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PURCHASE CARD
A.     PURPOSE

The purpose of this document is to provide the SPAWAR Claimancy with supplemental policy and guidance regarding the Government wide Commercial Purchase Card (GCPC) program.  SPAWAR Headquarters Contracts Directorate, 02, is responsible for the SPAWAR Claimancy Purchase Card Program oversight.  

B.     POLICY

The following is guidance on policies and procedures regarding the use of the GCPC.

DON  E-Business Instruction 4200.1 (noted in this guidance as "4200.1")

      DON Purchase Card Program Deskguides for Head of the Activity, Agency Program 

     Coordinator (APC), Approving Official & Cardholder

Federal Acquisition Regulations Part 13

      Defense Federal Acquisition Regulations Supplement, Part 213

      Financial Management Regulation, Volume 5, Chapter 33

      Financial Management Regulations, Volume 13

      Navy Acquisition Procedures Supplement 5213        

      DOD Directive 4105.67, Non-appropriated Fund (NAF) Procurement Policy

      SECNAV 7043.5B, Non-appropriated fund (NAF)

      GSA Smart Pay Contract GS-23-F98006

      NAVSUPINST 4200.85, DON Simplified Acquisition  

      Purchase card Program Re-engineering Implementation Memorandum # 6, 20 July 98   

      02 Policy Page SPAWAR Contracts Directorate: Policy Documents
      Links and/or or the Documents referenced can be found on the SPAWAR Contracts Directorate:  

     Policy Documents, Purchase Card.

Questions concerning appropriateness of purchase card use for a particular item should be directed to the activities' level 5 APC for resolution.  If further guidance is necessary, the level 5 APC will contact the Claimancy level 3 APC for guidance.

   C.      PROCEDURES

1. Commanding Officers (COs).  COs are responsible to ensure that effective internal management controls are established to oversee the management and operation of their activities' local purchase card program; that all purchase card program personnel are properly appointed, trained, and capable of performing their duties; that their local program is being executed in accordance with DON and SPAWAR guidance; and that a Command climate exists to prevent requiring or requesting officials from exercising undue influence over the actions of a purchase cardholder.  COs are responsible for reporting to HQ on the health of their purchase card programs via the monthly and semi-annual mandatory reporting requirements.

2. Internal Operating Procedures (IOPs).  Each site is responsible for developing an IOP to manage and operate their local purchase card program.  IOPs shall conform to the requirements set forth in 4200.1 and SPAWAR Claimancy guidance.  Activities will provide IOPs electronically for review and approval by the Claimancy APC.  IOPs shall be reviewed on a semi-annual basis by the activity APC to ensure compliance.  Subsequent updates to IOPs shall be provided to the Claimancy APC.

3. Agency Program Coordinators (APCs).  APCs are key personnel that are responsible for the activities' purchase card program oversight on a day-to-day basis.  Each activities' APC, designated as level 5, should have access to report directly through their management chain up to the Commanding Officer to surface any program deficiencies and/or abuses.   Monthly and semi-annual reports are required to be coordinated through the APC's chain of command to the CO for his/her review and release to HQ 02.  The Claimancy APC, designated as level 3, is responsible for the day-to-day oversight of all SPAWAR purchase card programs.

4. Approving Official (AO).  The AO is considered the certifying officer in accordance with the DOD Financial Management Regulation (FMR). Certifying Officials are pecuniarily liable for payments they certify.   The AO shall:

a) Ensure that all purchases by purchase cardholder within their cognizance are appropriate and the charges accurate;

b) Verify supporting transaction documentation on all card accounts prior to certifying the monthly invoice;

c) Notify the APC and CO in the event of any suspected unauthorized purchase (purchases that would indicate non-compliance, fraud, misuse and/or fraud); and  

d) Ensure proper receipt, acceptance and inspection is accomplished on all items being certified for payment. 

