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[bookmark: _Toc115601975][bookmark: _Toc147038344][bookmark: _Toc147038912][bookmark: _Toc303690555][bookmark: _Toc335643012]1.  INTRODUCTION

References:
a. Federal Acquisition Regulation (FAR), Part 13 “Simplified Acquisition Procedures” 

b. Defense Federal Acquisition Regulation Supplement (DFARS), Part 213.301 “Government-wide commercial purchase card” 

c. Army Federal Acquisition Regulation Supplement (AFARS) Appendix EE

d. Army Federal Acquisition Regulation Supplement (AFARS), Part 5113.2 “Simplified Acquisition Procedures” 

e. Treasury Financial Manual, - Vol. I, Part 4, Ch. 4500, “Government Purchase Cards” 

f. Department of Defense (DOD) Financial Management Regulation (FMR) Vol. 10, Ch. 23, “Purchase Card Payments” 

g. DOD FMR Vol. 10, Ch. 23, Annex 1, “Purchase Card Certification Statements” 

h. DOD FMR Vol. 10, Ch. 2, “Discount Offers and Rebates/Refunds” 

i. DOD Government Charge Card Guidebook for Establishing and Managing Purchase, Travel, and Fuel Card Programs (DOD Guidebook) 

j.  OMB Circular No. A-123, Appendix B Revised 

These procedures apply to all Government Purchase Card (GPC) purchases with cards issued by the Army Contracting Command – New Jersey (ACC-NJ). Non-Army tenant organizations issued Army GPCs or convenience checks by an Army contracting office are also subject to these procedures. All Billing Officials (BO), Cardholders (CH), Agency Organization Program Coordinators (AOPC) (at all levels), Resource Managers (RMs), Logisticians, and other stakeholders that participate in the GSA SmartPay Purchase Card Program are subject to these procedures. The policy established in this document supersedes ACC-NJ previous guidance.
The Federal Acquisition Regulation (FAR) stipulates in Part 13.201(b) that “the Government-wide commercial purchase card shall be the preferred method to purchase and to pay for micro-purchases.”  Micro-purchases are defined as procurements up to or including $3k.
The Government Purchase Card is an internationally accepted VISA purchase card, used to streamline ordering, payment, and procurement procedures.  In accordance with the Federal Acquisition Regulation (FAR) Part 13.301, Defense Federal Acquisition Regulation Supplement (DFARS) Subpart 213.201 and Army Federal Acquisition Regulation Supplement (AFARS) Subpart 5113.270-90 and Army GPC Operating Procedures, May 2013 edition, the GPC may be used to – 

a. Make micro-purchases up to or including $3,000; (except for the purchase of services covered under the Service Contract Act ($2,500) or construction ($2,000).
b. Place a task order or delivery order up to $25k ONLY if authorized in the basic contract, basic ordering agreement, or blanket purchase agreement for an approved source

c. Make payments against contract vehicles when the contractor agrees to accept the card.

d. [bookmark: _Toc81278287][bookmark: _Toc81278374][bookmark: _Toc81278492]Procure commercial training at or below $25k using the authorized training form (SF 182) 
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2.  POINTS OF CONTACT   







	Ray Blauvelt                        Primary Level 3

	
	Tel: 609-562-2699
Raymond.X.Blauvelt.civ@mail.mil

	Christina Coles                  Alternate Level 3

	
	Tel: 703-806-3286
Christina.Y.Coles.civ@mail.mil

	Washington DC Support
JB-MDL USARC Support
Picatinny Support
	Christina Coles
Patrick Morris
Tom Incera
	703-806-3286
609-562-3166
[bookmark: _GoBack]973-724-20923198

	Fort Belvoir Central Email Box – Email for Purchase Card Inquiries-Training-Account Changes.
	
	usarmy.ncr.hqda-acc-ncr.mbx.purchase-card@mail.mil

	US Bank Help Desk
PCOLS Help Desk
	
	888-994-6722
800-376-7783

	GFEBS Help Desk
DFAS Central Email Box
US Bank Help Desk
PCOLS Help Desk
	
	Army.GFEBS.Helpdesk@mail.mil 
DFAS-GFEBS-GPC@DFAS.MIL 
888-994-6722
800-376-7783

	Scott Shupe
Associate Director - Operations Execution Office

	
	Tel: 973-724-3246
Scott.W.Shupe.civ@mail.mil

	Dan Perrotta 
Center Director
	
	Tel: 973-724-5391
Daniel.J.Perrotta.civ@mail.mil  





3.  TRAINING


Chapter 3

All Card holders (CH), Check writers (CW) Billing Officials (BO), Alternate Billing Officials (ABO) must successfully complete mandatory training (outlined in paragraph 1), prior to account set-up. It is highly recommended that Resource Managers (RMs), Logistician’s, and others involved in the GPC process also complete this training.  Further there is Additional Specific User Training that is outlined in paragraph 2.  Finally, annual mandatory Refresher Training is outlined in paragraph 3.  

[bookmark: _Toc242174344][bookmark: _Toc271955971][bookmark: _Toc303690558][bookmark: _Toc335643015][bookmark: _Toc242174345][bookmark: _Toc271955972][bookmark: _Toc303690559][bookmark: _Toc335643016][bookmark: Ch31][bookmark: _Toc80512445][bookmark: _Toc81126353][bookmark: _Toc81278294][bookmark: _Toc81278381][bookmark: _Toc81278499][bookmark: _Toc115601978][bookmark: _Toc147038347][bookmark: _Toc147038915][bookmark: _Toc303690560][bookmark: _Toc335643017]1. INITIAL MANDATORYTRAINING   See AFARS Appendix EE Section 2-2

a. [bookmark: _Toc80512446][bookmark: _Toc81126354][bookmark: _Toc81278295][bookmark: _Toc81278382][bookmark: _Toc81278500]ACC-NJ local training- contact your Agency Organization Program Coordinator for course schedule.
b. Defense Acquisition University (DAU) Orientation Training – Course Code CLG001 
c. Defense Acquisition University (DAU) Ethics Training – Course Code CLM003 
NOTE 1:  Upon completion of the local ACC-NJ training class, all account holders must sign a statement acknowledgment confirming they have received the initial GPC program training and return the statement to the AOPC.  The training certification states that they understand the training provided, GPC program training materials have been provided or made available, and they understand the penalties associated with misuse of the card. 

NOTE 2:  DAU REGISTRATION.  To access the DAU website use the following link:  https://www.atrrs.army.mil/channels/aitas/.  Each DoD agency, e.g., Army, Air Force. etc., has a specific training office that acts on your application request for training.  Each category of students has a specific registration system.  The Army uses the Army Training Requirements and Resources System (ATRRS) as its registration system. The instructions are generic but comprehensive enough to answer most questions. 

2.  ADDITIONAL USER SPECIFIC TRAINING 

a.  CERTIFYING OFFICER LEGISLATION COURSE (COL):  COL is required for only Billing Officials and Alternate Billing Officials no later than 2 weeks after appointment (see DoD 7000.14R, Department of Defense, Financial Management Regulation (DoD FMR) Vol. 5, Chapter 33, paragraph 3303, Responsibilities).  Certificate must be submitted to and retained by your supervisor upon completion.  Refresher training is required annually.  To access the training use the following link:  https://www.defensetravel.dod.mil/Passport.  

b.  ACCESS ONLINE - All new BOs, ABOs and CHs and Resource managers are also required to complete the Access Online web based training classes.   The website is https://wbt.access.usbank.com.  The passwords to access the training changes every 60 days.  Contact your AOPC to obtain the latest access online web based training passwords.

c. Purchase Card Online System (PCOLS) - All new BOs, ABOs and CHs, and their supervisors are required to complete the PCOLS online training classes.  New resource managers and their supervisors are also required to complete the PCOLS online training classes.  PCOLS online webinar classes are available for each GPC role on the Defense Acquisition University Acquisition Community Connection website - https://acc.dau.mil/CommunityBrowser.aspx?id=326894&lang=en-US.  

[bookmark: _Toc80512449][bookmark: _Toc81126357][bookmark: _Toc81278298][bookmark: _Toc81278385][bookmark: _Toc81278503][bookmark: _Toc115601979][bookmark: _Toc147038348][bookmark: _Toc147038916][bookmark: _Toc335643019]3.  ANNUAL REFRESHERTRAINING REQUIREMENTS (GPC/ETHICS & COL) REQUIREMENTS

[bookmark: Ch36][bookmark: _Toc80512450][bookmark: _Toc81126358][bookmark: _Toc81278299][bookmark: _Toc81278386][bookmark: _Toc81278504]a.  REFRESHER TRAINING - Once a year, all BOs, ABOs, and CHs are required to complete refresher training. 
(1) Refresher training can be completed by taking the course entitled “CLG004 Government Purchase Card Refresher Training” from the DAU web site (http://www.dau.mil).
(2) [bookmark: Ch37][bookmark: _Toc80512451][bookmark: _Toc81126359][bookmark: _Toc81278300][bookmark: _Toc81278387][bookmark: _Toc81278505]Refresher Training can also be completed by attending the ACC-NJ training.  Contact your AOPC to schedule training.    
b.  Ethics training is required once a year.  
(1)  DAU also offers an on-line ethics course, CLM003 Ethics Training for Acquisition Technology and Logistics.  DAU Website – http://www.dau.mil
(2)  The ethics briefing provided during the initial GPC training does not fulfill this requirement. 
c.  COL TRAINING:  All BOs and ABOs are also required to complete the online Certifying Officer Legislation training annually.  See AFARS Appendix EE - BO Sample Appointment Letter 
[bookmark: _Toc80512452][bookmark: _Toc81126360][bookmark: _Toc81278301][bookmark: _Toc81278388][bookmark: _Toc81278506][bookmark: _Toc115601981][bookmark: _Toc147038350][bookmark: _Toc147038918][bookmark: _Toc335643020]4.  FILE RETENTION   See AFARS Appendix EE Section 3 -13
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[bookmark: _Toc115601982][bookmark: _Toc147038351][bookmark: _Toc147038919][bookmark: _Toc335643021]4.  ESTABLISHING & MAINTAINING ACCOUNTS


Good business practices and effective management controls require employees to be adequately trained prior to performing the operating requirements.  All Government employees involved in the day to day operation and management of the purchase card shall be trained in accordance with the procedures in Chapter 3.  They need to be fully aware of the benefits as well as the responsibilities that come with having a purchase card account.  Upon completion of the training, a written request must be submitted to establish the account.  Instructions for creating the account are provided below:
In accordance with the OMB Circular A -123, Appendix B Revised, paragraph 4.3 (January 2009). Management must ensure GPC Program has proper separation of duties.  Key duties such as making purchases (CH), authorizing payments (BO and FSO), certifying funding (Finance and Resource Managers), and reviewing and auditing functions (A/OPC and Property Book Officers) will be assigned to different individuals to minimize the risk of loss to the government to the greatest extent possible. 

