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COMMERCIAL PURCHASE CARD PROGRAM

[image: image8.wmf]SMALL BUSINESS COORDINATION RECORD

REPORT CONTROL SYMBOL

DPP&L(M) 1014

1. CONTROL NO. (Optional)

2. PURCHASE REQUEST NO./

    REQUISITION NO.

DMCTUU-9999-9999

3. TOTAL ESTIMATED VALUE

    (Including options) 

$19,950.00

4. SOLICITATION NO./CONTRACT

    MODIFICATION NO.  

5. BUYER

a. NAME (Last, First, Middle Initial) 

XXXXXXXXXXXXXXXXXXX

b. OFFICE SYMBOL

XXXXX

c. TELEPHONE (Include Area Code) 

(

6. ITEM DESCRIPTION (including quantity)  

6a. FEDERAL SUPPLY CLASS/SERVICE

      (FSC/SVC) CODE

PLEASE PROVIDE A COMPLETE DESCRIPTION OF THE PRODUCT OR SERVICE

REQUIRED, INCLUDING QUANTITIES AND NEED DATE(S).

7. TYPE OF COORDINATION (X one)  

X

a. INITIAL CONTRACT

b. MODIFICATION

c. WITHDRAWAL

8. SMALL BUSINESS SIZE STANDARD  

a. STANDARD INDUSTRY CODE (SIC) 

b. NO. OF

EMPLOYEES

c. DOLLARS 

See block 14.

9. RECOMMENDATION (X as applicable) (If all recommendations are

                   'No', explain in Remarks)

YES

NO

x

a. SECTION 8(A) (X one)  

(1) Competitive

(2) Sole Source 

x

b. SMALL DISADVANTAGED BUSINESS (SDB) SET-ASIDE  

10. ACQUISITION HISTORY (X one)  

x

a. FIRST TIME BUY  

b. PREVIOUS ACQUISITION (X all that apply)  

x

d. SMALL BUSINESS (SB) SET-ASIDE (List Percentage)                            

x

e. EMERGING SMALL BUSINESS SET-ASIDE  

x

f. EVALUATION REFERENCE FOR SDBs 

x

g. SMALL BUSINESS-SMALL PURCHASE (SB-SP) SET-ASIDE  

x

c. HISTORICALLY BLACK COLLEGES AND UNIVERSITIES/MINORITY

   INSTITUTIONS (HBCU/MI) SET-ASIDE (List percentage) 

                                                                                                         

%

%

(1) Section 8(A)

(2) SDB Set-Aside 

(3) HBCU/MI Set-Aside 

(4) SB Set-Aside 

(5) SB-AP Set-Aside 

(6) Other (Specify) 

(7) Two or more responsive SB offers on prior acquisition 

(8) One or more responsive SB offer(s) within 10% of award price of prior acquisition

11. SB PROGRESS 

PAYMENTS

     

 (X one)  

x

b. NO

12. SUBCONTRACTING PLAN

      REQUIRED (X one)  

a. YES

x

b. NO

13. SYNOPSIS REQUIRED (X one)  

a. YES

x

b. NO

(If "NO", cite FAR 5.202 exception)

14. REMARKS  

Please show the results of Market Surveys, listing the names and sizes of businesses.  Also, please provide any justification for

recommending award to a large business and any reasons small business cannot provide the required product/service.

THE FOLLOWING URLS MAY BE USED TO DETERMINE THE REQUIRED SIC CODE FOR BLOCK #8(a) AND TO SEARCH FOR 8(a) AND

SMALL DISADVANTAGED BUSINESSES (SDB):

     FOR SIC CODES:  http://www.sba.gov/regulations/siccodes/

     TO SEARCH FOR 8(a) AND SDB FIRMS:  http://pro-net.sba.gov/pro-net/search.html

15. REVIEWED BY SMALL BUSINESS ADMINISTRATION (SBA)

      REPRESENTATIVE  

a. NAME (Last, First, Middle Initial)  

b. SIGNATURE  

c. DATE SIGNED

    (YYMMDD) 

16. LOCAL USE  

a. YES

17. CONTRACTING OFFICER (X one)  

x

a. CONCURS  

b. REJECTS  

c. RECOMMENDATIONS (Document rejections on reverse side)  

d. NAME (Last, First, Middle Initial)  

e. SIGNATURE  

f. DATE SIGNED

    (YYMMDD)          

CARD MUST BE SIGNED/DATED BY CARDHOLDER/CO

18. SMALL BUSINESS SPECIALIST (X one)   

a. CONCURS  

b. appeals

NOTE: Any change in the acquisition plan this coordination record

          describes will require return for re-evaluation by the SB

          specialist.

c. NAME (Last, First, Middle Initial)  

d. SIGNATURE  

e. DATE SIGNED

    (YYMMDD)          

DD Form 2579, MAY 91


MARCH 2004

[image: image2.png]DEFENSE INFORMATION SYSTEMS AGENCY

701 S, COURTHOUSE ROAD
ARLINGTON, VIRGINIA 22204-7199

DISA-PLD Deskbook
METHODS AND PROCEDURES

DISA Commercial Purchase Card Program Procedures

1. Purposc. This deskbouk establishes and prescribes pracedures for the acquisition of supplies and
services using the government-wide commercial purchase card. These procedures supplement
government-wide commercial purchase card policies and procedures established in the Federal
Acquisition Regulation (FAR), the Delense Federal Acquisition Regulation Supplement (DFARS),
the DISA Acquisition Regulation Supplement (DARS), und the General Services Administration
[GSA) SmartPay contract, The TAR and DFARS can be acecssed at http//farsite.hill at,
Purchase card policy letiers and other documents are available on the DOD Purchase
site at hitp://purchasecard saalt.army.mil/.

