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1.0 INTRODUCTION TO THE PURCHASE CARDtc “1.0 INTRODUCTION TO THE PURCHASE CARD”
PROGRAM AND GENERAL INFORMATION

PRIVATE 
1.1   PURPOSEtc  \l 2 “1.1  PURPOSE”:  This document will provide purchase card holders the necessary instructions and policies on the proper use of the U.S. Government Purchase card.  This document is subordinate to EBUSOPOFFINST 4200.1A dated September 2, 2003A.  Additional guidance is found in the Cardholder, Approving Official APC and Head of Activity desk guides provided by the Navy eBusiness Operations Office.

1.1.1 Cancellation  This user’s manual supersedes SEA 021MAN4200/1 revised 16 January 2003
PRIVATE 
1.2   MANUAL FORMATtc  \l 2 “1.2  MANUAL FORMAT”:  The following sections are contained within the instruction:



Section 1

Introduction to the Naval Sea Systems Command (NAVSEA) Purchase Card Program And General Information



Section 2

Purchase Card Procedures



Section 3

Purchase Card Material Delivery and Receipt Procedures



Section 4

Purchase Card Reconciliation Procedures



Section 5

Purchase Card Invoice Certification Procedures 



Section 6

Returns, Refunds and Credits



Section 7

Convenience Checks



Section 8

Disciplinary Measures



Appendix A

Determination of Fair and Reasonable Price



Appendix B

Prohibited Items (Can Not Buy)



Appendix C

Items requiring Special Approvals Before Purchasing



Appendix D

Glossary of Terms



Appendix E 

Purchase Card Certification Statement



Appendix F

Hazardous Materials (Special Approval Items)



Appendix G

Points of Contact



Appendix H

Reconciliation Package Review Check List



Appendix I

Purchase Card File Retention Notice

PRIVATE 
1.3  BACKGROUNDtc  \l 2 “1.3  BACKGROUND”:  The federal government has used various methods to accommodate the purchase of goods and services required by its employees.  There are a number of potential benefits in using this purchase card, both as a method of procurement and as a method of disbursement of funds.  This card will accommodate the purchase of goods and will improve efficiency of the procurement process by reducing the volume of open purchase orders and check issuance.

PRIVATE 
1.4   PURCHASE CARD ADMINISTRATIVE COSTStc  \l 2 “1.4  BANKCARD ADMINISTRATIVE COSTS”:  Costs associated with the administration of the purchase card program will be absorbed by the Command.  

PRIVATE 
1.5  AUTHORIZATION PROCESStc  \l 2 “1.5  AUTHORIZATION PROCESS”:  The bank in issuing this card to federal employees has established a number of steps in the authorization process that are taken each time the purchase card is used.  The merchant may use an electronic or telecommunication method for obtaining authorization on all purchases.  Such authorization ensures that the cardholder is within the single purchase and monthly purchase limits as established with the bank.  The authorization also verifies that the merchant is of the type permitted under the purchase card program.  EMERGENCY purchases beyond the assigned monthly limit may be authorized by contacting the NAVSEA Headquarters Agency Program Coordinator (APC) (see 1.7.4.4 of this procedure).

PRIVATE 
1.6  QUESTIONS ABOUT THE BANKCARDtc  \l 2 “1.6  QUESTIONS ABOUT THE BANKCARD”:  Questions relating to use of the purchase card, may be directed to the NAVSEA Headquarters APC:

Naval Sea Systems Command

Attn: APC (Code 021)

1333 Isaac Hull Ave, SE

Washington, DC  20476

(202) 781-3914 

PRIVATE 
1.7  PURCHASE CARD PROGRAM FUNCTIONAL ORGANIZATIONtc  \l 0 “21.7  BANKCARD PROGRAM FUNCTIONAL ORGANIZATION”
PRIVATE 
1.7.1  NAVSEA HEADQUARTERS AGENCY PROGRAM COORDINATOR (APC)tc  \l 2 “1.7.1  NAVSEA HEADQUARTERS AGENCY PROGRAM COORDINATOR”:  The APC has overall responsibility and authority for assuring the NAVSEA Headquarters Purchase Card Program procurement integrity and effective administration.  This authority includes the suspension and/or revocation of purchase card accounts.  All requests for PURCHASE CARDS (either new cards or modifications to existing cards and accounts) will be forwarded to the APC.  The APC is responsible for all external correspondence concerning issuance of cards through problem resolution after appropriate consultations.  The APC is also responsible for assuring cardholders and Certifying Officers (COs) are fully trained in their responsibilities and that existing procurement regulations are not circumvented.  Reference Section 4.0 for APC responsibilities during the statement reconciliation process.

PRIVATE 
1.7.2  CERTIFYING OFFICER (CO)tc  \l 2 “1.7.2  APPROVING OFFICIAL”:  COs (as appointed by each Directorate/Program Executive Office/Direct Reporting Program Manager (PEO/DRPM) hereinafter referred to as simply: Directorate) are responsible for overseeing cardholder purchase card purchasing activity to assure appropriate purchase card utility, timely processing of required documentation, appropriate purchase card funds assignment/management and coordination with the APC for account maintenance.  The COs shall be appointed in writing accompanied by a completed Signature Card (DD Form 577) in accordance with DFAS Purchase Card Reengineering Implementation Memo #1: Certifying Officer Responsibilities. COs shall complete training the following three ways: 

1. At: www.don-ebusiness.navsup.navy.mil <http://www.don-ebusiness.navsup.navy.mil/servlet/page?_pageid=780&_dad=portal30&_schema=PORTAL30>
2. From the DoD Defense Acquisition Univeristy at: http://clc.dau.mil/kc/no_logon/portal.asp Click on Learning Center. Search for purchase card. Select DoD Govt Purchase Card Tutorial

3. Provided by SEA 01 in the proper use of appropriated funds.  

Refresher training is required at least every two years to ensure compliance and understanding of contracting authority and local operating procedures.  The CO assures timely cardholder account reconciliation and collects all statements, Special Approval Forms and all required documentation from individual cardholders under their cognizance.  The CO shall review the cardholder Statement of Account (SOA) for accuracy and propriety of purchase and sign the cardholder SOA.  The statement received by the CO is the official billing invoice from the bank.  The CO will certify that invoice either with a paper prompt pay certification or via an electronic method within 5 business days of receipt of the invoice and in no case later than 15 business days after end of the billing period. If certified on paper the CO will complete the prompt payment certification and forward it to DFAS for payment.  If certified via electronic method the CO will follow the instructions provided separately applicable to that method.  The CO will forward copies of the cardholder statements to the APC for review, within five (5) days of receipt of the CO’s  SOA.  Reference section 4.0 for detailed procedures and responsibilities relative to SOA Reconciliation.

PRIVATE 
1.7.3  CARDHOLDER(S)tc  \l 2 “1.7.3  CARDHOLDER(S)”:  Cardholders are trained and authorized to make qualified small purchases using their purchase card in the following three ways: 

1. At: www.don-ebusiness.navsup.navy.mil <http://www.don-ebusiness.navsup.navy.mil/servlet/page?_pageid=780&_dad=portal30&_schema=PORTAL30>
2. From the DoD Defense Acquisition Univeristy at: http://clc.dau.mil/kc/no_logon/portal.asp Click on Learning Center. Search for purchase card. Select DoD Govt Purchase Card Tutorial

3. Provided by SEA 01 in the proper use of appropriated funds.  

Refresher training is required at least every two years to ensure compliance and understanding of contracting authority and local operating procedures.  The unique purchase card that the cardholder receives from the bank, has the CARDHOLDER’S NAME embossed on it.  No member of the cardholder’s staff, including supervisors, or anyone else may use this card. The Great Seal of the United States is printed on the card as are the words: UNITED STATES OF AMERICA and the statement: FOR OFFICIAL USE ONLY. Also embossed on the card is U.S. GOVERNMENT TAX EXEMPT.  These features are part of the special design so that the cardholders will not confuse it with their personal cards. In all respects this is considered a regular credit card, however, THIS CARD MUST NOT BE USED FOR PERSONAL PURCHASES!
PRIVATE 
1.7.3.1  PERSONAL CREDIT CHECKtc  \l 2 “1.7.3.1  PERSONAL CREDIT CHECK”:  The cardholder will receive no literature from the bank and no credit check of his/her personal credit history will be obtained.

PRIVATE 
1.7.3.2  CARDHOLDER RESTRICTIONStc  \l 2 “1.7.3.2  CARDHOLDER RESTRICTIONS”:  Use of the purchase card does not relieve the cardholder from prohibitions, controls, or required authorizations that exist within the Federal Acquisition Regulations (FAR),  DOD FAR Supplement (DFAR), Navy Acquisition Procedures Supplement (NAPS) or DON EBUSOPSOFF Instructions regarding the acquisition of certain types of goods.  Local purchasing procedures for items such as minor equipment, plant property, etc., must be complied with before a purchase card purchase is attempted (See Appendix C, “Special Approval Items”).  Failure to comply with the aforementioned procurement regulations and procedures may result in suspension or cancellation of the cardholder account and delegation of authority revocation.

PRIVATE 
1.7.3.3  CARDHOLDER LIABILITYtc  \l 2 “1.7.3.3  CARDHOLDER LIABILITY”:  Intentional use of this Purchase card for other than official government business will be considered an attempt to commit fraud against the U.S. Government and can result in immediate cancellation of an individual’s purchase card and disciplinary action.  The cardholder will be personally liable to the Government for the amount of any non‑government purchases and could be subjected to a fine of not more than $10,000 or imprisonment for not more than 5 years or both under 18 U.S.C. 287.  The cardholder will NOT be responsible for charges on a lost or stolen credit card as long as the card is reported lost or stolen as soon as the cardholder discovers that the card is missing.  (However, see paragraph 1.7.3.4 on the reporting of a lost or stolen purchase card). 