[bookmark: Ch41][bookmark: _Toc115601983][bookmark: _Toc147038352][bookmark: _Toc147038920][bookmark: _Toc81126362][bookmark: _Toc81278303][bookmark: _Toc81278390][bookmark: _Toc81278508]
[bookmark: _Toc335643022]



1.  ESTABLISH A PURCHASE CARD ACCOUNT:  There are three (3) steps required to establish a purchase card account:

a. Complete the required purchase card training. (See Chapter 3 for further information)

(1) Complete the ACC-NJ Local Purchase Card Orientation Class. 

(2) DAU Orientation DAU CLG 001on-line purchase card training.  
 
(3)  Ethics Training DAU CLM 003

b. Submit Request for Account:  The agency must submit a request to the Agency organization Program Coordinator (AOPC) to create the account or assign the GPC account.  Provide the AOPC with each of the training certificates listed in the training matrix and a nomination memorandum (included at the end of this chapter). All information on the memorandum must be completed. 

(1)  CHs and CWs will receive a Delegation of Procurement Authority Letter.  The delegation letter provides the authorization for using the purchase card up to or including the specified dollar amount.  This will not exceed $3k unless a special delegation letter has been issued for accounts up to $25k.  See Chapter 11 for more information on transactions over $3k.

(2)  Air Force Accounts Only:  When creating a new BO account for Air Force personnel, an Air Force Form 4009 must be submitted with the nomination memorandum and training certificates.

[bookmark: Ch42][bookmark: _Toc81126363][bookmark: _Toc81278304][bookmark: _Toc81278391][bookmark: _Toc81278509][bookmark: _Toc115601984][bookmark: _Toc147038353][bookmark: _Toc147038921][bookmark: _Toc335643023]c.  PROCESSING REQUESTS

(1)  Upon receipt of the nomination memorandum and training certificates for the nominated account holder, the AOPC will review and process the request. After the account is created the request will be routed thru the system for the required approvals and funding information.  Depending on the type of action the account set up will require approval in PCOLS by the billing official, and supervisor and resource manager. The resource manager will also be required to input the funding information.  Once the account approvals and funding is complete, the account will be returned to your AOPC for review and final approval.  Once the application is final approved, it will be sent to U.S. Bank for processing.   When the purchase card arrives, CHs activate the account by calling the Bank at the toll free number provided with the card.  The CH must also register the card in AXOL using directions provided in the web based access online training or as directed by the AOPC.

(2)  Total processing time is impacted by the response time by your supervisors, billing officials, and resource manager/financial manager.

(3)  After U.S. Bank receives the application, the total processing time is 24 hours.  Standard card delivery time is 7 to 10 calendar days.  Card delivery to a Pentagon address may take 10 to 14 days longer. 

(4)  Cardholder will also receive a Delegation of Procurement authority from the AOPC.  Cardholders must review and sign the letter upon receipt.  After signing the letter, cardholders must forward a copy of the letter to the billing official as well as the AOPC.

(5)  Billing officials will receive an appointment package which includes a delegation letter and a DD Form 577 http://www.dtic.mil/whs/directives/infomgt/forms/eforms/dd0577.pdf .  Billing officials must review and complete the DD Form 577 and upon completion send the form to the paying office identified in the appointment letter.  Billing officials must forward a copy of the completed package, including the DD Form 577 to the AOPC.

[bookmark: _Toc115601985][bookmark: _Toc147038354][bookmark: _Toc147038922][bookmark: _Toc335643024]2.   ACCOUNT MAINTENANCE - Once the account is created, in order to make changes (e.g., deleting CHs, replacing BOs, changing limits, etc.) the billing official must provide the AOPC the request the in writing.   The nomination form will be used for maintenance actions, requesting only one action per form.  See Sample Memorandum at the end of this chapter.  

[bookmark: Ch44][bookmark: _Toc81126364][bookmark: _Toc81278306][bookmark: _Toc81278393][bookmark: _Toc81278511][bookmark: _Toc115601986][bookmark: _Toc147038355][bookmark: _Toc147038923][bookmark: _Toc335643025]3.  DEPARTING THE ACTIVITY - Prior to departure from the activity, you should ensure that there is proper succession planning.  Your supervisor should nominate a replacement and begin the training process for the selected individual at least 30 days prior to your departure.  This will allow your replacement to receive formal training as well as any on the job training (if needed) while you are still serving in your current role.  

4. [bookmark: _Toc81278305][bookmark: _Toc81278392][bookmark: _Toc81278510][bookmark: _Toc115601987][bookmark: _Toc147038356][bookmark: _Toc147038924][bookmark: _Toc335643026]CLOSURE OF ACCOUNTS

a. BO Account:  The BO must submit a memo to the AOPC to request closure of the managing account.  By closing the managing account, all CHs listed under the account will be unavailable for use also.

b. CH Account:  When a CH leaves the activity, or has lost the privilege of using the card, the card must be destroyed.  After the card is properly destroyed, the BO is responsible to request closure of the account by notifying ACC-NJ AOPC.    This request should identify the name of the CH and the last eight digits of the CH account number to be closed.  Card Holders can also request accounts be terminated, but that does not eliminate the BO responsibility to ensure the account is properly terminated.



Documents Required for Establishment of an Account:  See Matrix Below


[image: ]

NOMINATION FORM


ACTION: New Account__ Cardholder __ New BO__ Replace BO __ 
Change Limits/Change Address__ Terminate Cardholder __ 
Other: ____________________________________________ 
PCOLS OFFICE NAME:______________________________________________ 
------------------------------------------------------------------------------------------------------ 
New BO Name:_______________________________________________________ 
Existing BO Name:___________________________________________________ 
Street Address:_______________________________________________________ 
City:_____________________________ State:_____ Zip:_______________ 
Office Phone:____________________________________ 
Email:_______________________________________________ Token Sent ____ 
*Signature: ____________________________________________ 
------------------------------------------------------------------------------------------------------ 
BO’s Supervisor’s Name:______________________________________________ 
Email:_______________________________________________ Token Sent ____ 
------------------------------------------------------------------------------------------------------ 
Alternate BO Name:__________________________________________________ 
Street Address:_______________________________________________________ 
City:_____________________________ State:_____ Zip:_______________ 
Office Phone:______________________________________ 
Email:_______________________________________________ Token Sent ____ 
------------------------------------------------------------------------------------------------------ 
Cardholder’s/Check(circle one) Name:_______________________________ 
Street Address:_______________________________________________________ 
City:_____________________________ State:_____ Zip:_______________ 
Office Phone:______________________________________________________ 
Email:_______________________________________________ Token Sent ____ 
------------------------------------------------------------------------------------------------------ 
CH’s Supervisor’s Name:______________________________________________ 
Email:_______________________________________________ Token Sent ____ 
------------------------------------------------------------------------------------------------------ 
RM:______________________________ *Signature: ___________________ 
Email:______________________________________________________________ 
------------------------------------------------------------------------------------------------------ 
Single Purchase Limit:_______________________________ 
Monthly Purchase Limit:_____________________________ 
Office Limit:_______________________________________ 
------------------------------------------------------------------------------------------------------ 
Master Account Code (AIR FORCE USE ONLY):_______________________ 
*Must sign for every action – can be electronic signature

ARMY CONTRACTING COMMAND - (ACC-NJ)
PROCESSING OUT FORM 
FOR BILLING OFFICIALS LEAVING THE PURCHASE CARD PROGRAM    

a. As a BO you are responsible for ensuring that all of your billing cycles within AXOL are certified before leaving your position and ensuring your files are properly accounted for and stored or transferred.

b. As the supervisor of the BO you are also responsible for ensuring that a replacement is assigned 30 days prior to departure of the Primary BO or the ABO.  This includes making sure that the replacement has had all of purchase card training that is required by ACC-NJ as stipulated in Chapter 3, Training. The replacement is required to take over the duties as a BO prior to departure of the current individual.  The ABO will become the Primary BO when the BO has left the without a new BO being designated and trained, and a new ABO must be named.  If the current alternate billing official becomes the primary billing official you have 45 days to replace the alternate billing official.  

c. As a BO you are required to turn over all your records to your new BO.  Any charges, rebates and credits must be cleared from your account before transferring the account to the new BO.  All problems under your account while you were the BO must be solved.

d. As a BO you are required to ensure that prior to your departure, if your  does not have a replacement or an ABO, you must notify your ACC-NJ Agency Organization Program Coordinator and request that the account be suspended until a new BO is appointed to the account.

e. Until a new BO is appointed to this account, the ABO of record assigned to this account is____________________.  A copy of the appointment letter is attached.

f. My BO records have been turned over to____________________________ (name).

g.    My DD Form 577 (Section IV) has been completed and forwarded to my payment office, copy attached.

h.    My AXOL. user id is __________.

By signature hereby, I acknowledge my processing out of ACC-NJ Purchase Card Program as a billing/certifying official. I have read and understand my responsibilities as outlined above.  I understand my right to request relief of liability for payment certified due to an inadvertent administrative error. I further understand that this letter will remain in effect until revoked in writing by the appointing official (or his/her successor). 