2. Applicability. These procedures apply to all DISA organizations/personnel participating in the
DISA commercial purchase card program,

3. Authority. This deskbook establishes procedures pursuant to the authority of FAR Part 13 and
DARS Part 13, The Head of the Contracting Activity (PLD) has averall ownership and cognizance
of the DISA commercial purchase card program

4. Comments and recommendations to improve this deskbook ure encouraged. Submit comments
and recommendations. in writing. to primary or alternale Agency/Organization Program

Coordinators { A/OPCs)

FVELYN M. DEPALMA

Head of Contracting Activity

T'his Deskbook cancels DISA-DITCOI 260 70-4, 6 April 2000
OPR: PLS2
Distribution: J
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CHAPTER 1.  DEFINITIONS

The following are definitions for terms commonly used in these procedures.

Accountable Official:  DOD military members and civilian personnel who are designated in writing and are not otherwise accountable under applicable law who provided source information, data or service (such as a receiving official, a cardholder and an approving official) to a certifying or disbursing officer in support of the payment process.  They have pecuniary liability for erroneous payments resulting from their negligent actions.

Account Setup Information:  Specific information is required from each cardholder so that the card-issuing bank can establish an active account.  This information is prepared by the cardholder, coordinated through the Approving Official (AO), and provided to the appropriate DISA Agency/Organization Program Coordinator (A/OPC) for processing.  See enclosure 1 and 3.

Agency/Organization Program Coordinator (A/OPC):  An A/OPC is the primary liaison with USBank regarding operational and service issues and manages the overall program for the Agency.  The primary and alternate A/OPC for DITCO-Scott (PL8) are responsible for providing purchase card program support to DISA Computing Services (WESTHEM), Slidell, DITCO-Pacific and DITCO-Europe.  The primary and alternate A/OPC for DITCO-NCR (PL6) are responsible for purchase card program support to DITCO-NCR and DISA field offices/commands.  The A/OPCs for DISA purchase card customers are:

DITCO-Scott:
PRIMARY





ALTERNATE
MR. JACK HEILMAN



MR. DOMINIC CURCURU

DISA/DITCO/PL8233




DISA/DITCO/PL8231

P.O. Box 25857




P.O. Box 25857

SCOTT AFB IL  62225-5406



SCOTT AFB IL  62225-5406

(DSN PREFIX 779)




(DSN PREFIX 779)

(PH: (618) 229-9537)

   


(PH: (618) 229-9612)

(FAX: (618) 229-9592) 



(FAX: (618) 229-9592)

Heilmanj@scott.disa.mil



curcurud@scott.disa.mil

DITCO-NCR:
PRIMARY





ALTERNATE

MS. PATRICIA STROUP
   


Mr. donald grier
5111 LEESBURG PIKE



5111 LEESBURG PIKE

STE 900 SKYLINE 5




STE 900 SKYLINE 5

FALLS CHURCH, VA 22041-3206


FALLS CHURCH, VA 22041-3206

(DSN PREFIX 761)




(DSN PREFIX 761)

(PH: (703) 681-0379)




(PH: (703) 681-0295)

(FAX: (703) 681-1211)



(FAX: (703) 681-1211)

stroupp@ncr.disa.mil




grierd@ncr.disa.mil
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Approving Official (AO):  An individual who has under his/her purview a number of cardholders. The AO will have no more than seven open accounts assigned unless proper justification showing that the AO has the resources to conduct a sufficient review of cardholder transactions is in the A/OPC files.  The AO is responsible for, at a minimum, reviewing their cardholder’s monthly statements and verifying that all transactions made were legal, proper, correct and necessary government purchases in accordance with Federal Acquisition Regulation (FAR) and all other governing agency policy and procedures.  The AO should be a cardholder’s immediate supervisor, or a higher-level official in the cardholder’s chain of command.  Cardholders cannot be their own AO, nor can cardholders be an AO for their supervisor.  See enclosure 2 for AO application and enclosure 8 for delegation of AO authority.  Unless otherwise waived by OUSD-C, the AO must certify transactions in the monthly Statement of Account (SOA) as legal, proper and correct by signing the “Authorized Approval Official” block on the SOA when approving the monthly SOA.  The AO then submits the signed SOA to the certifying official for processing to the disbursing officer for payment to the bank.  Previously known as Billing Official (BO).