PRIVATE 
1.7.3.4   LOST OR STOLEN CARDStc  \l 2 “1.7.3.4  LOST OR STOLEN CARDS”:  If a card is lost or stolen the cardholder must notify their CO, the bank,  local police (if stolen) and the APC immediately.  Verbal notification to the CO and APC must be followed up in writing.  Notify the bank during normal business hours at 1‑800-790-7206. When contacting the bank, the following information will be requested:



Cardholder’s Complete Name



Purchase card Account Number



Date Reported to Police



Any Purchase(s) Made on the Day the Card was Lost or Stolen

Notify the APC at (202) 781-3914 immediately after notification of the bank.

Once the loss or theft has been reported to the bank, a new card with a new account number will be mailed to the cardholder within two business days.  To facilitate billing account reconciliation, purchases made prior to the lost/stolen date will automatically be billed under the new account number assigned to that cardholder.  It is important to carefully review the new statement and report any incorrect billings to the APC for immediate notification to the bank.  The Federal Government, as the cardholder, may be responsible for the charges against this card should the bank not be notified at once of the discovery of the loss of the card.  The cardholder will not be responsible for charges on a lost or stolen card based on timely notification.

PRIVATE 
1.7.3.5  SAFEGUARDING BANKCARDStc  \l 2 “1.7.3.5  SAFEGUARDING BANKCARDS”:  Purchase cards should be safeguarded in the same manner as cash and the card stored preferably in an adequate security container or in a metal file cabinet equipped with a locking mechanism.  Cardholders are discouraged from carrying their cards on their person.  It is the responsibility of the cardholder to assure the purchase card is not accessible to others for improper use. The cardholder should safeguard their Statement of Account and individual account number to prevent use by unauthorized personnel.  Violation of this trust shall require that the card be withdrawn from the cardholder with the possibility of subsequent disciplinary action.

1.7.4  FUNDING AND SPENDING LIMITS:  The tracking of funding related to purchase card accounts is extremely important.  The monthly credit limits with the bank are established in order for cardholders to make purchases and expend funds in the most flexible manner.  Because of the way the bank establishes monthly credit limits it is possible to overspend funding and stay within the bank’s monthly credit limits.  Regardless of the spending limits established with the bank cardholders and certifying officers are limited by the amount of funds obligated against miscellaneous document (MD) numbers by SEA 103.  Cardholders and certifying officers must receive confirmation from SEA 103 that funding has been added to their MD account.  SEA 103 does not automatically obligate quarterly funding increments.  It is the responsibility of the cardholder and certifying officer to request that SEA 103 increase the funding increment.  Purchase cards shall not be used until SEA 103 confirms that funds have been added/obligated.

The obligation process will include the recording of quarterly estimates by the Command Financial Support Services Division (SEA 103).  The obligations will provide the funding limitation for purchases.  The same or lesser funding limitations will be provided to the bank.  Transactions will be recorded/obligated against miscellaneous document (MD) numbers by SEA 103.  A separate MD will be used at the Directorate level for the CO within each Directorate.

The Directorate Administrative or Financial Management Office must identify a line of accounting to be charged for the Purchase card purchases within each Directorate.  Funds must be sent to SEA 103 by Project Directive (PD).  No direct citation of program funds will be accepted for Purchase card purchases.

Actions not recorded in the accounting system include the following:

a.
Target limitations assigned based upon requests from the Directorate Administrative Officer.

b.
Cardholders notified of limitations by Directorate Administrative Officer or CO.

c.
Bank notified of cardholder and office monthly limit by APC.

d.
Cardholder reconciliation of account and CO review of account reconciliation.

e.
Contracts Directorate (SEA 026) certification of account reconciliation.

PRIVATE 
1.7.4.1  SINGLE PURCHASE LIMITtc  \l 2 “1.7.4.1  SINGLE PURCHASE LIMIT”:  This is the maximum dollar amount a cardholder can spend in a single transaction.  The single purchase may consist of a number of items handled as one transaction.  The single purchase limit for each cardholder at NAVSEA Headquarters varies, as established by the cardholder’s CO.  The single purchase limit shall not to exceed $2,500 unless the cardholder has a delegation of authority letter that specifies that the cardholder may use the card as a method of payment on contracts that a warranted contracting officer creates using the procedures described in EBUSOPOFFINST 4200.1A Chapter 5.  Cardholders may also be authorized to use the purchase card to pay for DD Form 1556s.  The single purchase limit when purchasing books or facilities for training is $2,500.   A DD Form 1556 may not be used to purchase books unless the same vendor that is providing the training is also providing books.  The single purchase limit is specified on the cardholder’s warrant.  A SINGLE ITEM REQUIREMENT MAY NOT BE SPLIT TO STAY UNDER THE SINGLE PURCHASE LIMIT.  Any single item requirement in excess of $2,500 MUST be procured through the Naval Sea Systems Command Procurement Branch (Code 026) unless it is done by a warranted contracting officer using the procedures described in EBUSOPOFFINST 4200.1A Chapter 5.  (see Section 2.0 paragraph 2.2.2.d).

PRIVATE 
1.7.4.2  CARDHOLDER MONTHLY (30 DAY) LIMITtc  \l 2 “1.7.4.2  CARDHOLDER MONTHLY (30 DAY) LIMIT”:  The monthly dollar limit for each cardholder is established by each Directorate Administrative Officer based on budget considerations.  The 30 day limit is established at the time the cardholder account is set up. 

PRIVATE 
1.7.4.3  Monthly (30 DAY) CERTIFYING OFFICER LIMITtc  \l 2 “1.7.4.3  MONTHLY (30 DAY) DIRECTORATE LIMIT”:  This limit is set by the bank and is equal to or greater than the sum of the cardholder 30 day limits under the office or CO cognizance.  The bank records this as a quarterly amount (monthly x three) and uses the limit to stop purchases by cardholders reporting to  certifying officers who are delinquent in certifying their bill and sending it to DFAS for payment.

PRIVATE 
1.7.4.4  CHANGING THE MONTHLY (30 DAY) CARDHOLDER AND/OR CERTIFYING OFFICER LIMITtc  \l 2 “1.7.4.4  CHANGING THE MONTHLY (30 DAY) CARDHOLDER AND/OR DIRECTORATE LIMIT”:  To raise or lower these limits temporarily (on a monthly basis) or permanently, the CO (via the Administrative Officer if applicable) will forward a written/electronic request for approval to the APC who will process the increase with the bank.  Emergency requests to the bank from the CO to raise the limit on a temporary onetime basis will be handled by the APC by telephone.  The CO must notify the respective Department Budget/Administrative Office to make sure appropriate funds are available before requesting a temporary increase to the monthly limit.  If cardholders attempt to make purchases over the monthly office limit, the merchant’s point of entry authorization device will not approve the purchase using the Purchase card.

PRIVATE 
1.7.5  DISCONTINUING CARDHOLDER USEtc  \l 2 “1.7.5  DISCONTINUING CARDHOLDER USE”:  When a Purchase card holder leaves NAVSEA Headquarters or moves to another internal organization, he/she will notify the CO and APC in writing.  The NAVSEA Headquarters departing personnel checkout form will include a block for departing Purchase cardholders to be initialed by the APC indicating that the Purchase card has been returned to the APC.  The cardholder’s CO will ASSURE that the Purchase card is forwarded to the APC for destruct certification. The cardholder will cut his/her Purchase card in half and deliver both halves to the APC who will direct the bank to cancel the account.  
1.7.6 COMMAND FINANCIAL SUPPORT SERVICES DIVISION: SEA 103 will obligate funds as described in par 1.7.4 above and provide guidance regarding invoice certification and preparation for payment.                    

PRIVATE 
1.7.7  COMMAND EVALUATION AND REVIEWtc  \l 2 “1.7.8  COMMAND EVALUATION AND REVIEW”:  Purchase card statements and purchasing activity will be subject to random reviews for questionable purchases and abuse by the NAVSEA Inspector General Office (SEA 00N).  Questionable purchases will be brought to the attention of the CO and APC upon discovery for resolution.  SEA 00N will also assist the APC in evaluations of Purchase card program internal controls and operations.  Managers shall ensure that the purchase card program is addressed by the Management Control Program and that risk assessments and management control reviews are performed.  The APC will also conduct periodic reviews of internal controls and report findings to the CO, respective Directorate Head and other appropriate authorities.

1.7.8 RETENTION OF RECORDS:  Records must be retained for the following periods:

Type




Retainer
Period

Training and appointment

APC

Duration of duty and 3 years after 

Purchase*



AO

3 years

Payment*



AO

6 years 3 months

* Appendix I is a records retention cover sheet required to cover Purchase and Payment files.   The sheet is required to be annotated with the records destruction date.

PRIVATE 
2.0  PURCHASE CARD PROCEDUREStc “2.0  BANKCARD PURCHASE PROCEDURES”
PRIVATE 
2.1  GENERALtc  \l 2 “2.1  GENERAL”:  This section provides the steps required by the cardholder to qualify a procurement action for purchase card, to select an appropriate vendor, and to make an over the counter (OTC) or over the phone (OTP) purchase. Steps identified are explained in the corresponding paragraphs that follow.  The numbers of related paragraphs are provided in the bottom panel of each functional block.

PRIVATE 
2.2  PROCUREMENT NEED ESTABLISHEDtc  \l 2 “2.2  PROCUREMENT NEED ESTABLISHED”:  The procurement process starts with an end-user’s recognition of a legitimate purchase requirement.  The end-user should contact their assigned cardholder to determine if the item required can be purchased by Purchase card.  The Purchase card will be used for purchase of requirements under $2,500 when they are within the cardholders monetary limits and are not restricted by the FAR, DFAR, NAPS, NAVSUP, or NAVSEA Instructions.  

