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INTRODUCTION:

This  User’s Guide for administration of the GSA SmartPay Purchase Card Program establishes internal procedures for business processes unique to Headquarters, U.S. Army Materiel Command.  It defines the roles and responsibilities of   HQ AMC personnel and offices with responsibility for executing the GSA SmartPay purchase card program.  The Capital District Contracting Center (CDCC) administers the GSA SmartPay  Purchase Card program for HQAMC.  CDCC delegates purchase authority to HQ AMC purchase cardholders via letters of delegation signed by the  Director of  Contracting (DOC) after each cardholder/billing official completes mandatory training.  This letter designates cardholders’ single purchase limits and billing officials’ monthly office limits and responsibilities.  The CDCC, Mr. John Denney 806-4484, is the Agency/Organi-                                                                                                   

zation Program Coordinator for the HQAMC purchase card program.  The Director of Contracting, CDCC is the only individual authorized to sign cardholder and billing official appointment letters.  Mr. John Denney and/or Ms. Marcia Sousa present mandatory classroom training for potential new cardholders/billing officials.

MANDATORY TRAINING/REFRESHER TRAINING  

All potential cardholders/billing officials must be trained prior to receiving their appointment letters/purchase cards.  Mandatory (initial) training consists of  2 classes:

  0  DoD web based purchase card tutorial at http://clc.dau.mil/, and 

  o  CDCC classroom training.
Refresher training is required every 2 years for existing cardholders/billing officials.  Refresher training can be completed by either retaking the DoD web based tutorial or the CDCC classroom training.  Be sure to obtain a dated certificate for this training to have available for auditors and provide a copy to AMCCP-P (H. Richards or Sylvia Linke).

To attend initial or refresher training at CDCC in a classroom environment, contact Mr. John Denney, 806-4433/4484 and request registration.  The training is usually presented at the Baden Education Center, 9625 Belvoir Road, Bldg. 1017, Ft. Belvoir, VA and lasts for approximately 3 hours.  Once the training is complete, please provide a copy of your training certificate as well as an account set-up form (see pages 12 and 13) to the AMCCP-P point of contact for the purchase card program in order to get your account established.  You should take a copy of the certificate for completion of the DoD web based purchase card training  with you to the CDCC training. 
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HOW TO MAKE A PURCHASE (Office Supplies):  
For purchases of $2,500 or less, after you obtain the requirement, you must ensure that funds are available, and check for your supplies at the local self service supply center.  If your items are not available at the self service supply center, it is mandatory that you attempt to obtain your items through the DoD E-Mall.  Both of these sources satisfy the requirement to purchase from a priority source.  If your purchases are not available through the DoD E-Mall and you receive a DoD E-Mall response of -0-, you should print this document for your file.  Only after you do this may you attempt to obtain your purchase from a commercial source.  For unique items, i.e. subscriptions, demand data, etc., ensure that you obtain appropriate approvals.  Ensure that you log your purchase into the purchase card management system.
For purchases between $2,500 - $25,000 (applicable only if you have a $25,000 payment card), you should contact CDCC, Mr. John Denney, at 806-4433/4484 for appropriate procedures.
ROLES AND RESPONSIBILITIES OF HQ AMC KEY PLAYERS:

Supervisor:
     a.   Designates potential cardholders/billing officials and determines single and monthly purchase limits for the cardholder.  The single purchase limit is generally $2,500, however, it can be less or more.  Also designates billing officials’ and alternate billing officials’ monthly office limit.  Generally this limit can be from $2,500 to thousands of dollars.  No more than seven cardholders may be assigned to each billing official. All accounts must be assigned a billing official and an alternate billing official.  
     b.   Forwards e-mail to the Office of Command Contracting, AMCCP-P, requesting appointment of  new cardholder and/or billing official.  For new cardholders the e-mail must identify single and monthly purchase limits, office symbol, telephone number and which billing official  the new cardholder will be assigned to.  For a new billing official, please identify his/her office symbol, telephone number and who the new billing official will replace.