Authorization:  The process of verifying that a purchase being made is within the established limits and other authorization controls (i.e., Merchant Category Code blocking).  Controls are established on the account by the A/OPC.  The merchant at the point of sale does authorization.

Availability of Funds:  See DOD Financial Management Regulation (FMR) http://www.dtic.mil/comptroller/fmr/and the definition of “funding” below. 
Billing Cycle:  A recurring time period for which the Statements of Account (SOAs) are processed.  The billing cycle for DISA cardholders is one month--from the fifth day of the month through the fourth day of the following month.

Billing Cycle (Monthly) Office Limit:  The total billing cycle spending limit of all cardholders assigned to an AO is added together and that total is the billing cycle office limit.  This billing cycle (monthly) office limit will provide the AO with the maximum budget total of expenditures for a billing cycle for all of his/her cardholders combined and will provide Agency management with budgetary control.  A cardholder’s purchase card transaction will be denied at the point of sale when his/her AO’s billing cycle office limit has been reached, regardless whether the cardholder’s billing cycle (monthly) limit has been reached.

Billing Cycle (Monthly) Purchase Limit:  The spending limit imposed on a cardholder’s cumulative purchases in a given billing cycle.  This limit is established by the A/OPC.  While a cardholder may not have reached his/her billing cycle purchase limit, their transactions will be denied at the point of the sale when the billing cycle office limit is reached.

Billing Date:  The billing date is the date the invoice is received by the Designated Billing Office in accordance with the Prompt Payment Act.  In the absence of a date annotated by the Approving Official on receipt, the payment office shall use the statement date to determine applicability of prompt payment interest penalties.

Billing Statement/Billing Invoice:  The official invoice sent to AOs detailing cardholder charges and their office totals during the prior billing cycle (month).  The Billing Statement includes the certification document that must be signed by the purchase card AO and dated.

DISA-PLD Deskbook
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Card Issuance:  Commercial purchase cards will be requested by the AO through the appropriate A/OPC.  The purchase cards are issued directly from the purchase card contractor to the cardholder.  A sample of the cardholder application is at enclosure 1.
Cardholder:  Any individual designated by the Agency to be issued a government-wide commercial purchase card.  The card bears the individual’s name and can be used to acquire and pay for official purchases in compliance with all applicable laws, regulations, policies, and procedures.  Purchase cards shall be issued only to DISA Government personnel.

Customer Automation and Reporting Environment (CARE):  The US Bank’s electronic access system, which allows review of transactions and electronic payment.

Delegation of Micro-purchase Authority:  A document issued by the appropriate PLD Head of the Contracting Office (HCO) (DITCO-Scott or DITCO-NCR) that establishes the individual as an authorized cardholder.  This delegation of authority specifies spending and usage limitations unique to the cardholder.  See enclosure 6.

Delegation of Procurement Authority above the Micro-purchase Threshold ($2,500):  Authority to order and/or pay for purchases greater than the micro-purchase threshold can only be made by warranted DISA Contracting Officers (COs).  COs will be appointed by the Head of the Contracting Activity (HCA) in writing on an SF 1402, Certificate of Appointment, which will state any limitations on the scope of authority to be exercised, other than limitations contained in applicable law or regulation.  The DITCO-NCR or DITCO-Scott HCO may further limit a contracting officer’s scope of procurement authority for purchase card transactions.  Purchase card transactions above the micro-purchase level are limited to placing orders and/or paying for purchases against contracts established under FAR Part 8 procedures, when authorized, or placing orders and/or making payments under other established contractual instruments (e.g., Indefinite Delivery/Indefinite Quantity (IDIQ), Blanket Purchase Agreements (BPAs)), when agreed to by the contractor.

Designated Billing Office:  The office designated to receive, process, certify, and send the certified billing statement to the Designated Disbursing Office.

Designated Disbursing or Payment Office:  The office designated to make payments against the certified billing statement.  The Designated Disbursing Office for DITCO-Scott cardholders is DFAS-Pensacola.  The Designated Disbursing Office for DITCO-NCR is DFAS Indianapolis.

Dispute:  A disagreement between a cardholder and a merchant which is presented to the issuing bank for resolution regarding items appearing on the cardholder’s monthly statement of account.

Dispute Office:  The A/OPCs at DITCO-NCR and DITCO-Scott are the officials designated to assist the cardholder and the purchase card contractor in tracking and resolving disputed transactions.
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Fraud:  Any intentional deception to deprive the Government unlawfully of something of value or secure from the Government for an individual a benefit, privilege, allowance, or consideration to which he or she is not entitled.

Funding:  Prior to executing a purchase card transaction, available funding to fully cover a purchase must be obtained by the cardholder from the agency/organization’s Financial Management Office (FMO), and recorded in the official accounting system in accordance with the agency/organization’s internal procedures.

Merchant Category Code:  A code used by the issuing bank to categorize the type of business a merchant is engaged in and the kinds of goods and services they may provide.  These codes are used as an authorized transaction type code on a card/account to identify those types of businesses who provide goods and/or services that are authorized.  The DOD Purchase Card Program Management Office maintains the list of DOD-wide blocked codes.  Waiver requests to these blocked codes must be processed through the Agency’s A/OPC for forwarding and approval.