PRIVATE 
2.2.1  PROCUREMENT REQUIREMENT IDENTIFICATIONtc  \l 2 “2.2.1  PROCUREMENT REQUIREMENT IDENTIFICATION”:  The end-user should provide information or data necessary to properly identify the requirement.  This can be accomplished by reviewing department procurement history files for requisition documentation for the same or equivalent items, manufacturer documentation, name plates, or vendor catalogs.  The information must be specific enough to assure accurate and timely “stock on-hand” and vendor research.  Information that is helpful includes:

Nomenclature or Name

NSN - National Stock Number

Manufacturers Part/Stock/Model Number(s)

Utility and/or System/Equipment Used In

Dimensions, Weight, color.

Voltage, Amperage in/out

Priority or Required Delivery Date (RDD)

Any additional information to assist the cardholder in cross referencing vendor queries should be provided. 

PRIVATE 
2.2.2  MATERIAL PURCHASE CARD QUALIFIEDtc  \l 2 “2.2.2  MATERIAL BANKCARD QUALIFIED”:  The following conditions must be met to qualify the procurement for purchase card:

a.
The purchase card shall only be used to purchase supplies or services if requirements cannot be satisfied through the required sources prescribed in FAR Part 8, DFARS Part 208 and EBUSOPOFFINST 4200.1A.  Items available from DoN/DoD/Federal stock system (i.e. agency inventory) must be ordered unless the items may be locally purchased due to one or more of the exceptions explained at DFARS 208.7003.    

If the requirement is not available in agency inventory, the products produced or manufactured by Federal Prison Industries, Inc. (FPI) and the Committee for Purchase from the Blind and Other Severely Handicapped are mandatory for use and should be ordered via normal supply channels or as prescribed in FAR Part 8.  The FPI and the Committee accept orders with the purchase card.

b.
The material is NOT on the Restricted Items List, Appendix B.

c.
The material is for immediate use, no stockpiling of inventory.

d.
The purchase transaction is within the single purchase threshold.  SPLITTING A PURCHASE BETWEEN TWO OR MORE PURCHASE TRANSACTIONS IS STRICTLY PROHIBITED.

e.
Any special approvals must be obtained and documented on the PURCHASE CARD PURCHASE REQUEST FORM (NAVSEA 10460/4) available electronically in NAVSEA Formsflow .

f.
The required items must be commercially available off the shelf.

RESTRICTIONS ON PURCHASE CARD USE

In accordance with the GSA Contract Guide, the Government wide commercial purchase card shall not be used for the following items:

(a)
Cash advances.

(b)
Rental or lease of land or buildings

(c)
Telecommunications (telephone) services (i.e., major systems such as FTS 2000, DSN, or Base telephone systems).   This restrictions does not include short term services (i.e., rental of beepers, telephone moves, etc.).

In addition, the Purchase card shall not be used for the following, except as discussed below:

(a)Gasoline or oil.

(b)Repair of vehicles

(c)Expenses associated with official travel including transportation, lodging, or meals.

(d)Hazardous Materials (HAZMATs), except commonly used HAZMATs that are customarily sold to the general public to be used for non-governmental purposes.  Such materials or products include those required on a routine basis to meet daily operational needs; such as, lubricants, batteries, toner cartridges, detergents, etc.  The following procedures shall be used to purchase commonly used HAZMATs:  

(1)
The end user/cardholder shall screen the requested material against the NAVSEA authorized use list (AUL).  If the item is on the authorized use list the cardholder will copy the page from the list, hi-lite the item and attach that page to the procurement request form.   This documentation will be reviewed with the reconciliation package.  If the item is not on the authorized use list the cardholder will obtain the MSDS from the vendor and bring the MSDS and the Procurement Request Form to the Agency HAZMAT Official Safety Director and Occupation Health Support Services Division for approval.  Cardholders shall ensure that the AUL is up to date to minimize one-time authorizations by the safety officer.

PRIVATE 
2.2.3  VENDOR RESEARCH AND SELECTIONtc  \l 2 “2.2.3  VENDOR RESEARCH AND SELECTION”:  The considerations addressed in the following paragraphs will assist the cardholder and/or end-user in selecting a qualified vendor, consolidating purchases, determining a fair and reasonable price, facilitating timely material receipt, and preparing required purchase documentation in accordance with procurement regulations.  All purchase regulations currently in effect apply to purchase card transactions and compliance is facilitated through the processes and concerns identified in this manual.

ACCEPTS PURCHASE CARD - Make sure that the vendors queried understand that a purchase card will be used for payment.  Some vendors are unaccustomed to the term “Government Purchase card” and may unknowingly miss an opportunity to support the requirement.  Any vendor participating in the commercial credit card system must accept the government purchase card.  THE VENDOR MUST KNOW THAT THIS IS ONLY A QUERY AT THIS POINT OF PURCHASE CARD PURCHASE PROCESS.

TAX EXEMPTION - At the time of query and purchase the merchant must be advised that the purchase is for Official U.S. Government purposes and therefore is not subject to state or local sales tax.  NAVSEA’s Federal Tax ID Number (TIN) is: 57-1000652. The face of the purchase card indicates: “US GOVT. TAX EXEMPT” in embossed letters.  If the merchant insists on adding state or local taxes do not purchase from them.  If the merchant mistakenly adds state or local tax to an order the alternatives are to get the merchant to issue a credit for the tax or for the cardholder to return the item to the merchant for credit.  The contractual agreement between GSA and the card company does not allow state or local tax to be corrected by the Chargeback procedures described in Section 4.0 PURCHASE CARD RECONCILIATION PROCEDURES.  This issue must be settled between the vendor and the agency as the bank is contractually unable to do so.  

MULTIPLE ITEMS - A single purchase may be comprised of multiple items but the total purchase card charge receipt cannot exceed the authorized single purchase limit ($2,500) unless as described in Par 1.7.4 FUNDING AND SPENDING LIMITS.

MATERIAL AVAILABILITY - In most Purchase card transactions, the material requirement is immediate, therefore the vendor should have the material in stock or available for pick up within one or two days.  When the requirement can’t be satisfied locally, selection will be based on the vendor’s ability to have the material shipped for receipt on site in 10 working days or less, if required.  

COST FAIR AND REASONABLE - There are two primary methods used in assessing price reasonableness.  These methods are:

a.
Use of internal information or buyer experience with similar purchases or from published  price lists.

b.
Competition between two or more vendors

Each purchase with Purchase card must be considered fair and reasonable based on the cardholder and/or end-user employing at least one of the above methods.  Appendix A provides detailed explanation of each method.  The cardholder and CO are required to be familiar with the provisions contained in Appendix A and assure compliance.

Important points to consider in the vendor selection process:

Rotate Vendors - Locate and establish several businesses for material purchases.  Do not use the same vendor repeatedly.

Conflict of Interest - Do not purchase from friends or relatives.  Do not purchase from companies you own stock in.

Questionable Items - Do not purchase items which are of a questionable quality and content. Check with the end-user, CO and APC before making the purchase.

No Third Party Payments – Third party payment methods such as “Pay Pal” are not allowed.  Make sure that the vendor is informed of this policy especially very small sole proprietor businesses.  If the vendor cannot process the transaction without a third party payer contact SEA 026 to process a convenience check.  

2.2.4  INITIATE REQUISITION FILE tc  \l 2 “2.2.4  INITIATE REQUISITION FILE “   The requisition form for card purchases is the Purchase Card  Request Form.  This form may be copied locally and is available as  NAVSEA Form 10460/4 electronically under NAVSEA Forms on your computer desktop. After completion by the end-user the form shall be brought to the CO for review and approval of the purchase, funding verification and assignment of Purchase Request (PR) serial number.  The serial number consists of  nine digits in the following format:




BC XXX 0001

All serial numbers begin with the first two digits: BC   
The 3rd through 5th digits are identifiers unique to the CO as assigned by the APC.

The 6th digit is the last number of the fiscal year.  In FY 1998 the 6th digit is an 8.  The 7th through 9th digits are serial numbers maintained by the CO.

After approving the card purchase the CO will assign the buy to the card holder.

As an alternative to using the Purchase Card Request form when purchasing from GSA Customer Supply Centers the GSA order form may be used.  When used in this manner the GSA order form MUST have the following:

1. The requisition # in the upper right hand corner.

2. Total estimated cost, signature of approving official and date, total cost of order, award date and cardholder signature blocks completed.

3. Any special approvals noted (Especially Hazmat, ADP, Audio-visual and furniture.

4. A receipt and acceptance signature by a person other than the card holder.

The purchase card may also be used to fulfill requisitions forwarded to SEA 026 on a NAVSEA 10460/1.  The same restrictions listed above for use of the GSA Customer Service Center order form apply when the 10460/1 is used.  When training is purchased by an authorized cardholder the DD Form 1556 shall be used as the order form.   

PRIVATE 
2.2.4.1  FUNDING RESTRAINTS  tc  \l 2 “2.2.4.1  FUNDING RESTRAINTS”Cardholders, COs, Directorate administrative officers and other NAVSEA personnel must recognize that card purchases are subject to funding restraints established for each Directorate and account within NAVSEA.

Obligation transactions will be recorded in the accounting system against miscellaneous documents (MD) by SEA 103 unless an electronic method of invoice certification  is used. If certified via electronic method the CO will follow the instructions provided separately applicable to that method.

A separate MD document number will be utilized to record each line of accounting under a Directorate CO.  One MD document may reflect various transactions for one or several cardholders under each Directorate CO.   For Purchase card transactions, SEA 103 will record obligations citing the MD document numbers to account for the actual purchases prior to the submission of monthly Purchase card invoices to DFAS Charleston OPLOC.  This process includes validation that sufficient outstanding and/or unliquidated obligations exist in the accounting system for the document and ACRN and that the accounting data on the certification matches the accounting system.