5. Cardholder Responsibility.  The cardholder will be held pecuniarily liable to the Government for the amount of any transaction not made for official Government use.   Under 18 U.S.C. 287, misuse of the purchase card could result in a fine of not more than $10,000 or imprisonment for not more than five years or both.  Military members that misuse the purchase card are subject to court martial under 10 U.S.C. 932, UCMJ Art.132. 

                  A complete list of Purchase Cardholder duties can be found in 4200.1 pg 16.  Special 

                  attention should be paid to the following:

a) Ensure proper and adequate funding is available prior to any purchase card                 action.  A Purchase Request (PR) must be created and funds committed before the credit card is used;  

b) Screen all requirements for their availability from the mandatory Government sources of supply; and 

c) Purchase only mission essential requirements at fair and reasonable prices from responsible suppliers.  The item must be considered essential to the mission of the requestor and/or his office.  It is the cardholders’ responsibility to research and get supporting verification/documentation when an item seems questionable in terms of “mission essential”.  The level of the requestor (i.e. SES or supervisor request) does not in itself provide justification for an item as “mission essential”.              

6. Cardholder & Approving Official (AO) Approval Process.  Cardholders are usually designated to be issued a purchase card by their first or second level supervisor.  Written justification should be based on operational needs and mission support.  The purchase card program participant should be approved by the local APC and sent to the Claimancy APC for approval.  The request for approval of cardholders and AOs should include documentation to verify the following: 
a) Mission need; 

b) Documented Mandatory Training;
c) Span of control no greater than 7:1;
d) Requested limits (per 4200.1) based on historical use for that area; if not, what methodology was used to determine limits; and  
e) Researched for any prior misuse/abuse of the Purchase Card  

Cardholders/Approving Officials are then approved by the SPAWAR HQ Policy Branch Head.  The request for approval is sent to DON E-Business for final approval.  Citibank activates the account when notified by the E-Business office. 

7. Delegation of Purchase Card Authority.   All approved AOs and CHs should have an appropriate grant of authority to satisfy mission requirements.  A letter of delegation or SF 1402 (Certificate of Appointment) shall be used to delegate authority as follows:

      a)  Authority to use the purchase card for micropurchase under $2,500;

      b)  Authority to use the purchase card for purchase over $2,500 for training & DAPs; and

      c)  Authority to use the purchase card as a method of payment > $2,500. 

An SF 1402 (vs. a letter of delegation) must be used to delegate a CHs authority if the CH will be using the card either as stand-alone method of procurement or for oral orders above the micro-purchase threshold.  Each letter of delegation or SF 1402 shall specify: single purchase limit; billing cycle purchase limit; transaction types; and limits for method of payment.  The letter should also include the duties and responsibilities of the position.  The delegation of authority may be signed by the CO, XO, or Chief of the Contracting Office.  

8. Training Requirements.  Prior to the issuance of a purchase card or designation as an 

      Approving Official, all prospective cardholders and Approving Officials must receive 

training in DON policies, procedures and roles as well as local IOPs.  DOD DAWIA Purchase Card training is mandatory for all cardholders.  If a purchase cardholder is “required” to have a SF 1402 (vs. Letter of delegation, see preceding 

paragraph ), that person must have documented training in Contracts I or 2 or NAVSUP Simplified Acquisition.  All AOs must take annual ethics training.  Cardholders who purchase more than $100,000 must take annual ethics training when it is provided at their command.  It is the responsibility of the level 5 APC to track the purchases of each cardholder.  If a cardholder purchased over $100,000 in the previous year, they would be required to fill out a SF 450, Financial Disclosure Report and take ethics training in the current year.  The APC must provide the names of the people required to take ethics training to the appropriate ethics person, so the AOs/CH will be notified when Ethics training is given.  Each person will be given access to the appropriate desk guide for his or her role either by disk or Web site address. 