Micro-purchase:  The acquisition of supplies and services, the aggregate amount of which does not exceed $2,500, except, in the case of construction, the limit is $2,000 (FAR 2.101).  Micro-purchases are exempt from the Buy American Act, certain small business requirements, and the general requirements for competition.

Official Invoice:  See “Billing Statement.”

Pecuniary Liability:  Personal financial liability for fiscal irregularities of disbursing and certifying officials and accountable officials as an incentive to protect the Government against errors and dishonesty by the officers themselves.

Prompt Payment Act:  Public Law 97-177 (96 Stat 85, 31 USC 1801) requires prompt payment of invoices (billing statement) within 30 days of receipt.  An automatic interest penalty is required if payment by the Government is not timely.

Purchase Card Certifying Official:  Heads of DOD Components (or their designees) are responsible for the appointment of Certifying Officials.  Certifying Officials must have knowledge of the office requirements, appropriations and accounting classifications and the payment process. 

Reconciliation:  The process by which the cardholder and the Approving Official review the monthly statements, reconcile against vendor receipts and purchase card transaction logs/files, and authorize payment of those charges provided on the monthly invoice.

Single Purchase Limit:  The maximum dollar amount that is authorized for any one purchase or payment by a specific cardholder. 

SmartPay:  GSA SmartPay is the Government’s only program for Fleet, Travel, and Purchase Charge Card Services.  

DISA-PLD Deskbook
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Split Buy:  An improper “split” in the purchase card program generally involves the willful reduction of a requirement which could be purchased from the same merchant or vendor in an effort to keep the total price of the purchase at or below the cardholder’s single purchase limit.  To determine if a requirement was split, one must determine what the requirement was at the time of the purchase.  Typically, the known needs of an organization/activity by the cardholder at the time of the purchase constitutes the requirement.  If a cardholder typically purchases items when(s)he becomes aware of a need, the requirement is considered that instant quantity (need).  If, on the other hand, the cardholder typically waits to purchase, the requirement becomes the total needs received up to the point of ordering, regardless of what is being ordered and by whom.  Splitting those needs (requirement) into individual purchases is improper unless no one vendor has the capability to satisfy the full requirement.  If the requirement exceeds the cardholder’s single purchase limit (s)he cannot buy the items with the card and must forward the requirement to a person with the authority to buy at that level.  A split buy is a violation of FAR Part 13.003(c) and could result in the suspension of a cardholder account(s).

Statement of Account (SOA):  This is a statement identifying each transaction made against the card during the previous billing cycle.  It is reconciled against the cardholder’s purchasing documentation, then provided to the authorized AO for review and approval.

Suspension:  The process in which an individual is prohibited from making purchases with the account/card due to delinquency, excessive span of control, or accounts in pre-suspension status multiple times.

Tax Exemption:  All purchases are exempt from state and local taxes in accordance with the legal incidence of the tax.  The phrase “U.S. Government Tax Exempt” is printed on the front of each purchase card.

Transaction Method/Transaction Type:  The purchase card can be used to make purchases either over the counter, by telephone, or by written or oral contract or order (where the account number is conveyed to the merchant).

Unauthorized Use:  Means (a) the use of a purchase card by a person other than the cardholder and (b) using the card for purchases prohibited in these procedures (see chapter 2, paragraph 3).
US Bank:  The current contractor for the government-wide commercial purchase card program under a General Services Administration (GSA) contract.  They are responsible for generating the purchase cards, statements, invoices, and management reports, and providing customer service.
Working Day:  Monday through Friday except Federal holidays.
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CHAPTER 2.  PROCEDURES

1.  Purchase Limits.  The standard cardholder single purchase limit for qualified individuals who are not warranted Contracting Officers (COs) is $2,500, and the standard monthly billing cycle purchase limit is $25,000.  The single purchase limit for DISA COs is subject to the limitations set forth in their CO appointments issued by the HCA, any other limitations set forth by law or regulation, and any limitations provided in writing by the appropriate HCO.  The single purchase limit for all cardholders for open market purchases is $2,500, except as noted in DFARS 213.301, Government-wide commercial purchase card.  The single purchase limit for cardholders who are also appointed as COs is up to the amount of their CO procurement authority, unless further restricted by the cognizant HCO, when using the card as a method of payment for oral or written orders against existing pre-priced Government contracts or agreements (Federal Supply Schedules, BPAs, ID/IQ contracts, etc.) when the contractor accepts the use of the card.  For personnel using the purchase card as a method of payment for training services, the single purchase limit is $25,000, and the monthly billing cycle limit is $100,000.  Requests for increases to the single purchase and/or billing cycle purchase limits (individual or office) must be justified in writing and submitted by the AO via the U. S. Postal Service or email to the A/OPC.  

2.  Responsibilities.

    a.  Cardholder’s Organization/Activity is responsible for:

        (1)  Nominating cardholder(s) and AO(s) and ensuring cardholder(s) and AO(s) attend mandatory purchase card training.  NOTE:  Personnel who only use the purchase card as a method of payment for training services up to a maximum of $25,000 per DD Form 1556 require only DISA-PLD purchase card training.