[bookmark: Ch5]______________________________  _________	______________________________
Supervisor of the Billing Official	       Date			           Billing Official
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[bookmark: _Toc115256254][bookmark: _Toc147038371][bookmark: _Toc147038939][bookmark: _Toc335643038]5. Access Online (AXOL) and PCOLS


1. User IDs and Passwords:  CHs shall register their own cards in the Access Online system after they receive their cards.   BOs and ABOs receive user IDs and passwords from the Agency Program Coordinator.  No sharing of user IDs or passwords is allowed.  Everyone will be required to have his/her own password and user ID to access the system.  Under the False Claims Act, 31 U.S.C. §§ 3729-3733, those who knowingly submit, or cause another person or entity to submit, false claims for payment of government funds are liable for three times the government’s damages plus civil penalties of $5,500 to $11,000 per false claim.  BOs are held financially liable for erroneous payments in accordance with Directive 7000.14R, Financial Management Regulation (DoD FMR) Vol. 5, Chapter 33, Certifying Officers, Departmental Accountable Officials, and Review Officials.   It is a personal financial liability for fiscal irregularities of accountable individuals as an incentive to guard against errors and theft by others, and also to protect the government against errors and dishonesty by the officers themselves.  BOs that provide their user ID and password to CHs or any other person in order for them to access AXOL and certify/approve an invoice on their behalf are guilty of willful negligence are subject to discipline.  Anyone other than the BO who certifies an invoice in AXOL, representing himself as the BO, is guilty of a false certification of an official financial document is subject to discipline.  

2. U.S. Bank Access Online Quick Reference Guides:
U.S. Bank has developed over 50 Quick Reference Guides for resource managers, billing officials and cardholders to use.  The reference guides are available on the Access Online Web-based Training (WBT) site.  The guides are usually one page reminders of the basic steps in performing various functional operations in the Access Online system.  The web based training site is https://wbt.access.usbank.com/. The passwords change every 60 days and can are available in Access Online by clicking on the Training Module.  You may also contact your AOPC. 

3. Email Notification:  Access Online will email you when your statement is available for viewing.  You can set up your email notification in Access Online (https://access.usbank.com) by going to “My Personal Information”.  Click on “Email Notification” and enter your email address and change your status from disable to “enable” and click save.   For more information you can refer to the “My Personal Information” web based training lesson and user guide.

4. Other useful on line training:

a. Access Online Web Based Training Link – https://wbt.access.usbank.com
b. GFEBS eOrder Matching Job Training Link – Single Charge Card Process Overview - 
     https://www.us.army.mil/suite/files/39994956 
c.  Purchase Card Online System (PCOLS) Clearing Flagged Transaction Link –Data Mining Risk Assessment Quick Reference to Case Disposition - https://acc.dau.mil/CommunityBrowser.aspx?id=402136&lang=en-US

5.  The Purchase card Online System (PCOLS) is a DoD-wide, DoD-operated electronic system that Government Purchase Card (GPC) participants will use to improve the management and accountability of their GPC Program organizations. It is comprised of five web-enabled automated tools. The Transaction Review section shows the Date, Type, Disposition, Recommended Action, A/OPC Notified, Referred to DOD Organization, Comments, and User. Under the Comments column the user can select "view" to see comments made by the specific user.  Comments can be entered at each of the different states of the transaction.  Your first action in the Case Details page is to describe the product or service acquired.  This is a required field.  A/BO users must be as specific as possible.  The first radio button in the next series of questions is automatically populated by the system if the transaction is identified as convenience check.  There are four additional questions for Convenience check purchases. 

The user must answer whether the card was compromised, lost or stolen. If the answer is “Yes”, then the A/BO user does not answer further questions.  Instead, the user goes to the Case Disposition section and from the status column selects the appropriate choice (e.g., "lost” or “stolen“).  If a card was NOT compromised, lost or stolen, the user proceeds to the next question.  Contract Pay question is answered Yes or No.  If the answer is “Yes”, then the A/BO proceeds to the Case Disposition Section.

[image: ]

The questions can be answered as "Yes or "No" by selecting the radio buttons and when a question doesn't pertain to the transaction being reviewed.  For question #7, there is an option for N/A. Every question must have an answer. Note that a yes or no response may trigger additional questions in a drop-down menu displayed to the right of the question. For example, answering "Yes" to "Was there adequate source documentation?" will trigger a drop-down menu to list specific documents provided.  For a “valid transaction”, question #9 must have as a minimum the “Detailed Transaction Receipt/Vendor Invoice” and the “Detailed Cardholder Purchase Log” selected.  This is accomplished by selecting the first choice and then holding down the “Ctrl key” and selecting the second or any other subsequent choices you choose to select.

If a convenience check was NOT used for the purchase, the user must answer nine questions (12 questions for a convenience check transaction). Note that answers to these questions will affect the applicable choices that will be available in the "Case Disposition" section for the "Status" drop-down menu.  These are the four questions that are specific for convenience check use.  The disputes question is not applicable for convenience checks.  All other questions are used.   Note that answers to these questions will affect the applicable choices that will be available in the "Case Disposition" section for the "Status" drop-down menu.

For technical questions concerning PCOLS, please contact the PCOLS Help Desk at 800-376-7783 or DSN 661-7307.  You may also email at dlacontactcenter@dla.mil.  They are open 24 hours a day and 7 days a week.  When contacting the PCOLS Help Desk, ensure that the organization number is available, along with the caller’s name, contact information, and a description of the problem.  PCOLS interactive tutorials are available to provide you step-by-step instructions for accomplishing the various PCOLS tasks.  

They can be accessed on the PCOLS Interactive Tutorial link - https://acc.dau.mil/CommunityBrowser.aspx?id=522968.  PCOLS webinar training is provided through Defense Connect Online (DCO).  Classes are held each week on each of the designated PCOLS roles.  The schedule of classes and the link to access the classes are available at https://acc.dau.mil/CommunityBrowser.aspx?id=326894.  



























[bookmark: _Toc115602006][bookmark: _Toc147038379][bookmark: _Toc147038947][bookmark: _Toc335643044]6. SUSPENSIONS & DISPUTES


[bookmark: Ch71][bookmark: _Toc81126376][bookmark: _Toc81278318][bookmark: _Toc81278405][bookmark: _Toc81278523][bookmark: _Toc115602007][bookmark: _Toc147038380][bookmark: _Toc147038948][bookmark: _Toc303690588][bookmark: _Toc335643045]Chapter
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ACCOUNT SUSPENSION 

1. NOTE:  Lack of timely certification shall cause your account to be suspended.. DON’T BE LATE!!!  The billing cycle for all DoD accounts ends on the 19th of each month.  If the 19th is a Saturday, Sunday, or holiday; the billing cycle ends on the previous business day.  For example if the 19th is on a Sunday, the billing cycle will close on Friday, the 17th.   Any accounts uncertified on the 6th business day after cycle close date will be immediately suspended.  Under no circumstances will the uncertified account be reopened before the account is certified.  The penalty for the first failure to certify will be not less than a seven day suspension; The penalty for a second failure to certify timely within a 12 month period will be not less than 14 days; The penalty for a third failure to certify timely within a 12 month period will be not less than 21 days; If a Billing Official fails to certify a 4th time within 12 months, that billing official will be removed and a new BO required to take their place before the account will be reopened.

2. DoD and Army policy is to pay its invoices in a timely manner.  Any account appearing on the delinquency report generated by US Bank AXOL is considered delinquent and will be suspended. It is the policy of ACC-NJ to suspend ALL delinquent accounts. A delinquent account will not be re-opened solely because the billing official certified in a timely manner.  It is the responsibility of the billing official to ensure their account is paid in accordance with the Prompt Payment Act. The billing official must work with the budget office to correct whatever the issue is preventing the bill from being paid.  The ACC-NJ GPC program will not allow open delinquent accounts at any time.   No further card transactions will be allowed on a delinquent account until such time as the account is paid in full.  

a. When U.S. Bank receives payment in full, the account can be reinstated.  When the account is suspended, no purchases can be made.  Accounts suspended more than twice in a twelve month period may be cancelled.  
b. Suspension timeline:  Failure to adhere to the payment timeline results in interest penalties.  
(1) 31 Days – The Prompt Payment Act requires proper invoices to be paid within 30 days. Interest accrues if payment is not made.  All delinquent accounts shall be suspended until the delinquency is cleared REGARDLESS of the reason for the delinquency (V9 – AOPC directed voluntary suspension).
(2) 61 Days - If payment has not been received at 61 calendar days from the billing date, U.S. Bank will suspend the account (M9 – Army directed, Bank imposed temporary suspension). 
(3) [bookmark: _Toc81126377][bookmark: _Toc81278319][bookmark: _Toc81278406][bookmark: _Toc81278524][bookmark: _Toc115602008][bookmark: _Toc147038381][bookmark: _Toc147038949][bookmark: _Toc303690589][bookmark: _Toc335643046]181 Days – The failure to clear the delinquency will result in the entire program, to include all other accounts within your reporting hierarchy, to be suspended.  This will close an entire Command if receipt and acceptance cannot be verified, the cardholder shall protect the Governments rights by disputing the transaction.  Disputes must be filed within 60 days of the CYCLE CLOSE DATE.  After the dispute period ends the cardholder must work directly with the vendor to handle the dispute without the benefit of Bank assistance.  The cardholder must track disputes to completion.
c. DISPUTES  - SEE AFARS APPENDIX EE SECTION 3-11 AND 3-12

(1) A disputed item is a questionable purchase card transaction posted to a CH’s account. 
(2) Items that cannot be formally disputed with U.S. Bank:
(a) Convenience checks.
(b) Taxes.
(c) Shipping and handling charges.
(d) Foreign exchange rates.
(e) Transactions made by the named card holder for improper purchases
[bookmark: _Toc147038382][bookmark: _Toc147038950][bookmark: _Toc303690590][bookmark: _Toc335643047]d.  OTHER ACTIONS WHICH MAY LEAD TO SUSPENSIONS/CANCELLATIONS

The following actions may lead to suspension or cancellation of your account.  Suspension can occur automatically by U.S. Bank.  Suspension may also occur by your ACC-NJ Agency Program Coordinator.  When the billing official is notified of the account suspension it is their responsibility to notify other program participants (e.g. cardholders, leadership, resource managers etc.).

(1) Serious deficiencies in management of your purchase card program.

(2) Non-compliance with succession planning to retain a billing official or alternate billing official.  

(3) Compromised accounts.

(4) Non-responsive to AOPC inquiries.

(5) Repeat findings on review reports.

(6) Six (6) months of account inactivity

(7) Non receipt of requested Corrective Action Plans (CAPs). 