Refresher training is required at least every two years.  Each activity may supplement the

refresher training as deemed necessary.  Purchase Card Computer Teletraining is also 

offered by E-Business as an optional supplement. The Teletraining does not replace any

of the mandatory training.  Refresher training shall be the E-business “roles” training. 

Each site must maintain a system that provides information to indicate when refresher 

training is required for each person.  Cardholders and AOs should be notified well in

advance of their date to complete refresher training.  

9.   APC File Maintenance and Retention.  The APC shall establish an individual file for

           each AO and Cardholder.  The file shall be retained for the duration the employee serves

           in this capacity and for three years beyond.  Each individual file will contain records/

           documentation in accordance with the 4200.1.  

10.  Using the Purchase Card.  

a) Separation of Function -  The purchaser and the receiver of goods shall not be the same person.  The purchaser should not sign for and accept the material.  However, if circumstances prevent this from occurring the cardholder must obtain written approval in advance either from a supervisor in the purchase cardholder’s management chain, his/her AO, or activity APC.  This approval will be included with the documentation required for each purchase card purchase.

b) Personal Property Accountability – The majority of personal property purchased by cardholders falls under the current DoD property accountability threshold.  However, items that are identified as “pilferable personal property” require tracking (being bar-coded) in the appropriate personal property system regardless of dollar value.  Desktop and Laptop computers are considered pilferable property for all Claimancy activities.  Activities may supplement this list as deemed appropriate.

              Recommended items include:

(1) Personal Digital Assistants (Palm Pilots, Blackberries, etc.)

(2) Cell Phones

(3) Pagers

(4) Computer Monitors

(5) Printers

(6) Scanners

c)   Documentation -  All documentation necessary to support a purchase card buy should   

      be in the transaction file.  Training should emphasize the type of data required, i.e., 

      if special approvals are required, any pertinent/supporting e-mail, and/or an    

      explanation of a particular buy.  Evidence of receipt and acceptance by someone other than the cardholder is mandatory.  APC coordination with shipping and receiving personnel may be necessary to ensure that an effective process is in place where cardholders receive the information needed for adequate file documentation.  A “good faith” effort should be made by the level 5 APC to research and get missing documentation into the file where such deficiencies are noted.  When that is not possible or unsuccessful, the lack of documentation should be reported in the monthly review.  The cardholder, Department Managers, AOs and others should be notified, if applicable, in accordance with the SPAWAR Purchase Card Deficiencies Chart.  

                        d)   Card Inactivity  -  Cardholders are issued purchase cards to meet the operational 

      needs and mission support of their organizations.  Card usage will be reviewed semi-annually to validate whether continued use of the card is warranted.  After six months of inactivity the account will be closed and the card returned per requirements of 4200.1.  The cardholder’s management will be notified before any action is taken.  

e) Process for Returning Card -  APCs shall ensure a written process is in place for the 

            return of the credit card when someone is leaving or retiring.  This process shall 

            include having “Return of Purchase Card”, as an element on the sign-out sheet. 

            The process shall also contain provisions for reassignment of the PC bill 

            certification process for charges made but not reconciled.  The process shall   

            include written documentation from the PC holder on any outstanding charges.  This will ensure cards are not closed before all purchases are billed.  

f) Purchase Request Process  -  The local process for purchase request process obtaining funding, approvals should be described and POCs provided in the IOP.     

g) Reconciliation -  Local process for reconciliation, verification and certification of the

            cardholder’s statement and official invoice should be included in the IOP. The 

            IOP shall be updated when sites begin electronic certification in Citibank or 

            through other means.   

