, in all instances,
wi |l be requested through the supporting Property Book
Ofice:

(a). Weapon systemrelated itens.



(b). Firearns, anmunition and ot her sensitive
equi pnent or itens.

©. St ock- nunbered itens avail able only through
mlitary supply channels, i.e. mask filters etc.

3-7 SPECI AL REQUI REMENTS

3-7.1 Property Accountability

1. The purchase of property book itens by credit

cardhol ders is allowed ONLY | F PRI OR APPROVAL | S RECEI VED
fromyour respective Property Book O ficer (PBO. Submt a
request to your PBO via nmeno or email. After approval is
granted, transaction is conplete and iten(s) received,
report the item(s) to your PBOw thin three (3) work days
of receipt, to include copies of all receipts and any ot her
recei ving docunentation. You nay contact the Garrison PBO
at X3605, Arny War Col |l ege PBO, at X4175. Requests by enai
are acceptable. The following is a generalization of what
itens fall into the category of property book itens:

(a) Anything categorized as equi pnent (versus
suppl i es), cost $300.00 and above.

(b) External conputer Equi prent (regardl ess of
dol I ar val ue)

© Ofice furniture, unit cost exceeding
$2, 500. 00

(d) Famly quarters furniture (procured by
Fam | y Housi ng personnel only)

(e) Books, unit cost exceeding $300.00 (procured
by AWC, Library personnel only)

(f) dothing and personal equi pnent
(g) Hand tools, unit cost exceedi ng $50. 00

(h) H ghway toll tickets, bridge tickers and
simlar nedia

2. The procurenent of all property book itens nust be
approved by the PBO If questions or doubt exist as to



whet her an itemqualifies as a property book item cal
your supporting PBO

3-7.2 Review of Automated Data Processi ng Equi prrent ( ADPE)
Pri or approval of ADPE/ Tel ecomuni cati on Equi pnent is

required. A ClO Authentication is required for “purchase
of all ADPE/ Tel ecomruni cati on equi pnent.

Al'l Units, agencies, and departnents are required to obtain
Cl O authentication PRIOR to procurenent of all Information
M ssion Area (I MA) equi pnent, services or contracts.

***This authentication allows ClOto nmanage what is
purchased to verify that it fits into the Carlisle
Barracks and USAWC Techni cal Architecture. This wll
mai ntai n supportability and standardi zati on.

IMA itemis any end item (i.e. conputer, printer, phone,
VCR, etc.) that falls within 1 of the 5 disciplines of | M
according to AR 25-1.

- Aut omat i on

- Tel ecomruni cati ons
-Visual Information

- Records Managenent
-Printing and Publications

Submit an | MA Aut henti cati on nmenorandum (An exanple can be
found at P:/cio/irr/authentil.doc), along with a credit
card worksheet, (CBKS Form 742-R-E), describing what you
want to purchase and the cost to M. Larry Knuckl es,
Systens Anal yst, Chief Information Ofice. |f appropriate,
you may use a DA 3953, Purchase Request and Conmit nent
docunent, with a continuation sheet attached, (L&ont.frp
inthe fornflow directory on the S: drive). It would be
hel pful if you could enclose a xerox copy of the itemfrom
an ad or froma web page.

*** A signed copy of an authentication wll be
returned to the requestor within 2-3 days so itens nay
be purchased.

***Conpl ete the CI O block on your credit card
data sheet to reflect a yes or NNA (for not



applicable). Retain the authentication in your credit
card files for auditing purposes.

| f you have any questions, or concerns, please contact your
Systens Anal yst, at X4236 or Ms. Kathy Christnman, Agency
Program Coor di nator, at 5-3958.

3-8 Library Requirenents

Li brary requirenents or information resources, regardless
of cost, to include: electronic databases, books,

subscri ptions, workbooks, ncroforns, naps, video
cassettes, archival materials, photographs and CDs will be
procured by Library personnel only. For additional

i nformati on, contact Library Acquisitions at X4254.

3-9 AUDI T REQUI RVENTS

Commanders/Directors are responsi ble for ensuring that
adequat e managenent controls are in place and working to
provi de reasonabl e assurance that resources are protected
fromfraud, waste, and m suse.