        (2)  Permitting cardholders sufficient time to perform commercial purchase card responsibilities.

        (3)  Ensuring cardholders comply with all applicable regulations and procedures by promoting an environment that precludes cardholders from being pressured to make unauthorized purchases or to perform careless transactions.

        (4)  Ensuring the SOA is reconciled by the cardholder and forwarded to the AO within five (5) working days of receipt.

        (5)  Ensuring that the AO reconciles the Billing Statement with the SOA, signs the purchase card certification, and submits the certified Billing Statement to the Designated Billing Office no later than the 20th of the month to avoid Prompt Payment penalties.
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b.  Cardholder is responsible for:

        (1)  Completing the cardholder application for micro-purchase authority at enclosure 1.  If a CO warrant is required (i.e., greater than micro-purchase threshold), complete the application at enclosure 3.

        (2)  Completion of mandatory purchase card training prior to obtaining a government-wide commercial purchase card.  New cardholders are required to complete two approved purchase card training courses via the internet at either: http://www.sbccom.apgea.army.mil/gpctrain/index.htm OR http://www.fss.gsa.gov/webtraining/trainingdocs/smartpaytraining/index.cfm AND the Defense Acquisition University (DAU) purchase card tutorial  course at: http://clc.dau.mil/kc/no_login/portal.asp.  In addition, cardholders are required to complete annual refresher training by completing one of the three on-line courses identified above.

        (3)  Ensuring they (the cardholders) have written delegation of micro-purchase procurement authority as a cardholder by the appropriate HCO, or issued an appointment as a DISA CO by the HCA for transactions above the micro-purchase threshold prior to making a Government purchase.  CO appointments can only be approved by the HCA (DISA PLD).

        (4)  Ensuring funds availability prior to completing a purchase card transaction.  Failure to have adequate funding may result in an Anti-Deficiency Act violation by the cardholder.

        (5)  Executing authorized purchases; maintaining purchase records IAW the cardholder checklist (enclosure 4); if required, completing DD Form 350/1057; and ensuring transactions meet legal and regulatory requirements.  Cardholders who are not DITCO contracting personnel shall forward their monthly DD Form 1057, Data Accumulation Sheet, and DD Form 350 to the AO along with the monthly SOA.

        (6)  Providing changes such as name, address, or Master Accounting Code (accounting and appropriation data) to the A/OPC in writing in order to keep records updated.  Line of Accounting (LOA) information should be sent to A/OPC when requesting a new purchase card account.  For all the following fiscal years, Line of Accounting (LOA) information should be forwarded to DISA/DC81 POC: meyerm@scott.disa.mil for DITCO-Scott cardholders.  DITCO-NCR cardholders should forward to DISA/PL63 POC: stroupp@nvr.disa.mil.  LOA information must be provided to DC81 or PL63 by the first day of the new fiscal year or potential termination of card will incur.

        (7)  Identifying line items on SOA applicable to any prior year funding to ensure proper LOA is charged.  This information must be forwarded to the Designated Billing Office.

        (8)  Within five (5) working days, but no later than the 17th of the month, reconciling, signing, and submitting the SOA with supporting documentation to the AO.  Cardholders serviced by DITCO-NCR shall clearly annotate line of accounting data and corresponding dollar amounts directly on the SOA.  Internal DITCO-Scott cardholders are responsible for annotating the pertinent information relative to the actual funding document on the SOA (e.g., DISA Form 9--commitment number, TSR/PDC based requirement--CSA number, MIPR based requirement--MIPR number, internal supplies--object/organization code).
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        (9)  Resolving any disputes with vendors either verbally or by completing a cardholder statement of questioned items.  All outstanding charges must be credited to the cardholder’s account.

        (10)  Retain transaction files after final payment in accordance with FAR 4.805.  Contract files should be considered closed when the CO or cardholder receives evidence of receipt of property and final payment.  Contracts will be closed out per local procedures.

        (11)  Transferring purchase card transaction files in accordance with the AO’s directions when the cardholder account is canceled.

    c.  Purchase Card Approving Official is responsible for:

        (1)  Attending mandatory DISA-PLD commercial purchase card training (or other training as approved by the appropriate A/OPC) prior to being appointed and completing annual refresher training via one of the purchase card on-line courses identified in 2.b.(2).

        (2)  Ensuring cardholders under their cognizance have been approved and duly delegated purchase card acquisition authority in writing by the HCA, or DITCO-Scott/DITCO-NCR HCO for micro-purchases, prior to making a Government purchase.

        (3)  Ensuring purchase card transaction files are properly transferred and retained when a cardholder’s account is canceled.  Purchase card transaction files shall be retained in accordance with FAR 4.805 after final payment, after which the file(s) may be destroyed if there are no pending disputes, issues or discrepancies.