 11.   Deficiencies.   The purchase card shall only be used for authorized U.S. Government  

         purchases.  As such, cardholders and approving officials have a responsibility to ensure   

        that the privileges they have been entrusted with are used appropriately and for the purpose intended.  When inappropriate use of the card is identified, whether intentional or unintentional (i.e. fraud, split purchases, unapproved purchases, extravagant purchases, not mission essential etc.), the APC in consonance with the activities’ management, shall immediately take appropriate action to remedy the situation (i.e., permanent revocation, card suspension, immediate re-training etc.) as well as other disciplinary and legal action deemed necessary.  The SPAWAR “Purchase Card Deficiencies & Related Corrective Action” Chart was developed to meet the requirement of 4200.1.  Use of the chart is mandatory.  Corrective actions, i.e., letter of warning, telephone conversation etc., taken should be documented and tracked.  Monthly and semi-annual reports should contain a list of disciplinary actions taken. The Deficiencies chart is detailed below: 

  SPAWAR PURCHASE CARD

DEFICIENCIES & RELATED REMEDIAL ACTION

	
	Infraction
	1st Offense
	2nd
	3rd

	
	Questionable Transactions
	
	
	

	a.
	Not Req. to fulfill min. immediate need to support DON mission
	C
	D
	

	b.
	Not for Govt. Use, for personal Use
	D/E
	
	

	c.
	Exceeding Authorized Limits
	C
	D
	

	d.
	Split Purchases 
	B
	C
	D

	e.
	Prohibited items
	B
	C
	D

	f.
	Not Using  Mandatory Sources
	B
	C
	D

	g.
	Suspected Fraud
	D/E
	
	

	
	Other Deficiencies
	
	
	

	h.
	Lack of Properly Documented Receipt & Acceptance
	A
	B
	C

	i.
	Lack of Other Documentation 
	A
	B
	C

	j.
	Untimely Certification
	B
	C
	D

	k.
	Input PR after Charge
	B
	C
	D


                     Note: APC is responsible to track all deficiencies by individual and by type of deficiency.  Deficiencies

                     and related disciplinary/corrective action is to be documented in the individual’s file.

                   A = APC Sends Written Warning (e-mail) of Infraction to Purchase Card (PC) holder, Approving Official

                   (AO), Supervisor, Dept. Head; warning instructs the PC holder to review the applicable guidance 

                   concerning the infraction.
                   B = APC Sends written warning (e-mail) of Infraction to Purchase Card (PC), Approving Official (AO),

                   Supervisor, Dept. Head; warning instructs the PC holder to review the applicable Guidance concerning

                   the infraction.  Additional training in the specific area of deficiency is provided and Individual’s file is

                   documented.  

                   C = APC Suspends Card for up to 30 days; (Limits will be changed to $1 in Citibank when a card is

                   suspended) APC Notifies (e-mail) PC holder, AO, Supervisor, Department Head.  If Department

                   Head decides to re-instate PC holder, additional training in the area of the infraction will be given.

                   D = APC Cancels Card Immediately; APC notifies level 3 APC, PC holder, AO, Supervisor, 

                   Dept.Head and Commander.  Dept Head reviews situation and proposes appropriate  administrative

                   action.

                   E =APC Refers to IG for Review/Action. 

12.   Oversight Review of Activities’ Purchase Card Programs - Internal reviews shall be performed in accordance with the 4200.1.

   a)  Monthly Reviews -  Sites shall conduct monthly 100% transaction reviews in   

            accordance with 4200.1 using Citibank AdHoc reporting to discover questionable  transactions and review those transaction files in depth.   The reviews are due NLT the 26th to the SPAWAR level 3 APC.  If the 26th is on a Saturday the report is due the Friday before; if on a Sunday, the review is due the following Monday.  The review should be for the previous month billed, i.e., for the period Oct 22 - Nov 22, billed Dec 22, the report is due Jan 26 th .  Reviews should use Ad Hoc reports to target the following critical elements to determine deficiencies/questionable transactions: 

                           (1)  Suspicious vendors; 

             (2)  Split purchases;

                      (3)  Equitable distribution of business; 

(4)  Exceeding the micro purchase threshold; and 

                                    (5)  Suspected fraudulent transactions 

                       The findings shall be reported in the SPAWAR standard monthly reporting format. 