SEA 103 will advise the Directorate Administrative Officers of the MD document numbers assigned for the COs.  This information will be provided to the APC, COs and cardholders.

To ensure a smooth transition from one fiscal year to the next, cardholders will be notified prior to the end of fiscal year the procedures to be used to close out and balance amounts on the MD documents.   This will allow for excess funds to be decommitted and used for other requirements prior to recoupment at year-end close-out.

PRIVATE 
2.2.5  SELECT METHOD OF BANKCARD PURCHASEtc  \l 2 “2.2.5  SELECT METHOD OF BANKCARD PURCHASE”:  The cardholder must determine which approach, Over the Counter (OTC) or Over the Phone (OTP), is most appropriate.  When the selected vendor is not local, an OTP and “Ship to” purchase would be executed, as discussed in detail in paragraph 2.4.2.  For local purchases, consideration is given to availability of personnel for material pick-up or vendor willingness to deliver the material.  Each Directorate is responsible for pickup of its own purchases and related expenses. 

PRIVATE 
2.3  OTC (Over The Counter)tc  \l 2 “2.3  OTC (Over The Counter)”:  There are two situations that allow an OTC purchase:

a.
The cardholder is available to go to the vendor place of business (POB) to pickup the material.  

b.
The vendor delivers the material to the cardholder and has the ability to IMPRINT the cardholders Purchase card or produce printed sales receipt on-site.

Factors to consider are transportation, material receipt, timeline requirements and station security.

PRIVATE 
2.3.1  TRANSACTION COORDINATIONtc  \l 2 “2.3.1  TRANSACTION COORDINATION”:  BE PREPARED TO PROVIDE THE VENDOR THE ASSIGNED PURCHASE CARD PR SERIAL NUMBER AND INSTRUCT VENDOR TO ANNOTATE ALL DOCUMENTATION WITH THIS NUMBER.  If the cardholder is to receive the material at the vendor place of business, establish the date and time with the selected vendor for cardholder arrival.  This is to assure material availability and facilitate timely material receipt processing.

The cardholder will arrange for delivery in accordance with Section 3 of this manual.

If the vendor is to deliver the material and will IMPRINT the cardholder’s Purchase card or produce a printed receipt on-site, this constitutes an OTC purchase.  The cardholder will establish the date and time to meet the vendor at the loading dock.  The cardholder will arrange to remove material immediately upon completion of the Purchase card transaction.  

PRIVATE 
2.4  OTP (Over The Phone)tc  \l 2 “2.4  OTP (Over The Phone)”:  An OTP purchase approach supports circumstances preventing cardholder Purchase card imprinting on vendor purchase documentation.  It is the only time in which the cardholder will give his/her Purchase card number over the phone.

PRIVATE 
2.4.1  “WILL CALL” VENDOR TRANSACTIONtc  \l 2 “2.4.1  \”WILL CALL\” VENDOR TRANSACTION”:  This process supports material pick-up by the end-user and/or an expediter.   When contacting the vendor to make the phone buy and coordinating material pick-up, advise the vendor who is authorized pick-up by name.  Instruct the vendor to check the will call person’s ID badge before providing the material.  The person authorized to pickup the item(s) must ensure that the receipt is forwarded to the cardholder.  

The following purchase card program restrictions will be explained to the vendor by the cardholder and compliance emphasized for continued purchase card use:

NO SALES TAX is to be added

NO PARTIALS, all materials available at pick-up

NO SURCHARGES for purchase card use

NO BILLING UNTIL MATERIAL PICK-UP

MATERIAL MUST BE ITEMIZED

PURCHASE CARD PR SERIAL NUMBER,  CARDHOLDER NAME,

ADDRESS AND PHONE NUMBER ANNOTATED on all documentation

and packages

PRIVATE 
2.4.2  “SHIP TO” VENDOR TRANSACTIONtc  \l 2 “2.4.2  \”SHIP TO\” VENDOR TRANSACTION”:  When placing the card purchase with a remote vendor, the following restrictions must be explained to the vendor and compliance emphasized for continued  card use:

NO SALES TAX is to be added to purchases

NO PARTIAL SHIPMENTS are authorized

PRICE QUOTED IS FOB DESTINATION, which includes shipping charges

ITEMS MUST BE RECEIVED WITHIN 10 DAYS (or BEFORE account reconciliation)

NO BILLING TO BANK UNTIL ITEMS ARE SHIPPED

ALL DOCUMENTATION AND PACKAGES MUST BE PROPERLY ANNOTATED WITH: PURCHASE CARD PR SERIAL NUMBER, CARDHOLDER NAME, ADDRESS AND PHONE NUMBER.

SHIP DIRECTLY TO APPROPRIATE SITE, as directed.

Advise the sales agent to inform the vendor accounting and shipping departments of these requirements. 

The purchase request shall be faxed to SEA 102 at 202-781-4529. 

Packages without documentation will be opened.  If upon opening there is no documentation identifying to whom or to what office the item is to be delivered, the package will be returned to the vendor.  Vendors who ship items without documentation will be notified that the NAVSEA cardholders will be advised by the APC not to place orders with them.  

PRIVATE 
3.0 DELIVERY AND RECEIPT PROCEDUREStc “3.0 DELIVERY AND RECEIPT PROCEDURES”
PRIVATE 
3.1  GENERALtc  \l 2 “3.1  GENERAL”:  This section provides the procedures for proper delivery and receipt processing of material purchased with the purchase card.  The procedures are designed to accommodate compliance with regulatory requirements relative to separation of procurement functions, assure that only approved materials are purchased with the card for the utility and consumption of the United States government and provide effective material accountability transfer. 

PRIVATE 
3.2  INITIATE MATERIAL RECEIPT PROCESStc  \l 2 “3.2  INITIATE MATERIAL RECEIPT PROCESS”:  Material receipt is initiated when: (1) the cardholder leaves NAVSEA Headquarters for material pick-up or (2) the cardholder completes a “Will Call Form” duplicated from Appendix E.

PRIVATE 
3.3  SELECT/CERTIFY MATERIAL AT VENDOR PLACE OF BUSINESS (POB)tc  \l 2 “3.3  SELECT/CERTIFY MATERIAL AT VENDOR PLACE OF BUSINESS (POB)”: The vendor may have assembled the material for pick-up.  Material must be checked to confirm the order is complete and checked for quality.  If there is a question as to the quality or identification of any item inventoried, contact the end-user.  Although card purchases qualify for consumer protection provisions, do not purchase any item of questionable quality.

PRIVATE 
3.3.1  REVIEW DOCUMENTATION AND ITEMIZATIONtc  \l 2 “3.3.1  REVIEW DOCUMENTATION AND ITEMIZATION”:  Review vendor documentation assuring that no unauthorized charges are reflected such as sales tax, purchase card use surcharge, etc.  All materials purchased must be itemized on either the purchase card charge form or a cash register receipt.

PRIVATE 
3.3.2  SCAN CARD, SIGN AND RECEIVE CHARGE FORMtc  \l 2 “3.3.2  SCAN CARD, SIGN AND RECEIVE CHARGE FORM”:  Provide the vendor with your card to scan for electronic verification and printing the card charge form.  Review the charge form to assure that the total price is as quoted or less if a discount is provided.  Discounts must be identified on the form.  Sign the purchase card form on the cardholder line and receive the cardholder or customer copy.  RETRIEVE YOUR PURCHASE CARD IMMEDIATELY AFTER SIGNING THE CHARGE FORM.  Encourage vendors to verify signature with the back of the Purchase card.  

PRIVATE 
3.3.3  MATERIAL ACCOUNTABILITY TRANSFERtc  \l 2 “3.3.3  MATERIAL ACCOUNTABILITY TRANSFER”:  When the cardholder returns from the vendor with the material, it is taken to the end-user, who will certify the material receipt by comparing the purchase card receipt and/or cash register receipt to the quantity and actual material requisitioned.   If there are no discrepancies, the end-user will print his/her name, sign and date the back side of the purchase card receipt and return to cardholder.  This process verifies material transfer from the cardholder to the end-user. The cardholder cannot alone certify material receipt.  If the cardholder is also the end-user another person must certify material receipt to assure separation of function.

PRIVATE 
3.4  END-USER OR EXPEDITER PICK-UPtc  \l 2 “3.4  END-USER OR EXPEDITER PICK-UP”:  The end-user or expediter will receive from the cardholder a completed “WILL CALL PICK UP FORM” (see Appendix E).  The actual purchase card will not be provided to the expediter.  The form provides the end-user or expediter with the necessary information and a checklist to properly receive material from the vendor.  The form identifies the bearer as authorized to receive the material.

PRIVATE 
3.4.1  MATERIAL PICK-UPtc  \l 2 “3.4.1  MATERIAL PICK-UP AND QUALIFY TRANSACTION PARAMETERS”:  The vendor may have assembled the material for pick-up.  The end-user or expediter will inventory the material and review documentation assuring that all the material is reflected.  Then the documentation will be reviewed against the purchase card pickup form to assure only authorized charges are reflected.  The end-user or expediter will sign the front of the purchase card charge form, NOT ON THE CARDHOLDER LINE, to certify receipt of the material from the vendor.  ONLY THE CARDHOLDER CAN SIGN ON THE “CARDHOLDER SIGNATURE” LINE.

PRIVATE 
3.4.2  CERTIFY RECEIPT AND VALIDATE DOCUMENTATIONtc  \l 2 “3.4.2  CERTIFY RECEIPT AND VALIDATE DOCUMENTATION”:  The end-user or expediter must arrange for the cardholder to certify the material receipt BEFORE THE MATERIAL IS USED.  The end-user will print his/her name, sign and date the back of the receipt.  The cardholder will retain the receipt for reconciliation processing.