Billing Official Responsibilities – Billing officials review all cardholder purchases.  At  a minimum, billing official review of cardholder purchases should include purchase orders, receiving reports (for purchases delivered to the warehouse), invoices, billing statements and a check of receipts to determine that cardholders are not paying state tax.  The Office of Command Contracting will request cancellation of any cardholder accounts that are left without a billing official for a period of more than 30 workdays.  
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The billing official for the AMC checkbook account is responsible for the destruction of the checkbook prior to the departure of the checkbook holder.  However, supporting documentation for checkbook purchases must be maintained for 6 years and 3 months.
NOTE:  Billing officials are responsible for transferring continuing monthly services, i.e. subscriptions, cable TV, to the new cardholder’s account when an existing cardholder departs AMC or transfers within AMC.  Failure to do this will result in charges continuing to accumulate on an old account and may result in duplicate billing.

Billing officials are responsible for electronic certification of their statements for payment within 5 workdays after the 23rd of each month (the end of the billing cycle).

Billing officials ensure that all cardholders and billing official “Delegation of Procurement Authority letters” issued by the CDCC are kept in a safe place and are available to auditors upon request.  Billing Officials are responsible to ensure that their cardholders attend refresher training every 2 years.
Billing officials are responsible to notify all personnel, via e-mail, within their G staff and/or special staff, at least annually, as to who their cardholders are.  This information should not be placed on any web pages because of the  sensitivity of this information. 

Office of Command Contracting (AMCCP-P) – The primary Agency Coordinator for HQ AMC GSA Smart Pay Purchase Card program is Ms. Helen Richards, telephone 806-8236.  The alternate Agency Coordinator for HQ AMC GSA smart pay purchase card program is Ms. Sylvia Linke, telephone 806-8240.  These individuals:  

     a.  Serve as the liaison among the Contracting Office, US Bank and cardholders/ billing officials and organizational elements participating in the GSA smartpay purchase card program concerning account set up/termination/transfer and policy/contracting issues.

     b.  Annually issue and update HQ AMC’s supplement to the CDCC Purchase Card Guide.  
     c.  Notify Resource Management and  CDCC of new cardholder/billing official account set ups, cardholder/billing official cancellations,  transfers and spending increases/reductions.

     d. Sign departing employee check-out sheet and collect government purchase cards for destruction.  

      e.  Maintain a current record of HQ AMC’s active cardholders/billing officials by name, office, dollar threshold, e-mail address and dates of training completion.
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      f.  May notify CDCC, US Bank, the individual(s) in question and Command Counsel of account suspensions/cancellations when a cardholder and/or billing official is determined to be in non compliance with applicable laws/policies and procedures.

AMCCP POC for purchases in excess of $2,500 

Ms. Angie Sawyer, telephone 806-8248, is the individual at HQAMC to contact for guidance/policy for purchases of supplies/services in an amount greater than $2,500.  This excludes training, printing and/or items under G-6 on the next page.  All payments for orders exceeding the micro-purchase threshold ($2,500) must be made against  existing Federal Supply Schedule contracts, calls written against a Blanket Purchase Agreement (BPA) or orders placed against Indefinite Delivery/Indefinite Quantity (IDIQ) contracts that contain a provision authorizing payment by purchase card.   
G-8 – Review the Purchase Card Management System (PCMS) for financial oversight of HQ AMC GSA Smart Pay Purchase card program.  The G-8 point of contact for the PCMS is Mr. James Kerr, telephone 806-9255.  Monthly bills will be certified electronically by billing officials, utilizing the US Bank Customer Automated Reporting Environment (C.A.R.E.), NLT 5 workdays after the 23rd of each month, the end of the billing cycle.  G-8 is responsible to:         

         a.  Provide training on the use of the PCMS and assist with the CARE training for electronic certification of statements.

         b.  Assist AMC billing officials in completing pay packages for Defense Finance and Accounting Service (DFAS) prior to certification of their first statement via C.A.R.E.
          c.  Track delinquencies and remind appropriate billing officials to ensure payment when their account goes into a delinquent status – well before the timeframe for suspension of accounts.  Work with DFAS concerning these issues.