                       The items to be reported as “abuse/misuse” are identified as “Questionable  

                       Transactions in the 4200.1. pg. 28.

                       They are: 

(1) Purchase not required to fulfill minimum, immediate need to support DON mission; 

                                    (2)  Purchases not for Government use, but for personal use; 

                             (3)  Purchase that exceed authorized limits;

                  (4)  Split Purchase; 

                  (5)  Prohibited Items; 

                  (6)  Not Using Mandatory Sources;  and 

(7)  Suspected Fraud  

     The following should be reported as  “Other” deficiencies in the monthly report:

                        (1)  Lack of properly documented receipt & acceptance;  

(2) Lack of other documentation;     

(3) Untimely Certification; and  

(4) Input PR after Charge 

                       Deficiencies should be explained in detail and the disciplinary/administrative 

                       actions taken.  The Deficiencies Chart is to be utilized for determining 

                       minimum corrective/disciplinary actions. The report shall be e-mailed to the 

                       SPAWAR APC with the Commanding Officer on copy as well as the APC's

                       supervisor.  

         b) Semi-Annual Reviews -  Semi-annual reviews of the purchase card program are          

                required to ensure that adequate controls are in place.  The reporting period for the semi-annual review shall encompass the months of October through March and April through September.  These reviews shall be conducted by the activities’ APC and/or Internal Review, following the guidelines set forth by 4200.1; instructions provided by the E-Business Office for level 5 APCs; and any instructions provided by the level 3 APC.  The information for the report shall be gathered in the SPAWAR Standard Semi-Annual Review Workbook, which will provided by the level 3  APC.  The report shall be in the format outlined in the E-Business level five guidance sent out each period for the semi-annual review.  The semi-annual review report shall be signed by the activities' Commanding Officer and sent to SPAWAR 02 with a copy  to the Claimancy level 3 APC and 02-41 Policy Branch Head.  Electronic submissions are acceptable.

                                In addtion to the items designated in the 4200.1 for the semi-annual review, the 

                                following should be included and the results reported in the semi-annual report. 

           (1)  The semi-annual reviews must include a review and evaluation of each 

                cardholder’s transaction and cycle limits using the criteria outlined in the  

                4200.1. Changes should be made to limits in accordance with the findings.  

         (2)  Cards with no activity in the previous six months shall be closed. 

                           (3)  Repeated monthly deficiencies/infractions in the same area may be  

                                       considered weakness in internal management controls. 

         (4)  Review should be performed using AD Hoc reports to determine if there is 

               equitable distribution of business.

   13.  Metrics.  Metrics for the health of the puchase card program have been developed.

 utilizing a red, yellow, green methodology for scoring.  Data from the mandatory monthly and semi-annual reports are the basis for metrics reports.  The areas of measurement are as follows:

[image: image1.wmf]                                                                                               Goal 

                                        * Mandated by DoD – Number of AOs to CHs –  No  > 7:1  
                                     ** Mandated by DoD – No AOs or CHs appointed w/o are not trained

                                   *** Standard RCMD by DoD - % of unpaid invoices over 30 Days, RCMD no > than 2% 

                                 **** Mandated by SPAWAR HQ  - 0 Tolerance   

                               ***** Mandated by SPAWAR HQ  -  0  -  5 % green, 6 -7 % yellow, > 7%  red. 

                     If a site is yellow the problem must be explained in the monthly report.  If a site is

                     yellow for more than two consecutive months the site must provide a remedy for 

                     returning to green to the level 3 APC.  If a site is red they must explain the problem

                     and provide a solution.  These metrics will be the basis for reporting the health of

                     the Claimancy Purchase Card to SPAWAR HQ management and higher level DON

                     and DoD management.