PRIVATE 


PRIVATE 
3.5. RECEIPT OF MATERIAL SHIPPED BY VENDORtc  \l 2 “3.5  RECEIPT OF MATERIAL SHIPPED BY VENDOR”:  The end-user, upon  material receipt, will inventory the material to assure that the shipment is complete and correct.  The end-user will certify the receipt by printing his/her name and signing the back of the documentation listing the material.  The end-user will then forward the receipt documentation to the cardholder.  The documentation will be reviewed by the cardholder for authorized charges and correct total price.  The cardholder cannot alone certify material receipt.  If the cardholder is also the end-user a third person must certify material receipt to assure separation of function.  If the material is determined to be damaged, the cardholder will contact the vendor to arrange for material return and replacement.  Receipt shall be documented with a signature and date on block 21 of the NAVSEA 10460/4 form or on block 37 of the DD Form 1556.  When receipt is noted on the DD 1556 the receipt signature will be preceded by: “Received” or: “RCVD”.  If receipt signature is provided on the vendor invoice blocks 21 or 37 of the two forms above shall be noted: “See Attached” and the vendor receipt shall be marked: “Received” followed by the receiver signature and date.  

3.5.1   MATERIAL RECEIPT OF HIGHLY PILFERABLE ITEM:  Pilferable items are those that are portable, can be easily converted to personal use, are critical to the activity’s business mission, and are hard to repair or replace.  A comprehensive list is included in Appendix D.  Each employee is charged with the responsibility for the care, use and safeguarding of property issued to them.  

Cardholders must notify SEA 102 Shipping and Receiving of processed orders of all items.  Delay of delivery may occur with out this notification.  All purchase card PR forms for deliverables must be forwarded to Shipping and Receiving located in Building 197/1W1312.  Forms may be faxed to 202-786-4529.  Shipping personnel may be contacted at 202-781-3201.  

Upon delivery of pilferable assets the receiver at the end user’s/cardholder’s location shall ensure that the condition and/or amount of pilferable items delivered is acceptable before signing for receipt.  If the delivered items are not acceptable they shall be returned to Shipping and Receiving.  The cardholder will notify SEA 102 of the decision to refuse the delivery.

Upon receipt of pilferable items the cardholder will notify SEA 102 of the end user’s name in order for it to be documented in the Defense Property Accounting System (DPAS).

PRIVATE 
3.6  CARDHOLDER MAINTAINS BANKCARD FILE:  Upon receipt of end-user notification the material has been received, the cardholder will mark their purchase card log to indicate so.  The cardholder will review all documentation associated with the purchase card purchase and receipt and write the card purchase request number on each document.  This notation provides an audit trail and makes timely reconciliation easier.  The cardholder will attach the merchant’s shipping document to the marked purchase request provided by the end-user and file them in the cardholder’s purchase card file folder.  

PRIVATE 
4.0 PURCHASE CARD RECONCILIATION PROCEDUREStc “4.0 BANKCARD RECONCILIATION PROCEDURES”
PRIVATE 
4.1  GENERALtc  \l 2 “4.1  GENERAL”:  On or about the 22nd of each month, the  Cardholder Statement of Account (SOA) reflecting Purchase card charges through the 21st of each month will be available via Citidirect. The Cardholder SOA MUST be reconciled and reach the APC within 5 working days after receipt.  If the cardholder is unable to reconcile the account within the required 5 days, the cardholder’s CO must reconcile the account themselves.  The following steps identify the reconciliation process:
PRIVATE 
4.2  VALIDATE MATERIAL RECEIPTS STATUS IN THE CARDHOLDERS BANKCARD LOGtc  \l 2 “4.2  VALIDATE MATERIAL RECEIPTS STATUS IN THE CARDHOLDERS BANKCARD LOG”:  The purchase card billing cycle closes on or about the 21st of each month and material shipped late in the billing cycle may be in transit upon receipt of the Cardholder SOA.  It is recommended that the cardholder review their Purchase card Log at COB weekly to identify potential material receipt problems.  These reviews will facilitate resolution of billing and material receipt conflicts.

PRIVATE 
4.3  RECONCILE STATEMENT OF ACCOUNT TO REQUISITION FILEtc  \l 2 “4.3  RECONCILE STATEMENT OF ACCOUNT TO REQUISITION FILE”:  Upon receipt (on or about the 22nd via Citidirect) of the monthly Cardholder SOA, the cardholder will reconcile those items “qualified for billing” in their Purchase card log to the Cardholder SOA.  Each line item on the Cardholder SOA should have a related  requisition record(s) reflecting receipt of material to be qualified for billing.  The cardholder will review items not billed on their cardholder log to ensure that items purchased are billed.  

PRIVATE 
4.3.1  MATERIAL RECEIPT STATUS AND RECONCILIATIONtc  \l 2 “4.3.1  MATERIAL RECEIPT STATUS AND RECONCILIATION”:  Determine status of material receipt for the current cycle and that material not received on last billing cycle has been received by reviewing material receipts in suspense. 

The following is a list of circumstances and actions needed in these circumstances:

PRIVATE 
4.3.1.1  MATERIAL NOT RECEIVED AND NOT ON CURRENT CARDHOLDER STATEMENT OF ACCOUNT 4.3.1.1tc  \l 2 “4.3.1.1  MATERIAL NOT RECEIVED AND NOT ON CURRENT CARDHOLDER STATEMENT OF ACCOUNT”:  If the material is not received within 30 days or as negotiated with the vendor and is not on the current Cardholder SOA, contact the vendor and verify immediate shipment or cancel Purchase card buy.

PRIVATE 
4.3.1.2  MATERIAL NOT RECEIVED AND ON THE CURRENT STATEMENT OF ACCOUNTtc  \l 2 “4.3.1.2  MATERIAL NOT RECEIVED AND ON THE CURRENT STATEMENT OF ACCOUNT”:  Contact vendor to determine if material has been shipped.  If SHIPPED, advise vendor that you require an arrival status, advising that you will initiate a CHARGEBACK if material is not received upon completion of reconciliation process (approximately 3 days).  If material is NOT SHIPPED, advise vendor that VISA operating procedures provide that “billing will not occur until material has been shipped.” 

PRIVATE 
4.3.1.3  MATERIAL RECEIVED AND ON CURRENT STATEMENT OF ACCOUNTtc  \l 2 “4.3.1.3  MATERIAL RECEIVED AND ON CURRENT STATEMENT OF ACCOUNT”:  Attach all related documentation with Cardholder SOA for payment.

PRIVATE 
4.3.1.4  MATERIAL RECEIVED BUT NOT ON CURRENT STATEMENT OF ACCOUNTtc  \l 2 “4.3.1.4  MATERIAL RECEIVED BUT NOT ON CURRENT STATEMENT OF ACCOUNT”:  When material is received but not billed (after 30 days) the cardholder will contact the vendor to determine the cause for the delay in billing.

PRIVATE 
4.4  VERIFY APPROPRIATE ACCOUNT CREDITINGtc  \l 2 “4.4  VERIFY APPROPRIATE ACCOUNT CREDITING”:  A discrepancy in vendor billing will be determined at one of two occasions, (1) with shipping documentation upon receipt of the material ordered or (2) during reconciliation of the Cardholder SOA for the previous billing cycle.  Before a Government Cardholder Dispute Form (Dispute Form) can be submitted, the cardholder MUST attempt to contact the vendor.  For each situation above, proper credit processing should be reflected as follows on the related SOA:

DISCREPANCY DISCOVERED UPON RECEIPT OF MATERIAL: If the vendor is in agreement, the vendor will initiate a CREDIT that should be reflected on THIS Cardholder SOA along with the initial charge.  If the vendor disagrees with the cardholder, dispute procedures must be followed using the dispute form found at http://www.navsup.navy.mil/main/purchase-card/cb003.doc.

DISCREPANCY DISCOVERED UPON RECONCILIATION OF STATEMENT OF ACCOUNT:  If vendor is in agreement, the vendor will initiate a CREDIT that will be reflected on the NEXT SOA received which will be for the current billing cycle.  Process a dispute form..  The following is a list of circumstances and actions needed in these circumstances:

PRIVATE 
4.4.1  VENDOR CREDIT REFLECTED - NO ADJUSTMENT TAKEN PREVIOUSLYtc  \l 2 “4.4.1  VENDOR CREDIT REFLECTED - NO ADJUSTMENT TAKEN PREVIOUSLY”: This condition requires no follow-up action.  If the vendor provided a credit voucher, forward it with the reconciliation package.

PRIVATE 
4.4.2  VENDOR CREDIT NOT REFLECTED ON THE STATEMENT OF ACCOUNTtc  \l 2 “4.4.2  VENDOR CREDIT NOT REFLECTED ON THE STATEMENT OF ACCOUNT”: Contact the vendor to determine if CREDIT will be processed.  Advise the vendor that a dispute form  will be processed and that a CREDIT must be processed to preclude DISPUTE/CHARGEBACK processing by the bank.

PRIVATE 
4.5  IDENTIFY ANY UNAUTHORIZED CHARGEStc  \l 2 “4.5  IDENTIFY ANY UNAUTHORIZED CHARGES”:  Determine if charges on Cardholders SOA are authorized by matching procurements/receipts to statement line items.  MAKE SURE BY REVIEW OF RETAINED RECONCILIATION PACKAGE COPIES THAT THE CHARGE IS NOT RELATED TO A PREVIOUS BILLING CYCLE.  Complete a cardholder Dispute Form  for line items in dispute.  If the vendor is recognized and contacted to process a credit, forward a completed cardholder dispute form with reconciliation package, retain a copy to verify credit on next Cardholder SOA.  Annotate the Cardholder SOA as an “UNAUTHORIZED CHARGE”.