        (4)  Reviewing monthly SOA(s) for:  (a) ensuring that the transactions meet the legal requirements for authorized purchase card purchases; (b) ensuring that adequate documentation is available for individual transactions; (c) ensuring the facts presented in documents for payment are complete and accurate; (d) taking appropriate action to prevent two or more payments for the same transaction; (e) proper implementation of dispute procedures when transactions are questioned.

        (5)  Receiving, reviewing, reconciling, and certifying the SOA.  The AO shall date stamp the SOA immediately upon receipt.  USBank will not accept a handwritten date.  AOs serviced by DITCO-NCR shall transfer LOA data and corresponding dollar amounts from the cardholder’s statement to the SOA. 

        (6)  Submitting the certified SOA to the Designated Billing Office no later than the 20th of the month. 
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Designated Billing Offices:

DITCO-NCR:

DISA/DC52


5111 Leesburg Pike


Suite 900C


Falls Church, VA 22041


DSN PREFIX 761


(PH: (703) 681-0235)


(FAX: (703) 681-4714)


(E-Mail:) saunders@ncr.disa.mil

DITCO-Scott:


DISA/DITCO-Scott/DC81


P.O. Box 25857


SCOTT AFB IL  62225-5406


DSN PREFIX 779


(PH: (618) 229-9228)


(FAX: (618) 229-9292)


(E-Mail:) meyerm@scott.disa.mil
NOTE:  In the event of a potentially late submission, the certified Billing Statement can be faxed, but it must be followed by the original certified Billing Statement.  If faxing, you should contact the POC prior to faxing.
        (7)  Submitting the DD Form 1057, Data Accumulation Sheet, for each cardholder to the appropriate A/OPC no later than the 20th of the month.

        (8)  Requests for increases to the single purchase and/or billing cycle purchase limits (individual or office) must be justified in writing and submitted by the AO via the U. S. Postal Service or email to the A/OPC for approval and processing.  Requests for increases to the single purchase and/or billing cycle purchase limits (individual or office) must be justified in writing and submitted by the AO via the U. S. Postal Service or email to the A/OPC.  

        (9)  Ensuring certified billing statements and supporting documents are retained for six years and three months after final payment in accordance with the DOD FMR, Volume 1.  AOs shall retain these records until such time as they are transferred to a records holding area for retention.

        (10)  Providing timely notification to the A/OPC when a new AO needs to be assigned (e.g., when the AO is being reassigned within the Agency or leaving the Agency).        (11)  Being familiar with DOD Directive 7000.15, “DOD Accountable Officials and Certifying Officers” and Chapter 33, "Accountable Officials and Certifying Officers” of the DOD FMR, Volume 5.

    d.  Agency/Organization Program Coordinator (A/OPC) is responsible for:

        (1)  Ensuring mandatory training is made available for prospective cardholders and AOs, ensuring training is completed before establishing a new cardholder account or designating a AO, 
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ensuring annual refresher training is completed by all cardholders and AOs, and maintaining records of all training.

        (2)  Determining cardholder qualifications and, if the cardholder is qualified, preparing and processing the Delegation of Micro-purchase Authority letter to the cognizant HCO for approval.  Requests for CO warrants will be sent to the Field Contract Management Branch (PL22) brown5m@scott.disa.mil for processing.

        (3)  Processing and approving appointments of AOs.

        (4)  Administering and managing the overall program, which includes the following:

             (a)  Setting up all new accounts and maintaining a record of changes to cardholder/office billing cycle purchase limits.  Approving increases to the billing cycle monthly purchase limits/billing cycle office (monthly) limit.

             (b)  Making any necessary administrative changes to cardholder accounts.

             (c)  Maintaining a centralized listing of all cardholders and AOs.

             (d)  Providing oversight to ensure compliance with all procurement policies and procedures.  DITCO-NCR and DITCO-Scott will conduct and document periodic compliance reviews of cardholder transactions and AO certifications.

             (e)  Answering cardholder questions and serving as the liaison between the cardholders/AOs and the purchase card contractor and GSA.

             (f)  Recommending action against cardholders/AOs who violate applicable procurement regulations or repetitively violate agency policies/procedures.  The A/OPC may recommend the cognizant DISA PLD HCO reduce a cardholder’s single purchase/billing cycle purchase limit, suspend a purchase card, or cancel a cardholder’s account.  If suspension or reduction occurs, the cardholder must attend mandatory retraining to get the card reinstated.  Failure to attend retraining within three months of notification date may result in permanent purchase card cancellation.

             (g)  Informing cardholders of new or revised policies and procedures.

             (h)  Withdrawing or canceling cardholder accounts as circumstances require.

    e.  Designated Billing Office is responsible for:

        (1)  Receiving the certified Billing Statement from each AO.

        (2)  Receiving, processing, and certifying the Billing Statement for payment and ensuring submission to the Designated Disbursing Office to meet Prompt Payment Act requirements.
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        (3)  Establishing financial expenses in the accounting system in order to generate customer billing against the cardholder agency LOA.