(8) Noncompliance with required training.
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7. FILE DOCUMENATION & RETENTION


1. SEE AFARS APPENDIX EE SECTION 3-1 FILE RETENTION
2. [bookmark: Ch81]BO FILES.  The BO is required to maintain all original account and purchase documentation.  These documents will be inspected as part of ACC-NJ reviews.
a. For each purchase, the BO’s files must include the original Pre-Approval Form and additional documentation needed to establish legitimate need;
b. Documentation of who authorized the purchase;
c. Shows checks of mandatory sources; 
d. Shows that a government employee (other than the CH) received the purchase on behalf of the government; 
e. And includes a detailed receipt/invoice.  
f. The file must also contain any purchase authorizations, waivers and/or justification to support an unusual purchase.  Any disputes and follow-up actions must also be fully documented.  A sample ACC-NJ Pre-Approval Form is provided.  The matrix below the sample form summarizes the steps of the purchase process and the documentation required. 






[bookmark: OLE_LINK8][bookmark: OLE_LINK11][bookmark: OLE_LINK12]

	ACC-NJ SAMPLE GPC Pre-Approval Form

	(Do NOT Use this form for Training, the SF 182 is required for training)

	Requested By: 
	Request Number: 

	Required Date: 
	Date Ordered: 

	Priority: 
	Routine
	Urgent

	Is this purchase for Electronic & Information Technology items (Section 508 of the Rehabilitation Act)? 

	Yes   
	No       

	Mandatory Government Sources must be 
used if they satisfy the requirement (FAR PART 8). 
	AWARDEE VENDOR INFOMRATION:

	
	Vendor's Name: 

	MANDATORY SOURCES:
	Address: 

	1. Agency Inventories
	City, State, Zip: 

	2. UNICOR
	Business Size (Small Required if not justify below): 

	3. NIB/NISH (Ability One)
	No Shipping Cost - FOB 

	4. DoD Emall
	Purchase Amount (total): 

	5. GSA Advantage ( FSS)
	Sales Rep/Phone No.: 

	6. DAPS
	Estimated Delivery/Confirmation #: 

	7. CHESS(*Army Regulation 25-1)
	 Suspended or Debarred-http://www.epls.gov/: NO/YES 

	Reason for not using a Mandatory source:
 

	Provide a justification for the requirement.  Specific DETAILS are required.



	Sources Contacted:
	
	Date of Quote
	Total Cost

	1 Vendor Name
	

	2 Vendor Name
	

	3 Vendor Name
	

	Item #
	Description
	Qty
	Unit
	Unit Cost
	Total Cost

	- 
	-$ 

	- 
	-$ 

	                                                                                                              Add’l charge – no sales tax
	-$ 

	PLEASE SEE CONTINUATION SHEET 
	                                                        Grand  Total:                        
	-$ 

	Agency Name: 

	Office: 
	Phone: 

	Attn: 
	Bldg/Room: 

	Address: 
	FAX: 

	City, State & Zip: 

	Cardholder Signature: 
	Date: 

	Billing Official Pre-Approval Signature: 
	Date: 

	Independent Receipt & Acceptance by 3rd Party  (not by CH):    {   } Yes     
	Coordination with PBO {  }Yes* 

	If block is not checked yes, written explanation must be provided by CH
	




	STEP
	TRANSACTION
	DOCUMENTATION – ACTION

	1
	Establish 
Necessary Expense
(Legitimate Government Need)
	*  ACC-NJ PRE-APPROVAL FORM
*  B.O. Approval Signature - E-mail Approval Acceptable ( CH must attach to        the PRE-APPROVAL FORM)
*  Obtain any special approvals/waivers
*  Lawful, legitimate, bona fide, minimum govt need at fair/reasonable price 

	2
	 Order Placement

 
	*  Actions to perform when Placing an Order
         - Verify Funding Available, Update Purchase Log
         - Screen for Mandatory Sources, Identify Small Business
         - Promote competition, rotate vendors, avoid split purchases
         - Verify vendor is not debarred or suspended at http://www.epls.gov/
*  Confirmation Order from Vendor
         - Ensure no sales tax charged, a single delivery
         - No backordered items, clarify return policy
*  Vendor may charge the Card
         - Supplies = after shipment
         - Services = after performance and Government acceptance

	3
	Independent
 Receipt & Acceptance
	*  Receive a Packing Slip, VISA Slip, Sales Slip, Invoice, to ensure:  proof of 
   delivery & items delivered conform to the requirement
*  Obtain detailed Invoice
*  Screen for Accountable Property and notify Property Book Officer
*  Govt Acceptance:  Signature by someone other than a cardholder (must be a government employee).  

	4
	Dispute Resolution
	*  Resolve any disputes or disputed items with Vendor
*  Unresolved dispute over 30 days, initiate the dispute in AXOL 
    or forward CSQI Form to Bank
*  Contact AOPC if necessary

	5
	Payment
	*  Cardholder Statement Reconciliation
*  Billing Statement Certification within 5 days of cycle end date
*  Bulk Funding Update
*  Verify last Billing Statement was paid

	6
	Records Retention
	*  Retain records for 6 years and 3 months
*  Ensure records are readily accessible for review



3. [bookmark: Ch85][bookmark: _Toc81126383][bookmark: _Toc81278325][bookmark: _Toc81278412][bookmark: _Toc81278530][bookmark: _Toc115602015][bookmark: _Toc147038389][bookmark: _Toc147038957][bookmark: _Toc303690599][bookmark: _Toc335643056]BILLING DOCUMENTS

1. For Non Army Agency accounts that are using Access Online (Non GFEBS Accounts):
1. The CH’s order must be created in AXOL for each transaction.  At a minimum, the following six fields must be completed:
0. Order Number
0. Order Date
0. Requestor Name
0. Order Amount
0. Merchant Name
0. Miscellaneous Comments (For purchases above the micro purchase limit - In the AXOL transaction log, the Contract Number and Business Size (large or small) will be entered in the Comment block in addition to the description of the item(s) purchased.  This is needed for Contract Action Reporting.)
1. While not required, a copy of the BO’s monthly statement or a similar report can be used to help verify that all purchase documents for each billing cycle are in file.  
1. The BO’s certification of the monthly statement is maintained in AXOL  No printout is required.
1. For accounts that are not using Access Online to pay electronically (in addition to the documentation listed above):
(1) The BO’s monthly billing statement.
(2) The billing statement must be date stamped upon receipt.
(3) The amount of payment must be annotated on the first page in the space provided.
(4) The CH’s monthly billing statement.
(5) A detailed purchase log, which includes a running balance of available funds. 
1. The file numbers referenced below can be used for storing your purchase card records:
FN 715
Title: General Procurement correspondence files.
Description: Information relating to procurement which cannot logically be filed with the detailed record numbers below. 

FN 715h
Title: Contracting Officer Designations
Description: Records pertaining to appointment of approval authority and delegations of authority to cardholders by the approval authority.

FN 715j1 (715j was superseded – https://www/arims.army.mil)
Title: Small purchase categories
Description: Records pertaining to credit card transactions
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[bookmark: _Toc115602017][bookmark: _Toc147038391][bookmark: _Toc147038959][bookmark: _Toc335643057]8. REVIEWS, REVIEW PROCESS, & CHECKLISTS
[bookmark: _Toc115602018][bookmark: _Toc147038392][bookmark: _Toc147038960][bookmark: _Toc335643058]


1. REVIEWS   SEE AFARS APPENDIX EE CHAPTER 4; MANAGEMENT CONTROLS AND PROGRAM OVERSIGHT

a. Account reviews will be performed by an ACC-NJ AOPC program manager once each fiscal year (beginning 1 October of the fiscal year) on all purchase card accounts.  Convenience check reviews will be performed quarterly.  There may also be electronic, unannounced or special reviews.  The reviews will focus on a review of transactions and overall adherence to the purchase card program requirements, as well as the corrective actions taken on previous reviews.
b. During the ACC-NJ review, we will also review the key elements of the transaction and control environment, as well as other internal control activities.  A review report will be issued within 30 days of the completion of the review to communicate the findings, discrepancies and issues.  Upon receipt of the review report, you may respond in writing within 30 days to any of the findings, discrepancies, issues or recommendations.  ACC-NJ's review findings will be documented in writing and forwarded to the BO for information and/or corrective action.  A copy of this review maybe forwarded to the chain of command as necessary.
c. Review reports must be maintained on file for six (6) years and three (3) months.  Repeat findings from the previous fiscal year review report may result in suspension of your account.
The BO’s  will generally receive a positive report if the account adheres to the following:
(1) Written procedures outlining areas such as property accountability for non-expendable items and coordination with an Information Management Officer when buying information technology items.
(2) Written guidance to CHs advising of office limits, and when and how funding will be managed for each purchase card account.
(3) Adequate separation of duties between the BO, CHs, resource manager, and the PBO.
(4) Records are well organized, and purchase files are properly documented with receipts.
(5) Documentation in the file explaining any unusual situations, such as a buy that appears to have been a “split” but wasn’t, or unusual purchases, such as items that are infrequently purchased.
(6) Active consideration of mandatory sources consistent with FAR Part 8.
(7) Rotation of vendors to promote competition, as well as seeking fair and reasonable pricing for open market buys.
(8) No unauthorized purchases.
(9) Proper span of control, i.e., a BO having no more than seven (7) CH accounts.
(10) Closing accounts with no activity for six (6) months or longer.
d. [bookmark: _Toc115602019][bookmark: _Toc147038393][bookmark: _Toc147038961][bookmark: _Toc335643059]THE REVIEW PROCESS - Below is the process ACC-NJ follows in conducting a FORMAL onsite review of the purchase card account.