PRIVATE 
4.6  DISCREPANCY REPORTINGtc  \l 2 “4.6  DISCREPANCY REPORTING”:  If other discrepancies exist, contact the vendor, initiate correction and make the appropriate annotation on the discrepant transaction line of the cardholder SOA.  After annotating the discrepancy on the cardholder SOA, complete a cardholder SQI, (see Appendix E for an example), send the signed original to the APC with the reconciliation package with any other available supporting documentation (i.e., shipping documentation, refund voucher, credit voucher, etc.).  File a copy of the dispute form in your Purchase card file to identify discrepancy resolution on the next month’s cardholder SOA.

PRIVATE 
4.7  ASSEMBLE RECONCILIATION PACKAGEtc  \l 2 “4.7  ASSEMBLE RECONCILIATION PACKAGE”:  Compile all documentation relative to Purchase card transactions reflected on the Cardholder SOA, forward copy to the CO.  The Reconciliation Package consists of the following:

a. File retention notice (Appendix I)

b. Approving official reconciliation package check list (Appendix H)

c. Cardholder statement printed from Citidirect with BC #s for each transaction noted
d. Purchase card log
e. Documentation for each purchase (purchase card PR form, vendor flimsy)

PRIVATE 
4.8  CERTIFYING OFFICER REVIEW AND SIGNtc  \l 2 “4.8  APPROVING OFFICIAL REVIEW AND SIGN”:  The cardholder will forward the Reconciliation Package to their CO for final review, certification and signature within 5 business days after the electronic statement changes from Interim to New status in Citidirect.  Signature lines for both the CO and cardholder are on the front bottom of the Cardholder SOA.  The CO will review the monthly Purchase card statement to determine  accuracy and completeness in accordance with small purchase and Purchase card procedures.  The CO will complete and sign the Reconciliation Package Review Checklist (Appendix  H) for each reconciliation package.  

TIMELY RECEIPT OF STATEMENTS - Should the CO not receive all the statements, it will be the CO’s responsibility to contact the cardholder and obtain the statement.  The CO must certify the statement for payment within 5 business days of receipt by the cardholder but in no instance later than 10 business days after the electronic statement changes from Interim to New status in Citidirect.  In the event the CO is absent, another CO may reconcile a cardholder’s package.

PRIVATE 
4.9  FORWARD RECONCILIATION PACKAGE TO THE APCtc  \l 2 “4.9  FORWARD RECONCILIATION PACKAGE TO THE APC”:  The CO will forward the Reconciliation Package (one copy) to the APC within five days of electronic availability of the invoice in Citidirect. The package will be audited for accuracy and propriety of purchase.  The audit will assure that purchases are authorized and made in accordance with Federal, Agency and local regulations and procedures.  The APC will contact the CO of the cardholder for additional information on questionable items.  The APC will determine if the item must be returned for credit or if the item was an authorized purchase.  The APC will contact the CO with the action to be taken and will assist the cardholder to resolve disputed purchases within 60 days.

PRIVATE 
4.10  PURCHASE CARD FILE MAINTENANCEtc “4.10  BANKCARD FILE MAINTENANCE”:  Cardholders are required to maintain COPIES of all Purchase card transactions until discrepancies are resolved.  The cardholder will retain a copy of the monthly reconciliation package.  When the Cardholder SOA is completely reconciled, the copy of the monthly reconciliation package will be maintained by the CO for three years or until final close-out; whichever date is greater.  All reconciliation packages will have the Reconciliation Package Retention Cover Sheet (Appendix I) attached as a cover sheet in order to show when the package may be destroyed.

PRIVATE 
5.0  PURCHASE CARD INVOICE CERTIFICATION PROCEDURES

5.1 It is the policy of the Department of Defense to certify invoices for payment in a timely manner even if the certifying officer has not received a reconciliation package from the cardholder.  Invoices shall be certified within 5 business days of invoice receipt (electronic or physical whichever is shorter) and in all cases within 15 business days of the end of the billing period.  The only exception to this policy is in the case of payment for fraudulent transactions in which invoices may be short paid in the amount of the fraudulent transaction. 

5.2 The invoice shall be certified using the Citidirect process unless technical or funding problems prevent doing so.  The Citidirect process is described in the Desk Guides available at the DON eBusiness Operations Office website www.don-ebusiness.navsup.navy.mil.

5.3 When submitting a statement for payment manually the prompt pay package shall consist of the prompt pay certification form, the purchase card invoice and the certification statement.  The certification form is to be completed in accordance with the procedures provided by SEA 103.  The invoice is to be stamped with the date of receipt for prompt pay interest calculations.  The certification statement is attached as Appendix E.

PRIVATE 
6.0  RETURNS, REFUNDS AND CREDITStc “5.0  RETURNS, REFUNDS AND CREDITS”
PRIVATE 
6.1 GENERALtc  \l 2 “5.1  GENERAL”:  Government Purchase card purchases are eligible for provisions of the Consumer Protection Act.  Also, there are elements of the Purchase card Operation Procedures that enforce the act and protect the cardholder from utility surcharges. 

PRIVATE 
6.2  MERCHANDISE RETURN CREDIT FROM LOCAL VENDOR - CURRENT CYCLEtc  \l 2 “5.2  MERCHANDISE RETURN CREDIT FROM LOCAL VENDOR - CURRENT CYCLE”:  If, after purchase during the current billing cycle, the cardholder or end-user determines that the item is to be returned, the cardholder MUST receive refund documentation from the vendor.  The refund must be in the form of a Credit Voucher;  AT NO TIME IS THE CARDHOLDER TO ACCEPT A CASH REFUND FOR A PURCHASE CARD PURCHASE. 

NOTE:  If the vendor will not accept the return and/or provide a Credit Voucher instead of a cash refund, retain the merchandise and contact the APC immediately.  

CREDIT REFLECTED - If upon review of the Cardholder SOA it is determined that the credit is reflected, then forward the Credit Voucher and related Charge Number Credit Form.

CREDIT NOT REFLECTED - If upon review of the Cardholder SOA it is determined that the credit is not reflected, complete a Cardholder SQI, attach to the respective Credit Voucher and Charge Number Credit Form and forward with the reconciliation package.

PRIVATE 
6.3  CREDIT FROM REMOTE VENDORtc  \l 2 “5.3  CREDIT FROM REMOTE VENDOR”:  If the cardholder determines upon receipt of material from a remote vendor that an inappropriate or unauthorized charge was applied, the cardholder must contact the vendor for resolution.  The vendor should apply a credit for the amount questioned or refund the total purchase amount and re‑bill for the correct amount, this will be reflected accordingly on the Cardholder SOA.  Fill out a Cardholder SQI and file in the Purchase card File Folder until the monthly Statement of Account is received.

If the credit is reflected on the Cardholder SOA, write an “OK” on the related line and in large letters “OK” on the retained SQI and forward with monthly reconciliation package to explain credited amounts on statement. 

If credit is not reflected on the Cardholder SOA, complete and sign a Cardholder SQI, attach the credit voucher and forward with the reconciliation package.

7.0  CONVENIENCE CHECKS

7.1  Definitions

a. Convenience Checks.  An alternative to cash, third party drafts and U.S. Treasury checks to be used in instances where the use of the purchase card is impracticable.

b. Convenience Check Cashier.  The person authorized to sign and issue convenience checks on behalf of the command/activity.

c. Convenience Check Custodian.  The person authorized to order, receive, store, issue, inventory, reconcile and dispose of convenience check stock.

7.2  Policy
a. Convenience Check Use
(1) Convenience checks may only be used after the command/activity has made every attempt to use the purchase card.

(2) The maximum amount convenience checks may be used for is $2,500 ($10,000 overseas in support of contingencies declared by the Secretary of Defense).

(3) Activities may only appoint ONE convenience check cashier to sign and issue checks for the command.  If the check cashier is also a purchase cardholder the two accounts must be maintained separately.

(4) Activities fielding convenience check accounts must provide convenience check cashiers with a safe or locking cabinet for storage of the checks.

(5) Convenience checks may be mailed so long as internal controls are in place to avoid duplicate payments.

(6) Activities shall establish internal controls to include approval at least one level above the cashier.

(7) An officer or DOD civilian who is independent of the office maintaining the account must audit convenience check accounts annually on an unannounced basis.

b. Financial consideration for use with the convenience checks.
(1) Activities are responsible for all cost associated with the convenience check program.  Activities must pay 1.25 percent of the check amount for each convenience check issued.

(2) Convenience check accounts shall be bulk funded.

8.0  DISCIPLINARY MEASURES

8.1 NAVSEA NOTICE 12000 outlines the policy for NAVSEA regarding the proper use of authorized Government charge card accounts, and the consequences for noncompliance with card program policies including misuse, abuse and/or fraudulent use of cards.  This section paraphrases NAVSEA NOTICE 12000 and does not supercede NAVSEA NOTICE 12000 or revisions.

8.2 It is the responsibility of all personnel involved in the use of the purchase card to demonstrate the highest ethical standards and personal accountability in executing their assigned duties.

8.3 This policy applies to all military personnel and civilian employees within NAVSEA Headquarters (HQ) and affiliated Program Executive Offices (PEOs).

8.4  Government charge cards are to be used only for authorized Government purposes.  The cards and accounts are not to be used under any circumstances for personal purposes.

8.5 NAVSEA military personnel and civilian employees must exercise the privilege of using Government charge cards entrusted to their card with integrity, responsibility and in a manner consistent with the card’s intended purpose.