PCMS training instructions available at http://impac/apg.army.mil/amc/pcmswb.nsf  .
G-1 -  Accommodation checkbook holder/warehouse and property book office.

      a.  Maintains AMC’s accommodation checkbook for use only with vendors who will not accept the GSA SmartPay Purchase Card.  The maximum amount that a check may be written for is $2,500.  NOTE:  Policy for the purchase card program states that the Commander or Installation Director is responsible for approving the issuance of a checkbook account  for his organization.  For HQAMC, this authority is redelegated to Mr. Jeffrey Parsons, Director of Contracting.  

b. The general rule is that most expendable items with a value of $2,500 or less, purchased with the GSA SmartPay purchase card, are not required to be recorded 
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on the property book.  Pilferable items are an exception to this rule.  Examples of pilferable items are typewriters, calculators, modens CD-ROMS, pocket print servers, cell phones, Blackberry pager/e-mailer, palm pilots and similar functional devices and computer equipment.  

    c.  The Senior Warehouse Technician for delivery/receipt of purchases ordered for  HQ AMC is Mr. Ron Lane, telephone 806-8165. The individual picking up supplies from the warehouse should be someone other than the cardholder (separation of duties).  This individual must ensure that he/she obtains a copy of the receipt for items purchased when picking up purchases from the warehouse.  These receipts must be available for review by  the billing official and any auditor reviewing the account.  NOTE:  Direct delivery to HQ AMC offices is prohibited.  The new address for AMC  is 9301 Chapek Road, Ft. Belvoir, VA 22060-5527.

G-6 – Authorizes and purchases all information technology hardware and software, communication, printing, audio-visual, graphic, library equipment and services, for HQ AMC personnel.  The point of contact concerning these issues is Mr. Maurice McKinney, 

telephone 806-8516.  If your office is interested in purchasing technology equipment (software or hardware) or cellular telephones and services you must first contact your  designated Information Technology Point of Contact (ITPOC) or Telephone Coordinator for authorization.

Command Counsel (AMCCC) – Responsible for legal oversight of HQ AMC GSA 

SmartPay Purchase card program.  Investigates reported fraud issues.  Provides legal advice as to whether an item can properly be purchased with the purchase card/ appropriated funds.
Crimimal Investigations Division (CID) -  Investigates suspected fraud.   

Internal Review and Audit Compliance (IRAC) – Responsible for independent review and audit for compliance with established policy/procedures for the GSA SmartPay Purchase Card program.  The point of contact concerning audit issues/questions is Mr. Dale Green, telephone 806-9021.

Inspector General (AMCIG) -   Responsible for independent inspection/investigation of HQ AMC GSA SmartPay Purchase Card program.  This office usually gets involved as a result of a reported incident.  

TIPS FOR SUCCESSFUL IMPLEMENTATION OF THE GSA SMART PAY PURCHASE CARD PROGRAM:

1.  Split Purchases – Purchases shall NOT be split to avoid the established single purchase threshold or to make multiple payments for 1 transaction to avoid exceeding the established single purchase threshold.
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2.  General Officer or SES Approval Requirement – Cardholders are responsible  for the purchase of all supplies and services with an estimated cost of $2,500 or less except for items for which the card cannot be used.  Procurement through some other means, such as a purchase order is authorized only in instances where the purchase exceeds the micro purchase threshold ($2,500).  If a vendor will not accept the GSA smart pay purchase card, a convenience check may be used.  Purchase requests for items costing $2,500 or less  forwarded to the Contracting Office, CDCC  via G-1 will contain a justification as to why the purchase card and/or the AMC convenience check cannot be used to include a listing of the vendors contacted while attempting to use the card.  A Senior Executive Service (SES) or General Officer must sign the request.  Any requests that fall into this category must be forwarded through the Office of Command Contracting for coordination prior to being forwarded up the chain of command for approval.  It is not necessary to process a justification if payment is made utilizing the accommodation checkbook that is maintained by G-1, therefore, please take advantage of this option should you determine that a purchase card cannot be used.  This policy is contained in the Defense Federal Acquisition Regulation Supplement (DFARS) 213-270. 

3.  Separation of duties – One of the controls of the GSA Smart Pay Purchase Card Program is the separation of duties.  Separate individuals must perform the functions of billing official, cardholder, budget officer, property book officer and pick up of supplies ordered and delivered to the warehouse. 