(1) BO Scheduling/Notification.  The reviewer will schedule a GPC review with the BO, preferably through e-mail contact advising them of the upcoming and type of reviews to be performed, the required documents needed for the review, and the agreed to date and location of the review. 
(2) BO Account Research.   The reviewer will perform preliminary research from available sources.
(3) Inbrief.   Brief management personnel.  The in brief will cover the areas we intend to review such as compliance with laws and regulations, procurement methods and standards, management control environment (internal controls), property accountability, purchase transaction activities, training, risk management, financial exposure, adequacy of business processes and whether inappropriate items are being purchased.
(4) Review Files.  The review will cover the following areas:  written internal controls; review of past review findings to ensure implementation of corrective actions; transactions including all supporting documentation and receipts for transactions (approvals and authorizations, establishment of the legitimate government need, screening for required sources of supply and services, and independent receipt and acceptance); delegation letters and training certificates; AXOL  transaction log; monthly statements; dispute resolutions; credit limits and financial exposure; accountable property control procedures; succession planning; payment reconciliations; records retention; funding authorizations; management controls; adherence to laws, regulations, agency policies and procedures; and procurement methods and standards. 
(5) Outbrief.  The outbrief, if requested, will discuss the following: overall risk assessment including strengths and weaknesses of the GPC program; recommendations for corrective actions; financial exposure (purchase limits and historical spending patterns); identify exposure to the risk. (financial, physical, human, intangible, policy, operational, fiscal, reputation, and what value, business impact, and control environment you put in place to safeguard these assets.); identify management control issues related to internal controls; procurement methods and standards, relevant laws and regulations; record retention; and succession planning.
(6) Write Review Report.
(7) Distribute Review Report.  Generally the report will be distributed within 30 days following the review. The report will be distributed to the billing official, the billing official supervisor, the point of contact, and internal review and the Level 3 AOPC.
(8)  Review Period.  Allow 30 days for an audit response.  If a CAP is required, the AOPC will track to ensure an electronic response is received within 30 calendar days in the format requested.
(9) CAP Review. The submitted CAP will be reviewed and approved by the AOPC.  The AOPC will notify the account holder/POC of any deficiencies in the CAP for correction and allow sufficient days weeks for a response.  If no response is received, the ACC-NJ AOPC will suspend the BO account until an acceptable CAP is submitted and approved by the AOPC.  
(10) Record/File Retention.  ACC-NJ will maintain review reports electronically.
e. [bookmark: _Toc115602020][bookmark: _Toc147038394][bookmark: _Toc147038962][bookmark: _Toc335643060]CHECKLIST

SEE AFARS APPENDIX EE, Appendix D Department of Defense (DoD) Purchase Card Checklist and Certification Template
A link to the DoD GPC Review Best Practice Checklist (July 2012) is provided to you http://www.acq.osd.mil/dpap/pdi/pc/policy_documents.html  
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[bookmark: _Toc335643067]9. MANDATORY SOURCES


[bookmark: Ch12]SEE AFARS APPENDIX EE SECTION 3-5 REQUIRED SOURCES OF SUPPLY AND SERVICES























[bookmark: _Toc335643073][bookmark: _Toc115602035][bookmark: _Toc147038408][bookmark: _Toc147038976]10. RESTRICTED & UNAUTHORIZED PURCHASES
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SEE AFARS APPENDIX EE, A Appendix C: Prohibited Purchases






















[bookmark: _Toc115602043][bookmark: _Toc147038416][bookmark: _Toc147038984][bookmark: _Toc335643082]11. CARDS WITH A $25k SPL

[bookmark: Ch141]Chapter
11
1. Certain agencies may have a need to make purchases above the micro purchase limit. A request may be made to increase your single purchase limit up to $25k with certain limitations.   In accordance with the FAR Part 13, purchase card usage is limited to the following:
a. Open market purchases of commercial products equal to or below the micro purchase limit of $3000.
b. Open market purchases of commercial services at or below $2500.  For services above $2500 contact your agency program coordinator. 
c.  Minor construction at or below $2,000 (Davis Bacon Act). 
d. [bookmark: OLE_LINK13][bookmark: OLE_LINK14]Payment of invoices and ordering supplies and non-personal services at or below $25k using the contractual vehicles below:
(1) Federal Supply Schedule (FSS) contracts;
(2) Other Government Wide Area Contracts (GWACs); or 
(3) Previously awarded Blanket Purchase Agreements (BPAs) or Indefinite Delivery, Indefinite Quantity (IDIQ) contracts, under which terms your  is specifically named as an ordering .
(4) Commercial training requests using the SF 182.
2. Only current CHs in good standing that have demonstrated compliance as indicated by past reviews and history will be considered for the higher limit.  Billing Officials with expanded authority must have six (6) months of purchasing experience with ACC-NJ, and the ACC-NJ GPC Sector  may conduct a review of your account prior to issuance of the higher single purchase limit if the managing account has not been reviewed in the last six (6) months.  This six (6) month requirement does not apply to training cards.  The review results will impact your ability to obtain the higher single purchase limit.  
[bookmark: _Toc115602044][bookmark: _Toc147038417][bookmark: _Toc147038985][bookmark: _Toc335643083]3.   Unlike micro-purchases which may be awarded to any size business without soliciting competitive quotations, these transactions require competition by obtaining three quotes and a determination that the purchase price is fair and reasonable.  In addition, each acquisition of supplies or services that has an anticipated dollar value exceeding the micro purchase limit and not exceeding $25k is reserved exclusively for small business concerns and shall be set aside for small business concerns. The below explains the process to obtain the $25k card.4.   PROCESS FOR OBTAINING HIGHER SPL:  Several expanded authority GPC programs exist.  Selected CHs are authorized to purchase goods and services under existing contracts up to $25k.  Selected CHs are authorized to pay for commercial training using the SF 182 up to $25k.   CHs must not make any purchases that exceed their written delegation of procurement authority from ACC-NJ.
a  If a CH requires a Single Purchase Limit (SPL) greater than $3k, the following steps are required to receive authorization:
b.  The CH should have had a purchase card for at least six (6) months from ACC-NJ.
c.  The managing account must be in good standing as reflected in the latest ACC-NJ review.
d. Advanced training.  The BO, ABO, and CH must obtain additional training prior to approval and authorization of the higher single purchase limit:  
For personnel non-GS-1102 personnel, or not assigned to an ACC-NJ contracting office, CON 237 (Simplified Acquisition Procedures) is required.  There is no pre-requisite for this class, and it is offered on-line through DAU.  See Chapter 3 for more information on registering for DAU courses.
e.  The requesting activity must submit a memo signed by the billing official or director requesting an increase from the micro purchase card limit.  The memo must include the names of the billing official and alternate billing official.  Attached to the memo must be copies of the training certificates indicating that the BO, ABO, and CH have completed Advanced Purchase Card Training (CON 237) within the past 12 months.
f.  ACC-NJ will prepare and forward a new Letter of Delegation for the CH listing the increased SPL and the limitations of authority for these purchases.  This Letter of Delegation provides legal authority to make purchases in excess of the micro purchase limit not exceeding $25k.  CHs must not make any purchases in excess of the micro purchase limit prior to receipt of this letter.  CHs must not make any purchases that exceed their delegation of procurement authority.
[bookmark: Ch142]g.  The graph below illustrates some of the differences between the rules and regulations, which govern micro-purchases versus those above the micro-purchase threshold.
	[bookmark: _Toc115602045][bookmark: _Toc147038418][bookmark: _Toc147038986][bookmark: _Toc335643084]MICRO-PURCHASES
	SIMPLIFIED ACQUISITIONS
(up $3,000.01 to $25,000)

	Fair and Reasonable Price determination not required in writing
	Fair and Reasonable Price determination not required in writing

	Must screen for mandatory sources
	Must screen for mandatory sources

	Competition not required - 1 quote
	Competition not required - 3 quote

	After screening for mandatory sources, you may purchase from the open market on a sole source basis
	After screening for mandatory you cannot purchase from the open market. You must purchase from an existing contract.  No purchase may be made on the open market.

	Use of a small business not mandatory
	Use of a small business not mandatory

	Sole source justification not required
	Sole source justification not required

	Must rotate vendors
	Must rotate vendors

	Convenience checks authorized
	Convenience checks unauthorized

	UNICOR (FPI) waiver not required
	UNICOR (FPI) comparability study required





3. GENERAL RULES

a. Open market purchases are prohibited.  An open market purchase is a purchase not ordered from an existing contract, Federal Supply Schedule contract, or BPA.  There is no authority to make open market purchases above the micro purchase limit with the purchase card regardless of any market research.   The only exception is for commercial training courses using the SF 182.
b. Use of mandatory sources.  See Chapter 9 for more information.
c. Use of an existing government contract.  You may place orders against an existing, valid government contract.  The CH must ensure that the contract is current and will not expire prior to the completion of performance.  You are authorized to use the GPC in an amount not to exceed $25k per requirement to order supplies and non-personal services only from the contract types listed below:
(1) Federal Supply Schedule contracts;
(2) Other Government Wide Area Contracts (GWACs); or,
(3) Previously awarded BPAs or IDIQ contracts, under which terms your  is specifically named as an ordering . 
d. Use of Small Businesses.  See paragraph f below for more information.
4. [bookmark: _Toc115602046][bookmark: _Toc147038419][bookmark: _Toc147038987][bookmark: _Toc335643085]COMPETITION REQUIREMENTS

a. Activities must promote competition for purchases above $3k.  Obtain at least three quotes.  DO NOT mix solicitations between small and large businesses or include open market solicitations with those against existing Government contracts.
b. Competition is required even when the product or service is on a Federal Supply Schedule.
c. It is the policy of the government to provide maximum practicable opportunities in its acquisitions to small business, veteran-owned small business, service-disabled veteran-owned small business, HUB-Zone small business, small disadvantaged business, and women-owned small business concerns. Small business concerns shall be afforded an opportunity to compete for all contracts that they can perform.  
d. Competition is required when ordering from a BPA or IDIQ contract that was awarded as part of a multiple award contract.  You must ensure all vendors included in the multiple award have a “fair opportunity” to compete.   In most cases, by obtaining at least three quotes a “fair opportunity” can be assumed. 
e. [bookmark: P154_30098]FAR Part 7.202 requires agencies to procure supplies in such quantity as:
(1) Will result in the total cost and unit cost most advantageous to the Government, where practicable; and,
(2) Does not exceed the quantity reasonably expected to be required by them.
f. [bookmark: P99_14365]FAR Part 13.104 requires the CH to promote competition.  The CH must not:
(1)  Solicit quotations based on personal preference; or,
(2)  Restrict solicitation to suppliers of well-known and widely distributed makes or brands.
5. [bookmark: _Toc115602047][bookmark: _Toc147038420][bookmark: _Toc147038988][bookmark: _Toc335643086]PRICE REASONABLENESS DETERMINATION

A fair and reasonable price is a price that is fair to both parties, considering the agreed-upon conditions, promised quality, and timeliness of performance/delivery.  Prices are affected by factors that include, but are not limited to, speed of delivery, length and extent of warranty, limitations of seller’s liability, quantities ordered, length of the performance period, and specific performance requirements. The CH must ensure that contract terms, conditions, and prices are commensurate with the Government’s need.
a. CHs must purchase supplies and services from responsible sources at fair and reasonable prices.  In establishing reasonableness of the offered prices, the CH must not obtain more information than is necessary.  Do not solicit more bids than necessary to obtain the three quotes to establish adequate price competition.
b. The CH is responsible for obtaining information that is adequate for evaluating reasonableness of the price.  
c. [bookmark: 10.1.4]Competition establishes price reasonableness.  
d. Simplified Acquisition Documentation (FAR 13.106-3) - All transactions over $3k up to 25k purchases require a written determination that the price is reasonable.
· Base your determination on comparisons with competitive quotations or offers. 
    Your documentation must also include:
· All quotes 
· No oral solicitation.  
· A formal record documenting competition to include the suppliers contacted, price and other terms and conditions. 
· 3 quotes are required to ensure adequate competition
· The checklist at the end of this chapter must be used and included in your file documentation.