8.6 Improper use of the Government charge cards is a violation of the Standards of Conduct.  Misconduct stemming from any substantiated misuse of the Government charge cards and any unexcused failure to pay charges incurred in a timely manner will not be tolerated.  All NAVSEA personnel will be held accountable for their conduct regarding the use of such cards.  

8.7 All military and civilian managers shall be held accountable for their leadership in preventing, responding to, and correcting any such misconduct with respect to improper use of Government charge cards.

8.8 NAVSEA Headquarters and PEOs shall:

Establish and exercise appropriate management controls and procedures to ensure that the use of charge cards throughout the Command is consistent with the official business of the Government and applicable standards of conduct.

Inform all military and civilian personnel of their responsibilities with respect to proper use of the Government charge cards.

In all instances where misuse, abuse or fraudulent use of any Government charge card is substantiated, the matter will be referred to:

(1) The individual’s chain of command for appropriate corrective action, including financial remedies and/or disciplinary action.  This may include documentation in the individual’s personnel records.  OCPMINST 12752.1, Schedule of Offenses and Recommended Remedies, Appendix B outlines the schedule of offenses and recommended remedies for disciplinary actions involving civilian employees and includes remedies up to and including removal from the Federal service.  The Uniform Code of Military Justice, 10 U.S.C. 801 governs disciplinary actions involving military personnel.  In substantiated cases, the NAVSEA organization will maintain a record of the case and the resulting corrective and personnel actions taken.  The NAVSEA Inspector General (SEA OON) will periodically review these cases as part of its ongoing special item review of Government credit card use.  The NAVSEA Contracts Directorate (SEA 02) will similarly review such data on the Purchase Card.

(2) The Headquarters/PEO security office for review of the involved employee’s access to classified information.  In addition, the Headquarters/PEO security office will forward notification of substantiated cases to the Department of the Navy Central Adjudication Facility (DONCAF) for review of the employee’s security clearances to determine whether or not the clearance should be revoked.  Revocation of a civilian employee’s security clearance may result in adverse action, up to and including removal from Federal service.  

APPENDIX A 

DETERMINATION OF FAIR AND REASONABLE PRICE 

Purchase card holders shall purchase supplies and services from responsible sources at fair and reasonable prices.  The primary objective behind determining a fair and reasonable price is to obtain the highest possible Fleet readiness with available funds.  This section is intended to expose you to the various factors which affect a price and to show how those factors also affect price reasonableness.

There are two primary methods for determining price reasonableness, with the emphasis being placed on what the buyer needs to know to achieve price reasonableness.

1.
Use of internal information or published price lists

2.
Competition

The reason so much emphasis is placed on determining a fair and reasonable price is to save money.

There are five rules of thumb to remember when purchasing materials or services in order to determine price reasonableness.  They are:

Right quality

Right quantity

Right price

Right source

Right time

Only after these five Rs have been met can the price be reviewed for reasonableness.

Quality is determined by the reconciliation of two inseparable considerations:  (1) technical considerations of suitability, and (2) economic considerations of cost and availability.  As a cardholder, you can help ensure the quality of items purchased by exercising your knowledge of the materials (know what you are buying), by keeping current with the conditions in the markets and economic trends, and by fully utilizing your knowledge of reliable sources of supply.  During the course of doing business with suppliers, there are many instances when the suppliers propose alternatives to the item you are purchasing that will perform the same function at a lower price.  

The second of the five Rs is quantity.  Purchasing the right quantity is as important as obtaining the right quality, and will also have an effect on the price.  The cardholder has the responsibility to review the quantity of material required.  Requisitioners sometimes submit requirements far in excess of their needs so as to stockpile for the future.  This practice can be costly.  An industry study showed that it may cost 30 to 35 percent of the value of an inventory to carry spares in stock.  Larger inventories tend to increase losses because of obsolescence and deterioration.  The Purchase card Program is not intended to circumvent the Supply System and will not be used to replenish stock or spares.

Professional buyers interpret the right price to mean a price that is fair and reasonable to both the buyer and the seller.  What constitutes a fair and reasonable price varies from buy to buy and is dependent upon the factors influencing the five Rs.

The right sources are the sources arrived at after complying with the requirement of FAR Part 8.  The priority of sources in descending order is as follows:  1) Agency inventory,  2) Excess from other agencies,  3) Federal Prison Industries,  4) Committee for Purchase from the Blind and Other Severely Handicapped,  5) Wholesale supply sources such as GSA and DLA stock programs,  6) Mandatory Federal Supply, Schedules,  7) Optional use Federal Supply Schedules,  8) Commercial sources.

The right time for delivery is the time that meets your requirements.  It is wasteful to pay extra for expedited delivery when normal delivery methods will suffice.  Conversely there are no savings when the items required are delivered late creating a work slowdown or stoppage.  The cardholder should understand the end-user’s time requirements before placing an order.

When you are satisfied that the conditions of the five R’s will be met, the next step is to determine a fair and reasonable price.  There are two methods you can use to do this.  You can use (1) published price lists (or other prices established under market conditions) or (2) competitive bidding.

PUBLISHED PRICE LISTS

Published price lists are often made available by suppliers; however, the arbitrary use of them can cause problems.  When using price lists, you must be aware that the prices listed are generally asking prices and may not be selling prices.  Also it is your responsibility to ensure that the price list or catalog you are using is current and available to the general public.  Recommendations from the end-user, your knowledge of the material being purchased, and information from previous purchases can be used to determine the right price. The requirement that contracting officers solicit a reasonable number of quotations from qualified sources under small‑purchase procedures of FAR does not prohibit contracting officers from comparing prices obtained from an earlier contract with new quotations and from awarding the contract without soliciting additional quotations if the contracting officer believes one of the prices obtained is reasonable and the lowest price available.  When comparing prices with previous purchases, the buyer must ensure that the quantities and circumstances of the purchase are similar.  If the circumstances surrounding each procurement are not known, the two contracts cannot be compared for the purposes of determining a fair and reasonable price.

To reduce administrative costs, small purchases valued at less than $2,500 may be awarded without soliciting formal bids.  Internal information available to the buyer includes, but is not limited to, personal knowledge of the item, market conditions, price estimates provided by the Technical Division, commercial catalogs and published price lists, and past procurement records for the same or similar item.

COMPETITION

When the buyer is not able to determine prices to be fair and reasonable using internal information or published price lists they may use competitive quotations to do so.  FAR 13.106(a)(1) “Competition and price reasonableness” states: “Purchases not exceeding this limit ($2,500) may be made without securing competitive quotations if the contracting officer considers the price to be reasonable.”  If the buyer suspects that the price may not be reasonable or there is no comparable pricing information readily available, quotations may be requested to verify price reasonableness.  FAR 13.106 outlines procedures for obtaining quotations.

APPENDIX B

PROHIBITED ITEMS

(CAN NOT BUY)

The card may not be used for the following:

Advance payments (except for subscriptions)

Advertising

Any item requiring a separate customs charge

Asbestos/asbestos containing materials

Cash advances (not permitted under any circumstances)

Christmas & seasonal decorations

Classified material

Coffee, coffee pots, etc.

Construction

Fireworks and explosives

Foreign military sales (FMS) funded items

Gasoline or oil for vehicles or gas cylinder rental/deposit

Give-away items (tee shirts, paperweights, etc.)

Incentive music and equipment

Items containing precious metals (such as gold or silver)

Luggage

Meals, drinks, lodging

Microwave ovens

MIL SPEC/FED SPEC items that require a technical inspection for acceptance

Personal services

Rental or lease of land or buildings

Rental or lease of motor vehicles (whether or not on official travel)

Rental or lease over 30 days in duration 

Repair of GSA leased vehicles

Third party payments such as “PayPal”

Telecommunications (telephone) services or telephone calls

Travel expenses for transportation, lodging or meals

NOTE:  This list is not all inclusive of prohibited items.  If any questions on specific items, contact the APC for clarification.  

APPENDIX C

ITEMS REQUIRING SPECIAL APPROVALS BEFORE PURCHASING

CONTACT

ITEM





 CODE
ADP Consumables




 Directorate IRM manager

Audio‑Visual Equipment



SEA 102

(cameras, projectors and

consumables).

Bottle-type water coolers/dispensers

SEA 102 

Civil Engineering Support

 

SEA 102

Material Handling Equip‑

ment and Material Equipment.

Clothing  or Footgear



SEA 00T Safety Officer

Coins or Medallions.


SES or Flag approval.  See addendum to this appendix
Conference Room Rental



Naval District Washington/GSA 








Contact SEA 102

Copier Paper





SEA 102

Copy Equipment (Xerox

  
 
SEA 102

Machines, Telecopiers,

etc.)

Filing Equipment



  
 SEA 102

Film Processing




 Directorate Administrative 








 Officer

Furniture





SEA 102

Hazardous Materials 



SEA 04RS Safety Officer (see Appendix F)



















       CONTACT

ITEM





CODE
Library and Information


  
 Directorate Administrative 

Services ‑ Periodicals,



 Officer

Books and Subscriptions

(including renewal 

requests).

Lock and Key Services



SEA 102

Office Equipment



  
SEA 102

(Typewriters, Calculators,

etc.)

Plaques (NAVSEA Medallion only)

SEA 101 (Andria Post 202-781-1010)

Publications, Reviews, Reports


Directorate Administrative Officer

Manuals & Specifications 





Safety Equipment




SEA 04RS Safety Officer
Video Equipment, Cameras,



SEA102

Video Monitors, Video

Recorders, Players and

Consumables.

SPECIAL APPROVAL FOR COINS OR MEDALLIONS

Coins or medallions are high visibility items that must be carefully purchased and controlled.  Coins and medallions may only be purchased and distributed in accordance with the Government Employees Incentives Awards Act.  Coins and medallions shall not be distributed without the concurrent award of written award.  The complete record of the person receiving the coin/medallion, reason for the award and date of award shall be kept for three years after the award. The following justification must be completed, signed by an SES or flag officer and concurred with by SEA 02 and SEA 01 before coins are purchased.  