In addition to the normal oversight function perfornmed by
the Directorate of Contracting on an annual basis,
appropriate internal reviews are required.

3-10 MOBI LI ZATI ON

Cardhol ders will be allowed to use the sane account number
when transferring fromone activity to another.

Coordi nati on nust be made with the Agency Program
Coor di nator for maintenance procedures (i.e., address
change, ABCO change) prior to transfer.

Al'l Cardholders will turn in the | MPAC purchase card,

recei pts and transaction |l ogs to his/her ABCO prior to
departure. It is the ABCO s responsibility to collect and
turn in the credit card to Agency Program Coordi nator. A
witten meno is required fromthe ABCO requesting
cancel l ati on of the Cardhol ders account. (See Appendi x C

Wien a Cardhol der transfers to a different departnent, a
witten meno fromthe receiving departnment, coordinated

t hrough the appropriate budget official, nust be sent to
the APC with a copy to the previous ABCO.  The nmenorandum



nmust state the address, and the Cardhol der’s new account
classification. The Agency Program Coordinator will notify
US Bank to make the changes necessary.

3-11

3-11.1

USE OF THE PURCHASE CARD
PROHI Bl TED PURCHASES
Cash Advances

Tel econmuni cati on (Tel ephone) services (e.g.,
maj or network services |ike FTS2000, DSN, DI SN,
or dedicated voice and data circuits)

Purchase, rent or |ease of office space or other
real property (including parking spaces)

Airline, bus, boat, or train tickets, notor
vehicle rental, hotel |odging or subsistence
cost, the purchase of neals, or any other
services for which the Government travel card
woul d be appropri ate.

Personal use or itenms for personal benefit

O fice Decorations — (e.g., Christmas or holiday
type decorations) itens for office parties except
for Protocol functions

Tel ephone, Pagers, Cellul ar Tel ephones, Copiers,
Tel ephone Calls, Internet Services (e.g., AQ)
(Process owner CI O Systens Anal yst, X4236)

Printing or Copying Services (Process owner —
Def ense Automated Printing Service (DAPS) unless
exception is granted in witing by DAPS —(PCC
Print Plant, X4905 Cl O

Personal C ot hing or Footwear (except when
required for safety or when specifically
aut hori zed by the agency)

Any service for which an established contract
exists (e.g., janitorial services; yearly/nonthly
mai nt enance; copiers; painting, call the DOC
office for clarification)



Per sonal Services

Purchases over $2,500 (unless specifically
aut hori zed as a “Super-User”

Split Purchases

3-11.2 CONTROLLED PURCHASES

The purchase card cannot be used to obtain the follow ng
itenms without the specific approval fromthe supply system
The installation DOL will obtain these approvals for the
custoner regardl ess of nethod of paynent.

Weapons systemrel ated itens;
Handguns, firearnms and other sensitive itens; and
Hazardous materials such as chem cals, amrunition

and expl osi ves

3-11.3 PURCHASES REQUI RI NG PRI OR APPROVAL
Sof tware Support Agreenents (Process owner — CI O X4236 )

Training (the purchase card may be used to obtain training
under up to $25,000 — prior approval and a fully funded
1556 nust be obtained before the purchase card can be used)

ADPE Itenms (PCs, Printers, Fax Machi nes, Software (off-the-
shel f), CD Ronms, Modens) (Process owner for both Garrison
and AWC - Cl O, X4236)

Tel econmuni cati ons equi prent (Process owner — Cl O X4236)

Audi o Vi sual Equi pnent (nust be authorized by the VID
coordi nat or, X4236)

3-12 LOST OR STOLEN PURCHASE CARDS

Procedures for lost and stolen cards will be inplenented as
soon as the loss is discovered. The phone nunber to cal

in case of lost/stolen cards is |isted on the 888-994-6722.
Cont act your ABCO and APC (Kathy Christman X3958)

i mredi ately.