4.  Billing official account suspension policy – If your payment becomes 60 days or more delinquent to US Bank, the bank can suspend the billing official account.  This causes all cardholders for which you certify to lose their purchasing power until the account is paid in full.  Should this occur, the bank will charge a $25.00 reactivation fee to your account.  Should a billing official account ever become 180+ days late, the bank will suspend all accounts assigned to HQAMC.  The bank will reinstate purchasing authority only after the bank receives and processes the overdue payment.  Accounts suspended for non-payment more than twice in a twelve month period may be cancelled by US Bank.  When making payments, it is important to remember that “the clock keeps ticking” until US Bank receives payment.  A suspended account will not be reinstated when you send the certified statement to Resource Management or when Resource Management forwards it to DFAS.  It will only be reinstated once US Bank receives and processes the payment.

5.  Lost, Stolen or Compromised Purchase Cards – It is the cardholder’s responsibility to notify US Bank of the loss of his/her purchase card.  US Bank may be contacted during normal business hours Monday – Friday, by calling 1-800-994-6722.  After you hear the recorded message, press the star key to reach a customer service representative. You must 

also notify your billing official within one workday after discovering the loss.  Billing Officials are required to submit an e-mail to the AMC program coordinator (Helen 
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Richards or Sylvia Linke) within five (5) business days identifying the name of the cardholder, organization, account number and whether or not a new card is requested.  Follow up will  be made with US Bank to ensure that the card is cancelled and if required, that a new card is issued

6. Safeguarding Purchase Cards – Cardholders may not permit anyone else to use their cards, even other government personnel or a supervisor.  It is recommended that purchase cards be kept in a locked file cabinet at the office when not in use.  Purchase cards should NOT be locked in containers with classified documents because money in a safe with classified documents adds extra incentive for someone to break into the safe.  Cardholders should not carry the GSA smart pay purchase card in their wallets with personal credit cards to avoid the mistake of charging personal items on their GSA Smart Pay Purchase Card. 
7.  Separation of cardholder/billing official - When a cardholder leaves HQ AMC, he/she must surrender his/her card to the Office of Command Contracting during the clearing process for account close out.  When a billing official leaves HQ AMC, a new billing official should attend training in advance of the departure of the existing billing official.  A pay package (i.e. a copy of the appointment letter and a signature card) for new billing officials will be provided to G-8, Mr. James Kerr.  Mr. Kerr will obtain the signature of his Deputy Director (Mr. Lawkowski) on the signature card and forward this documentation  to DFAS.  New billing officials may not certify billing statements until this process has been completed.

      Army policy is that billing official payment records are required to be kept for a period of 6 years, 3 months, therefore, it is extremely important that departing billing officials’ records be turned over to the replacement billing official.  During reorganizations when staff offices are abolished, billing official records should be turned over to the office picking up similar duties to those of the abolished office.

8.  Transfer of Cardholder to a Different HQAMC Office – Cardholder accounts may not be transferred from one billing official to another.  The existing account must be cancelled and a new account established.  The Office of Command Contracting will assist with this process.

9. Disputes -  A dispute is a disagreement between a vendor and the cardholder concerning charges that appear on the cardholder's statement of account.  Cardholders must always attempt to resolve disputes directly with the vendor in the same manner that you would do this with your own personal credit card.  In the event that you are unable to resolve the dispute with the vendor, US Bank will assist you after you complete a Cardholder Statement of Questioned Item (CSQI) and submit this form to US Bank, along with a copy of the billing official’s statement on which the charge appears.  The only two individuals authorized to sign this form are the cardholder and/or the billing 
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official.  Forward the original CSQI to the bank at the following address:  US Bank, 
ATTN: Government Purchase Card, P.O. Box 6350, Fargo, ND 58125-6350.  Electronic disputes are also available via the US Bank database, CARE.   NOTE:                                              

Unless you know for sure that the vendor is NOT going to assist you in 

resolution of the dispute or you suspect fraud, the Cardholder Statement of Questioned Item form should not be submitted to the bank until 45 days after the statement date to 
give the requested correction time to appear on the next bank statement.  This is called the “delayed dispute” process.  There is a 45 – 60 day window for this process.  NOTE:  It is imperative that you submit the CSQI form within 60 days of the statement date. If you wait longer than 60 days to submit your CSQI form to the bank, the Government loses its dispute rights according to the terms of the GSA contract                                                       
10.  Making Corrections in PCMS (linked to disputes above) -   If you are charged for an item incorrectly or the charge on your invoice is different than what you entered into 
PCMS, provide a complete explanation of the error in the AMC PCMS.  The disputed transaction on the cardholder statement should be annotated to refer to the item(s) recorded in the AMC PCMS.  The bottom line is that dollar amounts entered into PCMS should be the actual amounts that are eventually agreed to and paid to U.S. Bank.   