SAMPLE JUSTIFICATION











5000











Ser 00/

From:  (SES or flag officer), Naval Sea Systems Command

To:    Distribution

Subj:  COINS/MEDALLIONS AS RECOGNITION

Ref:   (a) Comptroller General, B-257488 dtd 6 Nov 95

(b) NAVSEA Joint Memorandum Ser 01P1/014 dtd 26 Jul 02 and Ser 02/107  dtd 30 Jul 02

1.  Per references (a) and (b), the following is established with regards to purchase and issuance of coins and medallions.

2.  The Government Employees Incentives Awards Act (Act), 5 U.S.C. §§ 4501-4506 authorizes the presentation of coins for honorary recognition, 5 U.S.C. § 4503.  To ensure both the spirit and regulatory requirements of the program are met, the following procedures are established:


A. Procurement:  coins/medallions will be procured at the SES or flag officer’S request in sufficient quantities to meet requirements.


B. Accountability:  The (name person or office accountable for control of coins/medallions) will ensure that documentation for all coins issued and the honor recognized is maintained for three years.

3.  Point of contact is (name and title, (phone #)


(signed by SES or flag officer

APPENDIX D

GLOSSARY OF TERMS

EXPEDITER:  An individual assigned by a directorate to pick up purchases for that directorate.

NATIONAL ITEM IDENTIFICATION NUMBER (NIIN):  A nine digit number assigned to a specific item of material for purposes of identification. 

NATIONAL STOCK NUMBER (NSN):  A 13 digit stock number assigned by the Defense Logistics Services Center to identify an item of material in the Supply Distribution System.  It consists of a 4 digit Federal Supply Class (FSC) and a 9 digit National Item Identification Number (NIIN). 

PLANT OR MINOR PROPERTY (PMP)  Plant or minor property consists of the following categories of items:

Plant Property Class III - All Navy owned personal property of a capital nature having an estimated or actual initial acquisition cost equal to or greater than $50,000 with an expected normal useful life of two years or greater; remains useful within design specifications and is not consumed as a result of the work being performed nor does it become an integral part of a Plant Property Class 2 item; and is not part of an inventory account supply system.

Plant Property Class IV - Industrial plant equipment that has a useful life of two years or more and an acquisition cost equal to or greater than $50,000.  It includes metal working equipment generally used for the purposes of cutting, abrading, grinding, shaping, forming, joining, etc.

Minor Property - Property items including furniture, fixtures, office and industrial equipment (classified or sensitive):

a.
Costing less than $50,000 with a minimum cost of $300

b.
Cost equal to or greater than $50,000 with a useful life of less than two years

c.
All equipment (classified or sensitive) costing less than $50,000

d.
All pilferable equipment costing $100 to less than $50,000

Pilferable Equipment  Includes desktop calculators/adding machines (>$100), typewriters, cameras and photographic equipment, binoculars, communication devices, television sets, audio-visual equipment, recording equipment, laptop computers, notebook computers, notebook batteries, computer printers and modems, computer software, hand held/lapel microphones, label makers, laminators, 2 way radios, remote controls, removable hard or zip drives, scanners, shredders, slide and video projectors, video cameras,  etc.

PRECIOUS METALS:  Gold, silver, and the platinum group which includes ruthenium, platinum, iridium, rhodium and osmium. 

SERVICES:  Services calling directly for a contractor’s time and effort rather than a tangible end product. 

SHELF‑LIFE ITEM:  An item possessing deteriorative or unstable characteristics to the degree that a storage time period must be assigned to ensure that it will perform satisfactorily in service.  There are two types of shelf‑life: 

a.
Type I.  An item having a definite (non‑extendible) storage time period terminated by an expiration date which was established by experimental and technical test data. 

b.
Type II.  An item with an assigned storage time period which may be extended after the completion of prescribed inspection or restorative action. 

STANDARD STOCK:  Those items of equipment and material that are identified by a National Stock Number (NSN) and/or under the control of a system command office, or inventory control point, and are normally stocked and available through the Federal Supply System. 

STATEMENT OF ACCOUNT:  The monthly statement mailed each month to individual cardholders.  This statement must be reconciled and forwarded to the cardholder’s CO within 5 business days of receipt.

GOVERNMEN CARDHOLDER DISPUTE FORM:  A form used by the cardholders to notify the bank of an item that is in a dispute resolution.  

APPENDIX E

PURCHASE CARD CERTIFICATION STATEMENTS

I certify on ________________that, except as may be noted herein or on supporting documents, the purchases and amounts shown documented on this statement:

a. Are correct and were required to fulfill immediate mission requirements of my organization;

b. Do not exceed spending limits approved by the Resource Manager;

c. Are not for my personal use or the personal use of the receiving individual;

d. Are not items that have been specifically prohibited by my organization or by statute (e.g., real estate, transportation and travel);

e. Are not part of a system or larger purchase exceeding $100,000.00 in value;

f. Have not been split into smaller segments to stay under the micro purchase limit ($2500.00).

In making this certification, I understand that the cardholder has not notified me of any duplicate payments, and/or any fraudulent or improper charges to their account.  The cardholder will be responsible for repaying my organization, up to the amounts permitted by regulation, for any purchases that do not meet the above requirements as determined by a later audit and/or reconciliation.  I also understand that the disbursing officer will charge for any late interest payment penalties in accordance with the Prompt Pay Act.

__________________________________    ______________________

Signature                         


Date

APPENDIX F

HAZARDOUS MATERIALS

(SPECIAL APPROVAL ITEMS)

Off the shelf items classified as hazardous, include:

Toner cartridges 

Printer cartridges

Any chemicals for use by the Print Shop

Developers 

Batteries

Paint, paint thinner

Glue, adhesives

Lubricants and cleaning supplies including hand soaps, detergents and solvents

Degreasers

Gas

Preservative and sealing compounds

Dye

Laboratory chemicals

Whiteout

APPENDIX G

POINTS OF CONTACT

Agency Program Coordinator 

Thomas L. Prunier

HQ Level V




SEA 021








202-781-3914

Resources and Policy Division 
Frank Radocha








SEA 021








202-781-3950

Agency Program Coordinators

Susan Cassatt
Pam Bufalari

Level III




SEA 021

SEA -021








202-781-1114
202-781-2828

Command Support Services SEA 10

Financial /Travel Support 
Jeanette L. Manning
MaryLou Findish

Services Office


SEA 103


SEA 103

Support Services Division
202-781-3880

202-781-2472

Property, Inventory & Receiving
Nadine Mills


Support Services Division

SEA 102  








202-781-2480

Shipping and Receiving 

Michael Moore








SEA 102








202-781-3201 Voice







202-781-4529 Fax

Agency HAZMAT Official

 Ken Davis
 Alt Brian McCaffery

Safety Director & Occ. Health SEA 04RS

SEA 04RS

Support Services Division
 202-781-2494
202-781-1925

Office of the Inspector

Ed McKinney

General




SEA 00N





         202-781-3341

NAVSEA Hotline


202-781-1744






 800-356-8464

APPENDIX H
RECONCILIATION PACKAGEPRIVATE 
 REVIEW CHECK LIST

Purchase Card Statement dated _________ Cardholder Name  _______________

Last 4 digits of CARDHOLDER account #    ________

Bank statement

___ Serial #  for each purchase.  Scan item descriptions to look for special approval items.  Is front of statement date stamped?

___   Cardholder and Certifying Officer signature on  statement.

Cardholder log complete, look for:

___   Date of award

___ Serial # and vendor name

___   Material description and total price.

___  Required source check documented.

___  Any special approvals required.

___  Material received.

___  Billed Mo/Yr.

___  Any plant or minor property?

Purchase card PR forms complete, look for:

___  One PR form for each purchase on bank statement.

___  Serial #  on PR form.

___  List of items provided on sheet or on attachment.

___  Total Estimated Cost, Signature Approval Official, Date, Total Cost of Order,                     Award Date and Cardholder’s Signature blocks completed.

___  Special Approvals noted  (Especially HAZMAT, ADP, Audio-Video, Furniture).

___  Receipt and Acceptance signed  (never by cardholder).

___  Purchase card flimsy or vendor invoice stapled to back of PR form.

Entire Package:

___  Retention notice on top, followed by this checklist, cardholder statement, cardholder log and PR forms.

I have reviewed all cardholder transactions in this package and:


____   There were no fraudulent charges.


____  There were fraudulent charges.  Copies of affidavits provided to Citidirect are attached.

Reviewed by:  ________________________                            _________________

                          Approving official signature  

Date

Appendix I

NAVAL SEA SYSTEM COMMAND

PURCHASE CARD FILE RETENTION NOTICE

PURCHASE CARD STATEMENT DATED _________ 

CARDHOLDER NAME  _______________

LAST 4 DIGITS OF CARDHOLDER ACCOUNT #    ________
IN ACCORDANCE WITH NAVY REQUIREMENTS RECORDS MUST BE MAINTAINED OF PURCHASE CARD RECONCILIATION PACKAGES AND PROMPT PAY CERTIFICATIONS.  THIS FILE CONTAINS:

_______       A RECONCILIATION PACKAGE AND MUST BE MAINTAINED FOR 3 YEARS

_______      
A PROMPT PAY CERTIFICATION(S) AND MUST BE MAINTAINED FOR 6
 YEARS AND 3 MONTHS

THIS FILE MAY BE DESTROYED ON  ___________________

__________________________________

CARD HOLDER SIGNATURE

__________________________________

APPROVING OFFICIAL SIGNATURE
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