6. [bookmark: _Toc115602048][bookmark: _Toc147038421][bookmark: _Toc147038989][bookmark: _Toc335643088]SMALL BUSINESS - The Small Business Act is the authority under which the Small Business Administration (SBA) and agencies consult and cooperate with each other in formulating policies to ensure that small business interests will be recognized and protected.  It is the policy of the Government to provide maximum practicable opportunities in its acquisitions to small businesses, veteran-owned small businesses, service-disabled veteran-owned small businesses, HUB-Zone small businesses, small disadvantaged businesses, and women-owned small businesses.

a. Each acquisition of supplies or services that has an anticipated dollar value between $3000 and $25k is automatically reserved exclusively for small business concerns and shall be set aside for small business.  
· Exception:  The set aside does not apply if the CH determines there is not a reasonable expectation of obtaining offers from two or more responsible small business concerns.   In addition, this does not apply for mandatory sources.
b. If the CH does not proceed with the small business set-aside and purchases from a large business, the CH shall provide justification in the file. 
c. If the CH receives no acceptable offers from responsible small business concerns, the set-aside shall be withdrawn and the requirement, if still valid, shall be re-solicited to large businesses against an existing contract.   
[bookmark: Ch144]
7. [bookmark: _Toc115602051][bookmark: _Toc147038424][bookmark: _Toc147038992][bookmark: _Toc335643090]PAYMENT FOR TRAINING UP TO $25k

a. The purchase card is the authorized method of payment for all commercial training requests using the SF 182 (Authorization, Agreement and Certification of Training) valued at or below $25k.  The “training card” cannot be used to make purchases that are intended to “facilitate” training.  e.g. a classroom or books/course materials to be presented by a government employee.  It’s use is only for “one time” requirements.  Requirements expected to recur numerous times during a year should be brought to the contracting office for a contract.  Any training purchased must be commercial of the shelf (COTS) training.   
b. [bookmark: Ch143]The total price of the training authorized by the use of a SF 182 may not exceed $25k.  Include all students being placed into a course and any other costs charged by the vendor to determine the total amount of a training requirement.  Prepare a single SF 182 for each attendee.  A single SF 182 can be prepared for a single class attended by multiple attendees.  
c. The purchase card cannot be used to pay for contractor’s training.  The contractor should already possess the skills needed to perform the services.

CHECKLIST FOR TRANSACTIONS OVER $3k UP TO $25k ACCOUNTS
	25K CHECKLIST
	YES
	NO
	N/A

	1
	ACQUISITION PLANNING

FAR 13.101
FAR Part 8
	Adequate Funding - Requirements must not be broken down into several purchases or artificially reduced to smaller quantities to avoid regulatory thresholds or delegated authority limits.  


	 
	 
	 

	
	
	Market Research Adequate:  The office initiating the purchase is responsible for identifying the need, describing the requirement, obtaining any required commodity approvals, and assisting as needed in technical evaluation of offered products and services.

Sources 
      - Must promote Small Business
      - Must screen for mandatory sources such as:
      ________ Agency inventory or excess property
      ________ UNICOR comparability
      ________ ABILITY ONE
      ________ DoD Emall (FSSI Office Supplies)
      ________ GSA Advantage (FSS)
      ________ Mandatory contract:  e.g. Computer Hardware, Enterprise Software and Solution (CHESS) 
      ________ DLA Document Services 
- Identify deliverables
- Identify any quantity discounts or price breaks 
	 
	 
	 

	
	
	  CHs are authorized to buy supplies and services that:
      *  Support the  mission
      *  are purchased at a fair and reasonable price
      *  and are not prohibited by law or regulation
	 
	 
	 

	
	
	Agencies are required by 10 U.S.C. 2384(a) and 41 U.S.C. 3310 to procure supplies in such quantity as:

(1) Will result in the total cost and unit cost most advantageous to the Government, where practicable; and

(2) Does not exceed the quantity reasonably expected to be required by the  (e.g. year-end buys).
	 
	 
	 

	
	
	THERE IS NO AUTHORITY TO MAKE OPEN MARKET PURCHASES ABOVE $3k REGARDLESS OF ANY MARKET RESEARCH - Only exception is commercial training courses using SF 182
	 
	 
	 






	[bookmark: OLE_LINK9][bookmark: OLE_LINK10]25K CHECKLIST
	YES
	NO
	N/A

	2
	APPROVALS
	1.  Establishment of the Legitimate Government Need - (Description of  Need) - The description of  need must contain sufficient detail for cardholders to know which commercial products or services may be suitable.  Describe the type of product or service and explain how the  intends to use the product or service in terms of function to be performed, performance requirement or essential physical characteristics.

 

2.  Authorization and Approvals must be obtained to include signatures and waivers.  The following Items require pre-purchase approval from your  or other organization, as appropriate: Hazardous Material - Advertising – Printing 
- Video Information - IT - Ergonomic-related 
- Short term rentals - Food and Refreshments 
- Wood Packaging Material (WPM)
	 
	 
	 

	3
	SMALL BUSINESS

FAR 13.003
	Government must provide maximum practicable opportunities to small business concerns. 
	 
	 
	 

	
	
	Justification for Dissolving Small Business Set-Aside

This purchase was not set-aside for small business because (check one):

________  Mandatory source available
________  Subscriptions/Publications:  These items must be purchased from the publisher and are not available through other sources at  reasonable rates
________  Maintenance and Repair:  The manufacturer or distributor is the only company able to provide the parts or services needed due to restrictions imposed by the manufacturer or the unique knowledge and capability of the manufacturer or distributor
________  Auxiliary items for equipment already in house:  The manufacturer of the basic equipment is the only source for this auxiliary equipment.  No other equipment can satisfactorily function with the equipment already on hand.
________ Proprietary Item:  This item is only available from one source due to patent or copyright restrictions.
________ Mandatory Contract:  The item to be obtained falls under a mandatory contract and failure to obtain the item under the contract would be a violation of the contract terms.
________  CH has determined there is not a reasonable expectation of obtaining quotes from two or more responsible small business concerns. 
________  If no small businesses respond to your market research, document, and then resolicit to large businesses against an existing contract.
	 
	 
	 





	25K CHECKLIST
	YES
	NO
	N/A

	4
	COMPETITION REQUIREMENTS 

FAR 13.104
FAR 13.106
	QUOTE SHEET - used to document competition requirements for purchases above $3k
	 
	 
	 

	
	
	All quotes received were from an existing contract such as:

1.  GSA Schedule (Federal Supply Schedule) - List Contract Number and Expiration Date
2.  Government Wide Area Contracts (GWAC) or local agency contracts
3.  BPAs or IDIQ contracts
	 
	 
	 

	
	
	Three quotes generally ensure vendors have a fair opportunity to compete.  You must consider all quotes received.   
	 
	 
	 

	
	
	
	 
	 
	 

	
	
	GSA Schedules (FSS) - Must check price-list of at least three schedule vendors.  Go to GSA Advantage (File results of query) 
	 
	 
	 

	
	
	Must not solicit quotes based on personal preferences or restrict quotes to only well-known and widely distributed makes or brands.
	 
	 
	 

	
	
	
	 
	 
	 

	5
	PRICE REASONABLENESS DETERMINATION

normally competition establishes price reasonableness

FAR 13.106-3
	
Purchases exceeding the micro purchase threshold must be supported by a written determination by the CH that the price is fair and reasonable. 

The price for this purchase is fair and reasonable based on (check one):   
______  Adequate Price Competition - 3 Quotes
______  Market research
______  Comparison of previous purchases
______  Current price lists, catalogs, or advertisements
______  Value analysis by CH, user, technical personnel
______  Personal knowledge of the item being purchased
______  Comparison to an independent government estimate
______  Analysis of pricing information provided by the offeror
	 
	 
	 

	
	
	Do NOT solicit more bids than necessary to obtain the three quotes to establish adequate price competition.
	 
	 
	 






	25K CHECKLIST
	YES
	NO
	N/A

	6
	
	
	 
	 
	 

	
	
	
	 
	 
	 

	
	
	
	 
	 
	 

	7
	CLAUSES 

Contract Payments Initiated by ACC-NJ Contracting Officer
	When  a Contracting Officer authorizes the GPC as a payment vehicle, he/she must ensure that the appropriate clause(s) are in the contract.

CLAUSE FAR 52.232-36 "PAYMENT BY THIRD PARTY" or  
CLAUSE FAR 52.213-2 "INVOICES" for advance payments for subscriptions 
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__
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	INDEPENDENT RECEIPT AND ACCEPTANCE

FAR 46.102
FAR 13.101




___________________








PROPERTY ACCOUNTABILITY when GPC is method of payment for contracts over $3k

	Independent receipt and acceptance must be accomplished by someone other than the CH who ordered the supply or service (separation of duties).  The CH is responsible for verifying that independent receipt and acceptance has occurred.  

.





__________________________________________________________

______The CH shall clearly identify property on receipts, invoices and cardholder logs.
______The CH shall provide the PBO with a list of accountable property to record in WAWF.
_____The CH shall provide the PBO with the WAWF registration and training website.
_____The CH shall retain a copy of listed accountable property reported to the PBO and a copy of the notification to the PBO with the WAWF registration/training information to record the property in WAWF.
	