 14.  Special Attention Items.  Cardholders and AOs should be cognizant of the following 

        special attention items:

                       a)  JWOD Items.  The Javits-Wagner-O’Day (JWOD) Program is a unique Federal 

                            procurement program that generates employment and training opportunities for 

                            people who are blind or have other severe disabilities.  The JWOD Program is a 

                            mandatory source of supply (FAR 8.7 and 41 U.S.C. 46-48c).  JWOD products 

                            include office and general supplies; cleaners, hardware, paints and other industrial 

                            items; clothing and textiles; medical/surgical items and more.  There is no 

                            authorized exception not to use JWOD approved products, even though

                            they may be more expensive than similar Commercial products.  There are many methods and sources for purchasing JWOD Program supplies.  

                            By Internet: JWOD http://www.jwod.gov/jwod/index.html. 

                            GSA Direct: GSA Advantage! http://www.gsaadvantage.gov/
                            or the DOD EMALL at http://dodemall.dla.mil/ 

                            By Phone or Fax: JWOD Supply Schedule: (877) GET-JWOD or fax (877) FAX-

                            JWOD, GSA Customer Supply Center: (800) 525-8027 or fax (800) 856-7057; and 

                            through Authorized Commercial Distributors such as Corporate Express, Staples, 

                            and Office Depot.  However, you need to ensure that you specifically identify that you want  JWOD items.  JWOD items are not typically carried at these vendor's retail outlets but through their corporate catalogs.  File documentation should show that the cardholder checked for JWOD sources.          

b)  Conference Rooms.  Conferences are restricted to those absolutely essential to meet mission requirements and will ensure that any potential security or legal issues are addressed in advance. Conferences should not be scheduled unless objectives and expected results are commensurate with the expenditure of labor and funds. Specific approvals, in accordance with “Interim SPAWAR Policy, 08-4, dated   
     March 4, 2002, Subject: Conference Scheduling Procedures, must be submitted to the cardholder before the purchase card is used to reserve and pay for a conference room. 

                        c)  Light Refreshments.  The purchase card shall not be used to pay for light

                             refreshments at conferences.  ASN (FMC), in a memorandum dated 18 April 2003, 

                             has directed that appropriated funds are not authorized to pay for light

                             refreshments at conferences. 

d)  Plaques.  Plaques may be purchased as an award to individuals or organizations for    

      superior professional performance, sustained or short term, or other clearly 

      significant contributions to SPAWAR and its mission. This is the single criterion 

      for an individual or group award of a Command-purchased plaque.  In the case of   

      other DOD employees, the Commander must approve (in writing) command 

      plaques and/or mementos awarded to these recipients on a case-by-case basis. 

      Approval documentation required by SPAWAR INST 5305.3C, Criteria For 

      Awarding of Command/Organizational Plaques and Mementos or Memorabilia, 

      must be submitted to the cardholder before any purchase is made.                            

              15.  Prohibited Items.  In the absence of specific statutory authority, purchase of items for 

                   the personal benefit of government employees, such as flowers, food, clothing etc., are                 not permitted.  Additionally, certain categories of purchases have consistently been identified as not allowed for purchase card procurement:  

   a)  Cash Advances;

                        b)  Rental and lease of vehicles;

                        c)  Fuel, Oil, Services, Maintenance and Repairs; 

                        d)  Lodging and Meals;

                        e)  Luggage;

                        f)  Mementos as Give-Away Items.  The use of appropriated funds to buy give-away 

                             items such as plaques, cuff links, hats, T-shirts, license plate covers, bracelets, 

                             ashtrays, Christmas cards, paper-weights, cigarette lighters, key chains and other 

                             similar items are Prohibited (see discussion #11 above concerning plaques); and  

                        g)  Transportation.

                        h)  Light Refreshments.  As discussed in section 14.(c) above, appropriated funds are

                             not authorized to pay for light refreshments at conferences.    

This is not to be considered an all-inclusive list of prohibited items.  Questions concerning appropriateness of purchase card use for a particular item should be directed to the activities' level 5 APC for resolution.  If further guidance is necessary, the level 5 APC will contact the Claimancy level 3 APC for guidance.
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