Cardholders operate in a “pay and confirm” environment, whereby payment of invoices will be made promptly, subject to follow on verification of receipt and acceptance of goods.  It is the cardholder’s responsibility to confirm that items billed for have been received.  Reference USD memorandum, 27 Mar 1997, Subject:  Purchase Card Reengineering Implementation Memorandum #3:  Streamlined Financial Management Procedures, signed John J. Hamre.

11.  Absence of cardholder -  If for some reason the cardholder is absent and not able to reconcile his/her statement, the billing official will reconcile the statement.

12.  Order cancellation -  If you have placed an order and for some reason decide to cancel that order, first you must call the vendor and inform him/her that you are canceling the order and request a credit to your Government purchase card.  Then cancel the order in the AMC PCMS.

13.  Credits – If the cardholder returns an item and has received a “credit” to his/her purchase card, a copy of the credit slip should be kept with the receipt for the purchase.     NOTE:  Store credit vouchers toward a future purchase are strictly prohibited.  The credit must be posted to your purchase card.

14.  Performance Standards –   Cardholder and Billing Official duties  will be incorporated into their performance standards.  This allows them to take credit for 

prompt payment rebates earned.  
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15.  Payments for services –  Services should be paid for by the office that requires the services.  If a concern exists as to whether a contract exists for these services, coordination should first be made with G-6 (Mr. Maurice McKinney). 

16.  Purchase of books, magazines, subscriptions, etc. – Coordination and ageement must be made with the AMC library prior to the purchase of these items with the GSA SmartPay Purchase Card.

17. Consolidating Requirements – If you make frequent, repetitive buys for the same
or similar items, you may find that you can achieve cost savings by consolidating your requirements and placing an order against a Blanket Purchase Agreement or some other contractual instrument.  Consult Ms. Angela Sawyer, 806-8248,  in the Office or Command Contracting for advice on this matter.

18. Priority Sources – 
a. Office Products:  Check mandatory sources of supply by first attempting to purchase from the self-service supply store (SSSS).  There is one in the Hoffman Building which AMC cardholders may use.  The phone number is (703) 325-9185.  If the SSSS can’t satisfy your requirements, then attempt to find your supplies in DOD’s E-Mall.  Certain supplies or services are designated for purchase from a required source of supply, such as the National Industries for the Blind and the National Industries for the Severely Handicapped (NIB/NISH).  The vendors approved for use via DoD E-Mall have agreed to fill orders with supplies provided by priority sources, whenever available.  Before reaching a decision to use commercially available sources, the cardholder must determine if mandatory sources meet the need.  (Note:  Information on how to use E-Mall to purchase office supplies from one of the twelve BPA holders can be found in the tutorials on E-Mall’s web page).  If your search in the DoD E-Mall gives you a response of -0-, you should print out this sheet and document your file prior to going to a commercial source to satisfy your requirement.
b. Furniture:  Coordinate first with G-1, Mr. Oakley Drumheller at 806-8707, prior to procuring furniture.  This requirement applies to procurements of any dollar value.

c. Printing services:  It is mandatory to purchase printing, reproduction and/or binding from the Defense Automation Printing Service (DAPS).  A waiver must be approbed prior to using a commercial source for these services.  The point of contact for printing services for HQAMC is Mr. John Goodman in G-6.  His phone number is  806-8518.      
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19.  Cardholders Exceeding their Purchase Limits -  This could result in your spending limit being reduced to $1 by CDCC and/or disciplinary action.  Do NOT exceed your established purchasing limits.

20.  Paying for Training with the Purchase Card – It is a mandatory requirement that a DD Form 1556 be prepared for all training paid for via the purchase card.  This provides documentation for the charges to your account.

21. Paying for Conference Registration Fees – Conference registration fees may be paid for on the purchase card.  The cardholder should obtain documentation of the amount of the fee from the individual and keep this with his/her purchase card records.  This fee is then paid directly by the US Government and the conferee does NOT claim this amount on his/her travel voucher.
22.  Ethics Training – It is mandatory that all cardholders and billing officials attend agency Ethics Training annually.