	 
	 







[bookmark: _Toc115602052][bookmark: _Toc147038425][bookmark: _Toc147038993][bookmark: _Toc335643091]12. PURCHASE CARD AS A PAYMENT VEHICLE
Chapter
12

1. [bookmark: Ch151][bookmark: _Toc115602053][bookmark: _Toc147038426][bookmark: _Toc147038994][bookmark: _Toc335643092]The government-wide commercial purchase card may be used to make payments when the contractor agrees to accept payment by the card.  For requirements above the micro-purchase threshold and less than $25k, the ACC-NJ contracting office may be able to establish a contract vehicle to allow the purchase card to be used as a purchasing vehicle and a method of payment if no current contract exists.
2. PURCHASING OR PAYING
a.  Making a purchase is obligating the government; whereas, payments liquidate an existing obligation.   
b. Example of a purchase:  Buying general office supplies from ABILITY ONE or GSA Advantage.  
c. Example of a payment:  When ACC-NJ executes a contract and the purchase card is cited as a method of payment, the vendor sends an invoice, and the CH/ makes a payment with the purchase card.        
3. [bookmark: _Toc115602054][bookmark: _Toc147038427][bookmark: _Toc147038995][bookmark: _Toc335643093]PROCEDURES

a.  “Payment to be made by purchase card” shall be inserted into the appropriate block of the contract document.  (For example, a SF 182 is a document for procuring commercial training).  No purchase card numbers are to be cited.  The ’s name and address will be listed on the contract document.  After the services are rendered, the vendor will send the  an invoice, and the CH will make the payment.
b. [bookmark: Ch153][bookmark: _Toc81126407][bookmark: _Toc81278349][bookmark: _Toc81278436][bookmark: _Toc81278554][bookmark: _Toc115602055][bookmark: _Toc147038428][bookmark: _Toc147038996]Exception:  When pre-payment is required at the time of registering for a training course, a CH is authorized to make advance payment.
4. [bookmark: _Toc335643095]PROPERTY ACCOUNTABILITY OVER $3k 

a.  Cardholder Responsibilities:
(1) Clearly identify property on receipts, invoices and cardholder logs.
(2) Provide the PBO with a list of accountable property to record in WAWF.
(3) Provide the PBO with the WAWF registration and training website. The training and registration can be found at https://wawf.eb.mil..
(4) Retain a copy of listed accountable property reported to the PBO and a copy of the notification to the PBO with the WAWF registration/training information to record the property in WAWF.
5. [bookmark: _Toc335643096]PAYMENTS OVER $25k

a. Warranted contracting officers are the only persons authorized to sign orders over the $25k limit.  The warranted contracting officers are empowered to authorize the use the purchase card as a payment vehicle for supplies ordered from a GSA Schedule contract or other properly awarded IDIQ contract or BPAs.  For example, the purchase card may be used to pay invoices for a copier maintenance service contract.  The third party payment clause FAR 52.232-36 must be used in all contract actions when the purchase card is the method of payment.  In order to ensure proper routing of contract transactions paid with the purchase card WAWF will use the code CRCARD In order to identify the paying office.  All contracts using the purchase card as a method of payment shall use CRCARD to identify the paying office (e.g. block 12 of SF 26) in accordance with  
b. Contracting officer payment card accounts are typically paid manually.  Cardholders will forward Statements of Account (SOA) with original signatures to the billing official with supporting documentation. Billing Officials will retain the original documentation, and are responsible for ensuring that the certified invoice is submitted for payment to DFAS by the 5th day after receipt of the statement.  Billing Officials are responsible for ensuring that their account is paid and up-to-date. This includes working with their resource manager and DFAS to resolve any payment discrepancies or errors.   
NOTE: Failure to ensure that payment is made by DFAS in a timely manner may result in lost rebate monies and can result in the government being charged interest penalties.
  



[bookmark: _Toc115602056][bookmark: _Toc147038429][bookmark: _Toc147038997][bookmark: _Toc335643097]13. RETURNS, CREDITS, & REBATES
Chapter
13


1. [bookmark: Ch161]If an item is returned, a credit will appear on the CH’s statement.  Rebates are issued quarterly according to sales volume and payment timeliness.  In accordance with the Prompt Payment Act the BO will certify and approve the monthly billing statement within five (5) business days.  
a. [bookmark: _Toc115602057][bookmark: _Toc147038430][bookmark: _Toc147038998][bookmark: _Toc335643098]VENDOR CREDITS/DISCOUNTS/MERCHANT REBATES

(1) CHs should take advantage of any savings, such as rebates, incentives, and any product or volume discounts offered by the vendor.  All reimbursements, rebates, or discounts, if due or received by check, must be made payable or endorsed to the U.S. Treasury, not to the CH.  Checks shall be forwarded to the 's resource manager for deposit.  The CH’s records should reflect specific details of all such transactions.  Vendors offering rebates, discounts and incentives does not exempt the card holder from purchasing from mandatory sources.  
(2)  Cardholders should verify the merchants return policy prior to the purchase.  CHs are prohibited from making purchases and returning them to the merchant for cash or merchant credit slips.  Federal law and ethics rules prohibits CHs from accepting or soliciting cash or merchandise from vendors.  Under no circumstances will the cardholder accept a cash refund for non-receipt of, returned, or damaged items initially purchased using a government purchase card.   
(3) Any credit due shall be documented in the CH’s records by indicating merchandise returned, date of return and the reason.  Merchandise returns/credits shall be applied back to the purchase card on which the purchase was originally made.  Be advised that if a vendor complied with your order, a re-stocking fee may be applicable.  The potential for returns should be addressed during your negotiations for the purchase.  Under no circumstances is a CH permitted to solicit or accept merchandise store credits or cash for returned goods or services bought with the GPC.   
(4) The CH’s billing statement shall be monitored for the proper amount of credit expected from the vendor.  If a CH is aware of a credit pending, they should monitor their billing statement and approve the credited amount at the end of that monthly cycle.
NOTE: For those accounts not using Access Online, cardholders must accept credits on the first cycle they appear on your billing statement.   For those accounts using AXOL, credits post to CHs accounts as a pending transaction.  CHs are still required to match an order for the credit.  CHs must reconcile the credit with the credit order.
NOTE:  Frequent merchandise returns are an indication of inadequate procurement planning, and have the potential for the appearance of fraud, waste and abuse of taxpayers’ money.
b. [bookmark: _Toc115602058][bookmark: _Toc147038431][bookmark: _Toc147038999][bookmark: _Toc335643099]U.S. BANK REBATES/CREDITS

(1) Rebates are provided by U.S. Bank based on sales volume and payment timeliness.  They are applied as credits to card holder accounts and roll up to the managing account.  
(2) Your AOPC receives a quarterly report from U.S. Bank listing credits BO accounts.  The AOPC in some instances coordinates with the BO to apply the credit.   This type of credit will be identified as “XFER PER AGENCY” on the CH’s statement.  
(3) [bookmark: Ch162]The CH is cautioned not to dispute rebates or “XFER PER AGENCY” credits.  If the amount is inadvertently disputed, it will delay the process of the money returning to your account by longer than 30 days.  
c. [bookmark: _Toc115602059][bookmark: _Toc147038432][bookmark: _Toc147039000][bookmark: _Toc335643100]The CH will receive rebates/credits from U.S. Bank that will post to accounts and be reflected in access online.  An e-order for the rebate must be created and the CH must match the rebate to the credit e-order.  
d. REMOVING CREDITS FROM INACTIVE /TERMINATED ACCOUNTS
If a credit appears, first try to determine the reason.  If it is due to a rebate or overpayment, please submit a request to your AOPC to transfer the credit to another purchase card account within your .  If another account is not available to transfer the credit, your AOPC can request a credit refund check.  Checks are made payable to the U.S. Treasury and deposited into your ’s funding by your resource manager. Purchase card accounts must have a zero balance in order to be purged from U.S. Bank’s reporting system.  If there is a balance of any dollar amount, the account will remain open and you will continue to receive notifications from U.S. Bank.  





[bookmark: _Toc115602060][bookmark: _Toc147038433][bookmark: _Toc147039001][bookmark: _Toc335643101]14. SUSPECTED FRAUD OR ABUSE
Chapter
14


1. [bookmark: _Toc271956057][bookmark: _Toc335643103]REPORTING SUSPECTED FRAUD OR ABUSE

If U.S. Bank suspects fraud the U.S. Bank fraud department will immediately suspend the account and attempt to contact the CH and the BO.  They will attempt to verify recent transactions.  If U.S. Bank is unsuccessful in reaching either party they will contact the AOPC.  It is very important that you maintain current contact information so that U.S. Bank can contact you.  
2. See AFARS Appendix EE Section 4-3

































[bookmark: _Toc115602064][bookmark: _Toc147038437][bookmark: _Toc147039005][bookmark: _Toc335643107]15. LIABILITIES & PENALTIES
Chapter
15


1. Billing officials have pecuniary liability for erroneous payments.  Consequently, the billing officials must ensure other personnel involved in the payment authorization process provide accurate and timely data.  Billing officials may use administrative remedies, as needed, when a problem is identified.   
2. Cardholders must comply with all applicable regulations, policies, and procedures including local standard operating procedures to support their respective certifying official with timely and accurate data, information, and/or service to ensure proper payments, i.e., payments that are supportable, legal, and computed correctly.  
3. In accordance with the Government Charge Card Abuse Prevention Act of 2011, require that agencies take appropriate adverse personnel actions, including dismissal, for employees who violate purchase card guidelines.  All accountable officials are responsible for ensuring that a system of internal procedures and controls for the portion of the payment-related process under their cognizance is in place to minimize opportunities for erroneous payments and to ensure that all procedural safeguards effecting proposed payments are observed.   All officials involved in authorizing a payment are accountable, and these accountable officials, as well as certifying officers, shall be pecuniary liable for erroneous payments resulting from the negligent performance of their duties.  
4. [bookmark: Ch181][bookmark: _Toc335643108][bookmark: _Toc271956062][bookmark: _Toc78087353][bookmark: _Toc78088098][bookmark: _Toc79312649][bookmark: _Toc79478909][bookmark: _Toc81126414][bookmark: _Toc81278356][bookmark: _Toc81278443][bookmark: _Toc81278561][bookmark: _Toc115602065][bookmark: _Toc147038438][bookmark: _Toc147039006]ADMINISTRATIVE REMEDIES – 

[bookmark: _Toc335643109]Taking corrective action is a shared responsibility.  Billing officials, supervisors, managers must take action when the purchase card is used improperly.

a. Non-Disciplinary Actions
(1) Retraining – ACC-NJ-sponsored orientation training, and
(2) Constructive counseling for isolated instances.
b. Disciplinary actions - in determining an appropriate penalty to impose for an act of employee misconduct; supervisors must be aware of the “Douglas Factors.”  These can be viewed at http://cpol.army.mil/library/permiss/5a12.html.
(1) Disciplinary actions should fit the violation for:
(a) Recurring, persistent lack of adherence to internal controls and improper, abusive, and fraudulent transactions;
(b) Need to implement specific consequences for improper, abusive, and fraudulent transactions; and,
(c) Impose progressive discipline as follows;
(2)  Formal – informal reprimands, including repeat review findings
(3) Suspension of the card
(4) Cancellation of the card
(5) Termination of employment
(6) Referral to investigative authorities.
(a)  Clearly outline the consequences and penalties of inappropriate behavior prior to issuing a purchase card.
(b)  Ensure swift action is taken for those who improperly use the card, and make known the consequences of that improper use.
(c)  Hold individuals responsible for proper program execution.
(d)  Require reimbursement for all unauthorized transactions.
(e)  Require benefiting individuals to reimburse the government for any personal items they have received.
(f)  Maintain a remedial action plan.
(7) Also, see the following memoranda on disciplinary guidelines.  Documentation on any disciplinary action taken must be maintained.