        (4)  If the certified Billing Statement is not received by the 20th of the month, the AO will be contacted.  If the AO does not respond, the appropriate A/OPC will be contacted, who will take appropriate action.


f.  Designated Disbursing Office is responsible for payment of the certified Billing Statement in accordance with the Prompt Payment Act located at: DOD Financial Management Regulation (FMR), Volumn 10, Chapter 7, http://www.dtic.mil/controller/fmr.

3.  Unauthorized Use of the Card.  The purchase card shall not be used for the following or for any other purchases strictly prohibited by the DoD FMR:

    a.  Cash advances.

    b.  Lease/rental of land or buildings, i.e., long-term leasing.  An example of acceptable usage would be a unit being deployed and needing office space for a month.

    c.  Detective services.

    d.  Lease or rental of motor vehicles.

    e.  Purchase of airline, bus, train, or travel related tickets.

    f.  Purchase of meals, drinks, lodging, or other travel related subsistence costs.

    g.  Purchase of gasoline or oil for Interagency Fleet Management Vehicles.

    h.  Repair of Interagency Fleet Management Vehicles.

    i.  Personal clothing or footwear, except emergency situations when required for safety.

    j.  Printing or copying services (unless Government printing services cannot meet your delivery schedule).

    k.  Construction services over $2,000.  Untreated wood – wood used for packaging and crating can not be procurred unless it is treated for parasites.

    l.  Individual memberships into private organizations.

    m.  Monthly Recurring Charges that annually exceed the single purchase limit.

    n.  Open market purchases that are above the micro-purchase threshold.  Use of the card as a payment method above the micro-purchase threshold is authorized.  The cardholder should refer to their specific delegation of authority letter or warrant for their respective level of authority.

    o.  Supplies and services for which procurement responsibility has been assigned to another organizational element.
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    p.  Purchase of gifts or mementos for individuals.

    q.  Purchase of savings bonds or foreign currency.

    r.  Purchase of items at antique shops or pawnshops.

    s.  Dating or escort services court cost, child support, or alimony

    t.  Betting, casino gaming chips, or off-track betting.

    u.  Transactions with political organizations.

    v.  Use of third party payment services, such as Pay Pal, Ebay Billpoint etc.

    w.  Fines, tax payments or wire transfers.

    x.  Bail and/or bond payments.

    y.  Major telecommunication systems such as FTS or DSN.

4.  Lost or Stolen Cards.  The cardholder shall immediately report lost or stolen cards to USBank, and then to the AO and A/OPC.  The cardholder, upon receipt of a new purchase card number, shall notify the appropriate A/OPC of the new number.

5.  Card Security.  The cardholder shall take measures to safeguard the purchase card account number at all times.  Recommend keeping the purchase card at work in a locked file cabinet or drawer.

6.  Cancellation of the Card.  If the cardholder transfers within the agency or separates from the agency for any reason, the A/OPC shall be notified immediately by the AO.  Cancellation of a cardholder’s account effects cancellation of the cardholder’s delegation of procurement authority.

7.  Required Use of Purchase Card.  


a.  In accordance with Purchase Card Program Management Office Memorandum, 25 Sep 98, the government-wide purchase card shall be used as the method of payment for all commercial training requests using DD Form 1556 valued at or below $25,000.  The DD Form 1556 may be used for any currently authorized purpose, but shall cite the purchase card as the method of payment.


b.  In accordance with Purchase Card Program Management Office Memorandum, 2 Oct 98, http://purchasecard.saalt.army.mil/policy.htm, the purchase card must be used for any type of award/order valued at or below $2,500 either on a stand-alone basis or as the method of payment.  This includes both commercial and noncommercial items.  It includes contracts, purchase orders, orders under task and delivery order contracts, orders under Basic Ordering Agreements (BOAs), and 

2-8
DISA-PLD Deskbook

calls against BPAs.  Cardholders should refer to the Memorandum above for exceptions and written determinations procedures.  Note:  Cardholders who possess only purchase card authority must forward all requirements that cannot be procured using the purchase card to their appropriate contracting office.


c.  Place a task or delivery order (if authorized in the basic contract, BOA, or BPA) in amounts greater than the micro-purchase threshold by COs.


d.  Make payments, when the contractor agrees to accept payment by the card.

8.  A/OPC and Approving Official Spans of Control:


a.  As an internal and management control over the Agency’s program, primary A/OPCs and AOs must have spans of control that do not exceed levels to allow them to carry out their duties and responsibilities accurately and completely.  Program officials must be vigilant to ensure the proper allocation of resources is committed to effectively manage the program.


b.  A primary A/OPC will not manage more than three hundred (300) cardholder and Approving Official accounts unless written justification is prepared by the A/OPC or the A/OPC’s immediate supervisor and is approved by the cognizant HCO.  The justification must request a not-to-exceed threshold of cardholder accounts to manage, and justify how the A/OPC can effectively manage and control the requested threshold of accounts.


c.  An AO will not manage more than seven cardholder accounts unless written justification is provided by the AO to the A/OPC and approved by the cognizant HCO.  The justification must request a not-to-exceed threshold of cardholder accounts to manage, and justify how the Approving Official can effectively manage and control the requested threshold of accounts and properly perform all Approving Official responsibilities.
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CARDHOLDER APPLICATION (for $2,500 ONLY) 