23.  Purchasing Flags – US national flags, Army streamers, guidons and organizational flags may not be purchased from commercial sources.  In accordance with Army Regula-tion 840-10, they are to be ordered on a DD Form 1348-6 from the Army Support Office in Philadelphia.  For assistance in completing the DD Form 1348-6, you may contact Rodney Perkins at 806-8193, cubicle number 1NW4609 in G-1.  Additional guidance may be found on the web at http://ct.dscp.dla.mil/ctinfo/flagsstreamers.html.

24.  Conferences – When planning a conference, seminar, workshop, symposium, meeting, training or assembly consult AMC Reg. 1-12, Sponsorship of Conferences, to determine if prior approval is required.  For additional information on conference approval requirements, contact Alicia Waters, telephone 806-8796 in AMCPE-A-B.

25.  Annual Billing Official Reviews of all Cardholder Transactions – It is mandatory for all billing officials to annually review 100% of cardholder transactions and document their findings.  Recommend that billing officials use the format on pages 15 - 17 of this document.  The results of these reviews should be reported annually to the appropriate G-staff head or special staff head and forwarded to AMCCP-P NLT  1 October of each year.  AMCCP will, in turn, consolidate and brief the results of these reviews to the Command Group.   The intentional misuse of the agency purchase card for other than official Government business may be considered an attempt to commit fraud against the U.S. Government.  Misuse may result in immediate cancellation of an individual’s card, financial liability and negative administrative and/or disciplinary action against the cardholder and/or the billing official in accordance with the Army regulation governing the Government Purchase Card Program.
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 FINANCIAL ISSUES AND THE PURCHASE CARD MANAGEMENT SYSTEM 

 The AMC Purchase Card Management System is an integral part of  HQ US Army Materiel Command’s purchase card program.  It is a single system for obtaining approvals, recording purchases, reconciling statements, processing payments, tracking property book items, and managing funds.  Cardholders and billing officials will use PCMS to record transactions, obtain required approvals, and keep a running balance of  available funds.
     a.  Prior approvals -  Prior to making purchases cardholders should confirm that funds are available for the procurement and that expenditure of the funds has been approved.  Special approvals are needed from the G-6 to purchase items such as equipment to process classified data and automatic data processing equipment.  Prior approval for purchases may be obtained through PCMS from the Billing Official, the fund certifying official and/or from individuals authorized to approve special purchases.

     b.  Documentation -  In lieu of maintaining a manual purchase log, credit cardholders must record all purchases in PCMS.  The cardholder will use this documentation to substantiate charges against his/her purchase card.  In addition to documenting the 

purchase in PCMS, the GPC holder will retain the receipt of the purchase and any associated shipping documentation.

      c.  Property Book Items -  Items which need to be accounted for in the property book should be tracked in PCMS.  The general rule is that most expendable items with a value of $5,000 or less, purchased with the GSA SmartPay purchase card, are not required to be recorded on the property book.  Pilferable items are an exception to this rule.  Examples of pilferable items are typewriters, calculators, modems, CD-ROMs, pocket print servers, cell phones, blackberry pager/e-mailer, palm pilots and similar functional devices and computer equipment. 
      d.  Reconciliation -  As part of the reconciliation process the cardholder will match the purchases he/she had previously logged into the AMC PCMS to transactions billed in US Bank’s database, CARE.  Additionally, the cardholder will validate the accounting information supporting the GPC transaction. After reconciling the PCMS record of  purchases with US Bank’s record of purchases, the cardholder electronically certifies his/her statement for payment.  The billing official then reviews the cardholder(s) records in CARE and supporting documentation and certifies via CARE.  G-8 monitors the cardholder/billing official payments certified via CARE timeliness and reminds any billing official who may fail to timely certify.  G-8 will validate the accounting records of their customers prior to authorizing DFAS to disburse the customer’s funds.
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In order to make timely payments to US Bank, DFAS requires billing official electronic certification not later than 5 workdays after the end of the billing cycle (the 23rd of each 
month).   If there is a problem with the electronic certification,  DFAS usually withholds payment until you contact them to determine and correct the problem.  Your organization 

pays the late payment penalty interest whether the delinquency is caused by DFAS or your organization).                                                                                                                                          