3-13 RECORD KEEPI NG PROCEDURES

Al'l records covering I MPAC credit cards (i.e., SQA' s,

recei pts, packing slips, credit card data sheets,) wll be
retai ned by the ABCO (or Cardholder) for three years after
final paynent.

The existing file nunbers reference in AR 25-400-2, dates
26 Feb 93, The Mbdern Arny Record keepi ng System ( MARKS)
will be used for records created by the use of the purchase
cards.

The approving officials shall establish a file system using
the followng file nunbers:

FN 715

Title: Ceneral Procurenent correspondence files.
Description: Information relating to procurenent which
cannot logically be filed wth the detailed record nunbers
bel ow. ACTI ON docunent .

FN 715h

Title: Contracting Oficer designations

Description: Records pertaining to appoi ntnment of approval
authority and del egati ons of authority to cardhol ders by

t he approval authority.

FN.  715]

Title: Small purchase categories

Description: Records pertaining to credit card
transactions.



APPENDI X A

STANDARD OF CONDUCT THAT APPLY TO
PURCHASE CARD TRANSACTI ONS

REFERENCES:

Title 18 United States Code Section 201 & FAR 3.101, 3.101-
2, (no gratuities, gifts, favors, entertai nnent, |oans, or
ot her things of nonetary value fromvendors), 3.101-3

(St andards of Conduct), 3.301 (reports of suspected
antitrust violations), 18 U S.C. 286 (do not conspire to
defraud the Governnent), 18 U.S.C. 1001 (no false
statenents or cover-ups).

Definition

“FRAUD'’ Any felonious act of corruption or attenpt to
cheat the Government or corrupt the Governnent’s agents.

Sone indicators of Potential Fraud on the Part of
Gover nnent Enpl oyees:

-Splitting requirenents to stay under the m cropurchase
t hreshol d.

-A fal se statenment about what was purchased or how the card
was used.

-Using the card for prohibited purchases.

-Using the card for personal use.

Sone indicators of Potential Fraud on the Part of Vendors:
- Fal se invoices and m s-charging the Governnent.

-Bribes and gratuities.

- Ki ckbacks.



APPENDI X B
PHONE NUMBERS

Kat hy Z. Mul hol | and
Director of Contracting
245- 3953

Kat hy Chri st man
Agency Program Coor di nat or
245- 3958

M chael Kat chur
Garrison, Property Book O ficer
245- 3119

Robert Hei sner
AWC, Property Book O ficer
245- 4175

Thormas Kel |y
DPW Safety Oficer
245- 3799

Larry Knuckl es
Chief Information O fice
245- 4236

Cynt hi a Rutl edge
AWC, Library, Acquisitions
245- 4254



APPENDI X C
( SAMPLE CARDHOLDER CLEARI NG DOCUMENT)

( OFFI CE SYMBOL)
( DATE)

MEMORANDUM FOR Directorate of Contracting
SUBJECT: | MPAC Purchase Cardhol der C earing Docunent

| certify that the follow ng | MPAC purchase cardhol der
( NAVE AND PURCHASE CARD ACCOUNT NUMBER) has:

a. Conpleted the credit card data sheet.

b. Turned in ANY outstanding receipts.

C. Turned in all credit card files.
ABCO OFFI CI AL NAME AND
SI GNATURE

APPROVI NG OFFI Cl AL ACCOUNT
NUMBER



APPENDI X D
( SAMPLE ABCO CLEARI NG DOCUMENT)

( OFFI CE SYMBOL)
( DATE)

MEMORANDUM FOR Directorate of Contracting

SUBJECT: | MPAC Purchase Card Approving/Billing/Certifying
Oficer (ABCO d earing Docunent

| certify, that as the departing | MPAC purchase card ABCO

I have:

a. Turned in ANY outstanding Statements of Account to
t he Agency Program Coordi nat or (APC)

b. Turned over to the incom ng ABCO ALL purchase card
records.

c. In the absence of an incom ng ABCO turned over
ALL purchase card records to ny Conmander.
DEPARTI NG ABCO S NAME AND
S| GNATURE
ACCOUNT NUMBER

| NCOM NG ABCO S NAME AND
SI GNATURE