Memorandum on “Guidance for the Investigation of Fraud, Waste, and Abuse involving the Use of Purchase Cards and Travel Cards,” dated 25 September 2002.
Memorandum on “Disciplinary Guidelines for Misuse of Government Charge Cards by Military Personnel” from the Office of the Under Secretary of Defense, dated 10 June 2003.
Memorandum on “Government Charge Card Disciplinary Guidelines for Civilian Employees,” from the Office of the Under Secretary of Defense for Personnel and Readiness, dated 21 April 2003.

5. [bookmark: _Toc271956063][bookmark: _Toc335643110]PECUNIARY LIABILITY

BOs are held financially liable for erroneous payments in accordance with DoD 7000.14R, Department of Defense, Financial Management Regulation (DoD FMR) Vol. 5, Chapter 33, “Certifying Officers, Departmental Accountable Officials (DAOs) and Review Officials.”  Pecuniary liability is defined as personal financial liability for fiscal irregularities of accountable individuals as an incentive to guard against negligent actions in the performance of their duties, errors and theft by others and also to protect the government against errors and dishonesty by the officers themselves.  A fiscal irregularity “this is known as the presumption of negligence.”  A fiscal irregularity is either a physical loss of cash, vouchers, negotiable instruments, or supporting documents; or an erroneous (i.e., illegal, improper, or incorrect) payment.  DAOs may be held pecuniary liable under 10 U.S.C. 2773a(c) for an illegal, improper or incorrect payment resulting from information, data, or services they negligently provide to a certifying officer and upon which that certifying officer relies when certifying a payment voucher.  Any pecuniary liability of a DAO for a loss to the United States resulting from an illegal, improper, or incorrect payment may be joint and several  with that of any other officer or employee of the United States or member of the uniformed services who is also pecuniary liable for that loss.   To promote professionalism and strengthen internal controls, a certifying officer should have knowledge of the subject matter, background or experience in the preparation of a voucher for payment, knowledge of appropriations and other funds and accounting classifications, and knowledge of the payment process (e.g., availability of funds and location of designated paying and accounting offices).  Certifying officers should read the Treasury publication, “Now That You’re a Certifying Officer.”  Additional Certifying Officer Legislation  training is required within 2 weeks of appointment.  Supervisors need to ensure all accountable individuals complete the required training before actually performing their duty, for more information see DoD 7000.14R, Department of Defense, Financial Management Regulation (DoD FMR) Vol. 5, Chapter 33, paragraph 3303, Responsibilities.  Annual Refresher Training is also required.   Certifying officials are responsible for:

a. Information stated in an invoice, supporting documents, and records;
b. Computation of a certified invoice
c. Legality of a proposed payment under the appropriation or fund involved;
d. Issuing advice to accountable officials;
e. Seeking guidance from fiscal authorities; and,
f. Repayment: - If payment was determined to be illegal, improper, or incorrect because of an inaccurate or misleading certification; determined to be prohibited by law; or that does not represent a legal obligation under the appropriation or fund involved;  For pecuniary liability determination purposes, the appointee’s full Social Security number, name, organization, and position are required on the DD Form 577, appointment forms.

6. [bookmark: Ch182][bookmark: _Toc115602066][bookmark: _Toc147038439][bookmark: _Toc147039007][bookmark: _Toc271956064][bookmark: _Toc335643111][bookmark: _Toc78087354][bookmark: _Toc78088099][bookmark: _Toc79312650][bookmark: _Toc79478910][bookmark: _Toc81126415][bookmark: _Toc81278357][bookmark: _Toc81278444][bookmark: _Toc81278562] CIVIL LIABILITY

Use of the purchase card for other than authorized, official Government business may result in immediate cancellation of the CH’s authority to use the purchase card.  A CH acting without appropriate authorization and/or outside of the authority specified in his or her delegation of procurement authority may be held personally liable for his or her actions.  Where there is fraud, the CH may be liable for an amount not less than $5,000 and not more than $10,000 plus three (3) times the amount of damages, which the Government sustains for each false or fraudulent entry or transaction.  False claims are covered in 31 U.S.C. 3729.  Cardholders, Billing Officials and Alternate Billing Officials may be held liable for negligent performance of duties.  Failure to act in accordance with regulations, policies and procedures may be considered negligence. Refer to Army GPC Operating Procedures 3 May 2013. 

7. [bookmark: Ch183][bookmark: _Toc115602067][bookmark: _Toc147038440][bookmark: _Toc147039008][bookmark: _Toc271956065][bookmark: _Toc335643112][bookmark: _Toc78087355][bookmark: _Toc78088100][bookmark: _Toc79312651][bookmark: _Toc79478911][bookmark: _Toc81126416][bookmark: _Toc81278358][bookmark: _Toc81278445][bookmark: _Toc81278563]CRIMINAL LIABILITY

Under 18 U.S.C. 287, “Whoever makes or presents to any person or officer in the civil, military, or naval service of the United States, or to any department or agency thereof, any claim upon or against the United States, or any department or agency thereof, knowing such claim to be false, fictitious, or fraudulent, shall be imprisoned not more than five years and shall be subject to a fine in the amount provided in this title.”
8. [bookmark: _Toc335643113]DISCIPLINARY GUIDELINES FOR PURCHASE CARD MISUSE BY MILITARY MEMBERS

Military personnel who misuse, abuse or commit fraud with the purchase card shall be subject to actions available under the Uniform Code of Military Justice. These actions include counseling, admonishment, reprimand, non-judicial punishment, court-martial and administrative separation. In appropriate cases, pecuniary liability, referral for criminal prosecution in civilian courts, and civil enforcement action are other ways of holding military employees personally accountable for charge card misuse.  In addition to corrective or disciplinary action, military personnel who misuse the purchase card may have their access to classified information modified or revoked. Commanders and supervisors must ensure that security clearance reviews are conducted when a purchase card user comes under investigation for card misuse.  In taking corrective or disciplinary action against military personnel who misuse or abuse the purchase card commanders or supervisors should consult their legal
advisor, as necessary.
9. [bookmark: Ch184][bookmark: _Toc78087356][bookmark: _Toc78088101][bookmark: _Toc79312652][bookmark: _Toc79478912][bookmark: _Toc81126417][bookmark: _Toc81278359][bookmark: _Toc81278446][bookmark: _Toc81278564][bookmark: _Toc115602069][bookmark: _Toc147038442][bookmark: _Toc147039010][bookmark: _Toc271956067][bookmark: _Toc335643115]AUTHORITIES

The following criminal and civil authorities (not all inclusive) allow action against an individual who misuse or abuse the purchase card:
a.  Criminal:
(1) False Claims; 18 U.S.C. 287
(2) False Statements; 18 U.S.C. 1001
(3) Mail Fraud; 18 U.S.C. 1341
(4) Wire Fraud; 18 U.S.C. 1343
(5) Conspiracy to Defraud; 18 U.S.C. 371
(6) Conflicts of Interest; 18 U.S.C. 208
(7) Uniform of Code Military Justice (military only); 10 U.S.C. Chapter 47
b. Civil/Administrative:
(1) False Claims Act; 31 U.S.C. 3729
(2) Program Fraud Civil Remedies Act; 31 U.S.C. et seq.
(3) Administrative Remedies For False Claims and Statements 31 U.S.C. 3801 - 3812
(4) Anti-Kickback Act; 41 U.S.C. 8701 et	 seq.	
image1.png




image2.png




image3.png
WMERICA g





image4.png




image5.jpeg




image6.png




image7.png




image8.png
WMERICA g





image9.png




image10.jpeg




image6.emf
Cardholders (CH)

Billing Officials (BO) 

Alt. Billing Official (ABO)

Resource Managers (RM)

25K CH & BO

ANNUAL REQUIREMENT 

DOD GOVERMENT PURCHASE CARD - CLG 001                                                    

DAU ONLINE CERTIFICATE    

X X X X

GOVERNMENT PURCHASE CARD REFRESHER 

TRAINING - CLG 004  DAU ONLINE 

CERTIFICATE 

X X X X X

ETHICS AT WORK - HBS 415                          DAU 

ONLINE CERTIFICATE 

X X X X X

SIMPLIFIED ACQUISITION PROCEDURES (SAP) 

- CON 237                       DAU ONLINE 

CERTIFICATE 

X

PURCHASE CARD ONLINE SYSTEM (PCOLS) - 

CLG 005                                 DAU ONLINE 

CERTIFICATE 

X X X X

WBT ONLINE CLASS through US BANK

X X X X X

CLASSROOM/VIDEO CONFERENCE

X X X X

CERTIFYING OFFICER LEGISLATION **

X X

X    (BO & 

ABO)

DD 577

X

DELEGATION OF AUTHORITY

X

APPOINTMENT LETTER

X

https://www.atrrs.army.mil/channels/aitas  DAU COURSES

https://wbt.access.usbank.com

US BANK 

COURSES

CLASSROOM OR VIDEO CONFERENCE 

CHECK WITH 

YOUR A/OPC

**https://dfas4dod.dfas.mil/training/Course

s/COLBasics/index.html ***


image7.emf

image10.png