  Note:  Billing Officials/cardholders will ensure that the AMC PCMS contains the details for purchases for which the cardholder has received a purchase card statement.
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WEB ADDRESSES FOR PLACING ELECTRONIC ORDERS

DoD e-mall website – https://www.emall.dla.mil
National Industries for the Severly handicapped – http://www.nish.org
National Industries for the Blind – http://www.nib.org
Federal Prison Industries (UNICOR) – http://www.unicor.gov/
Javits-Wagner-O’Day (JWOD) – http://www.jwod.gov
General Services Administration (GSA) Advantage – http://www.fss.gsa.gov/
WEB ADDRESSES FOR GSA SMART PAY POLICY AND PROCEDURES
· HQAMC SOP for the purchase card program –   (currently under revision)    http://www.amc.army.mil/amc/rda/rda-ap/impactut.html       
· SAALT Policy/Memos -  http://purchasecard.sarda.army.mil
                 (state tax exemption letters may be found here)

· HQDA Policy/information -  http://purchasecard.sarda.army.mil/army/ 

· Defense Finance and Accounting Service -   http://www.purchasecard.dfas.mil
· Bank Training Info. -  http://www.usbank.com/impac/train_mktg_materials
·  FY 96, 97 & 98 DFAS-Indianapolis Policy - http://www/asafm.army.mil/dfas
· GSA SmartPay -  http://pub.fss.gsa.gov/services/gsa-smartpay!

· For GSA Homepage -  http://www.ss.gsa.gov (click on schedules, then on next page click on e-library)

· C.A.R.E. web-based training – https://care.usbank.com
(The password for accessing this data changes every 45 days.  Contact your agency coordinator to obtain the current user ID and password.  
· Federal Acquisition Regulation (FAR) – http://www.arnet.gov/FAR
· DoD purchase card training – http://clc.dau.mil/kc/no_login/portal.asp
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   SET-UP FORM FOR A NEW BILLING OFFICIAL ACCOUNT:
MEMORANDUM FOR:  Capital District Contracting Center (John Denney)

SUBJECT:  Establish a New Billing Official Account for (                               )
Corporate Account No.:
Agency Name:

Mailing Address (include ofc symbol):
Office Phone:
Office Datafax:

Fund Cite:

Office Limit:

(This is the total of all your cardholders’ monthly limits)

E-mail address:

Date attended mandatory purchase card training:

The point of contact is Ms. Helen Richards, 806-8236

Note:  Complete all data requested above and electronically forward this information to Helen Richards or Sylvia Linke, AMCCP.  You must also provide a copy of your DoD training certificate and the training certificate for the Ft. Belvoir Contracting Office’s purchase card class PRIOR to the establishment of a new account.
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      SET-UP FORM FOR A NEW CARDHOLDER ACCOUNT:

MEMORANDUM FOR:  Capital District Contracting Center (John Denney)

SUBJECT:  Establish a New Cardholder Account for (                               )

Corporate Account No.:   (To be completed by AMCCP)

Agency Name and Address:

Office Phone:
Office Datafax:

Single Purchase Limit:

Monthly Purchase Limit:

E-mail address:

Date attended mandatory purchase card training:

Full description of the types of purchases to be made:

The point of contact is Ms. Helen Richards, 806-8236

Note:  Complete all data requested above and electronically forward this information to Helen Richards or Sylvia Linke, AMCCP.  You must also provide a copy of your DoD training certificate and the training certificate for the Ft. Belvoirs Contracting Office’s purchase card class PRIOR to the establishment of a new account.
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     BILLING OFFICIAL PURCHASE CARD PROGRAM REVIEW CHECKLIST 

A physical review was conducted on account _________________  on ______________










(DDMMMYY)

by:  ___________________________________(Billing official’s full name)

Telephone:(     )
                             Fax:(    )______________________

E-mail address:_____________________________________________________________________

Office/activity address:_____________________________________________________________________

Cardholder (s) account(s) reviewed:

Cardholder’s full names:_______________________________________________________________________
_____________________________________________________________________________

Paying office POC:_________________________________________________________________________
Telephone:(     )
                         Fax:(     )_______________________

E-mail address:______________________________________________________________________

Office/activity address:______________________________________________________________________
Limits - single purchase/monthly/office limit: $
                $            
   $      

______
                                                                      (single purchase) (30 day limit)       (office limit)

TRANSACTIONS REVIEWED FOR THE PERIOD:______________THRU__________________

	OCT   $
	JAN   $
	APR   $
	JUL  $

	NOV   $
	FEB   $
	MAY  $
	AUG  $

	DEC  $
	MAR   $
	JUN   $
	SEP  $

	TOTAL AMOUNT 

FOR THE YEAR
	$
	NO. OF ACTIONS FOR THE YEAR
	


     a.  ADMINISTRATIVE ISSUES:

(1) Is cardholder a property book officer (PBO) or hand receipt issuer?     

           YES    NO

          NOTE:  Prohibited relationships could include, but are not limited to, the following:


  (a)  A cardholder cannot be PBO or hand receipt holder;


  (b)  A cardholder cannot be their billing official;


  (c)  Nor should one individual buy, receive, and certify fund available for a purchase.

          (2)  Does cardholders have a delegation letter?   
  YES    NO

          (3)  Did cardholder attend and complete required orientation and ethics training? 

                      YES   NO
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(4)  Are bills paid in full IAW delayed dispute procedures?    YES   NO


   --complete CSQI and forward to the bank for resolution?    YES    NO        N/A


   --monitor the disputed item’s progress until resolved?
      YES    NO       N/A
          (5)  Cardholder follows agency’s internal procedures:
      YES    NO

          (6)  Card and account numbers safeguarded against misuse or theft.    YES    NO
     b.  FUNDS:

          (1)  Purchase logs have a column for running balance of available funds.    YES      NO
          (2)  Cardholder certifies and forwards to the billing official within 3 calendar days.     

                         YES    NO
          (3)  Does the cardholder know the process for rebates offered by manufacturers and retailers?      YES    NO        N/A
(4) Does the cardholder know how to handle merchandise returns? 
          YES    NO        N/A
AUDIT ALERT:  Cardholders are prohibited from accepting anything other than a credit back to the purchase card for merchandise returns or credits for services.

     c.  PROCEDURES:

          (1)  Cardholders maintain a daily purchase log utilizing PCMS.    
YES    NO 

          (2)  Cardholders verify price reasonableness.


  YES    NO

               (Required only when the cardholder suspects that the price quoted is unreasonable.)

          (3)  Requirements “split”  to avoid single purchase limit? (AFARS 13.9003(a)).  
                     YES    NO

          (4)  BEFORE a cardholder makes a buy using a commercial source, are required sources of supply and services (JWOD Program, UNICOR, etc) checked for availability to fill the requirement? (FAR 8.001)    YES    NO        N/A

          (5)  Are purchases rotated among suppliers to promote competition?    YES    NO

     d.  USAGE  

          (1)  Was the purchase card used to buy any unauthorized or personal items? 
                        YES    NO    
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          (2)  Did cardholder place “backorder” buys with vendors?  (items must be immediately available or shipped within 30 days)?  (AFARS 13.9003(a).)     YES    NO    

          (3)  Did cardholder coordinate with PBO to place pilferable, nonexpendable and/or sensitive property on hand-receipts or the property books? 
  YES    NO      N/A

          (4)  Is approval received prior to cardholder making a buy requiring prior approval/coordination?  YES    NO      N/A

     e.  RECORDS:

          (1)  Is there a purchase card receipt and/or vendor invoice for each transaction?  (should include vendor’s name, address, clear description of items or services purchased, quantity, unit price, total price, and exclusion of tax) (DFAS Guide Army Update Training).                            
                   YES    NO

          (2)  Are the items marked in the purchase log as received and billed?    YES  NO

          (3) Are cardholder’s records (purchase log and receipts) in file folders marked with the appropriate month and FY?








                   YES    NO

          (4)  Does cardholder utilize the Purchase Card Management System (PCMS) automated purchase log?        YES       NO 
     f.  RECONCILIATION PROCESS:

         (1)  Procedure in place for processing SOAs if cardholder is absent?      YES    NO   

         (2)  Electronic certification performed &  forwarded to the billing official within five (3) calendar days?      YES    NO  

     g.  REVIEWS:

          The last review was conducted on _____________  by____________________________
 -- deficiencies, if any, were corrected 


  YES    NO      N/A


-- copies of this report furnished to HQAMC, AMCCP
  YES    NO      N/A


-- review findings discussed with cardholders

  YES    NO      N/A
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