	1.
	CARDHOLDER NAME
	

	2.
	$2,500 SINGLE PURCHASE THRESHOLD ONLY 
	

	3.
	AGENCY/OFFICE SYMBOL
	

	4.
	STREET ADDRESS LINE 1 

(20 SPACES ONLY)
	

	5.
	STREET ADDRESS LINE 2 

(10 SPACES ONLY)
	

	6.
	CITY, STATE & ZIP CODE
	

	7.
	COMMERCIAL PHONE NUMBER
	

	8.
	DSN PHONE NUMBER
	

	9.
	COMMERCIAL FAX NUMBER
	

	10.
	MASTER ACCOUNTING CODE or MISCELLANEOUS OBLIGATION DOCUMENT (MOD)
	

	11.
	CARDHOLDER JOB SERIES/GRADE
	

	12.
	CARDHOLDER TITLE
	

	13.
	E-MAIL ADDRESS
	

	14.
	ACQUISITION CERTIFIED AT LEVEL I
	YES
	
	NO
	

	15.
	ACQUISITION CERTIFIED AT LEVEL II
	YES
	
	NO
	

	16.
	ACQUISITION CERTIFIED AT LEVEL III
	YES
	
	NO
	

	17.
	IF NOT ACQ CERTIFIED, LIST ACQ TRAINING RECEIVED AND DATE COMPLETED
	

	18.
	CARDHOLDER’S SUPERVISOR’S NAME 

& PHONE #
	

	19.
	ASSIGNED APPROVING OFFICIAL'S (AOs) NAME 
	

	20.
	PROVIDE A BRIEF DESCRIPTION OF ANY PROFESSIONAL ACQUISITION EXPERIENCE.  IF NONE, DESCRIBE YOUR PRESENT DUTIES:    
	


INSTRUCTIONS:  IF ROUTING THIS APPLICATION THROUGH E-MAIL/CC:MAIL YOU MUST FORWARD THIS APPLICATION TO YOUR AO.  THE AO MUST APPROVE THIS APPLICATION AND THEN FORWARD TO THE APPROPRIATE A/OPC.  THE A/OPC WILL CONTACT THE CARDHOLDER TO SCHEDULE THE MANDATORY TRAINING.

IF ROUTING THIS APPLICATION VIA FAX, THE AO MUST SIGN AND DATE THE APPLICATION AND FAX TO THE PROGRAM COORDINATOR.
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APPROVING OFFICIAL (AO) APPLICATION

	1.
	APPROVING OFFICIAL (AO) NAME
	

	2.
	NAMES OF CARDHOLDERS THAT WILL BE UNDER YOUR ACCOUNT 
	

	3.
	AGENCY/OFFICE SYMBOL
	

	4.
	STREET ADDRESS LINE 1 

(20 SPACES ONLY)
	

	5.
	STREET ADDRESS LINE 2 

(10 SPACES ONLY)
	

	6.
	CITY, STATE & ZIP CODE
	

	7.
	COMMERCIAL PHONE NUMBER
	

	8.
	DSN PHONE NUMBER
	

	9.
	COMMERCIAL FAX NUMBER
	

	10.
	N/A
	

	11.
	AO JOB SERIES/GRADE
	

	12.
	AO TITLE
	

	13.
	E-MAIL ADDRESS
	

	14.
	ACQUISITION CERTIFIED AT LEVEL I
	YES
	
	NO
	

	15.
	ACQUISITION CERTIFIED AT LEVEL II
	YES
	
	NO
	

	16.
	ACQUISITION CERTIFIED AT LEVEL III
	YES
	
	NO
	

	17.
	IF NOT ACQ CERTIFIED, LIST ACQ TRAINING RECEIVED AND DATE COMPLETED
	

	18.
	AO'S SUPERVISOR’S NAME 

& PHONE #
	

	19.
	N/A
	


INSTRUCTIONS: THE A/OPC WILL CONTACT THE AO TO SCHEDULE THE MANDATORY TRAINING.
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INTEROFFICE MEMORANDUM

TO:
Field Contract Management Branch (PL22)

FROM:

DATE:

SUBJECT:
Appointment Application For a Simplified Acquisition 


Threshold Contracting Officer

(APPLICANT INFORMATION)

1.
Identification:


a.
Name of Appointee:


b.
Agency/Office Symbol:


c.
Street Address Line 1


d.
Street Address Line 2


e.
City, State and Zip Code


f.
Commercial Phone Number


g.
DSN Phone Number:


h.
FAX Number


i.
E-mail address


j.
Master Accounting Code or Miscellaneous Obligation Document:


k.
Job Series and Grade or Rank:


l.
Organizational Position Title:


m.
Brief Description of Duties


n.
Supervisor Name and Phone #:


o.
Assigned Approving Official’s (AO’s) Name

2.  State DAWIA Certification level:

3.  Training:  Identify training in contracting and purchasing experience:

Experience.  Number of years as:


a.  Full-time GS-1102 Contract Specialist: _______________ 


b.  Contracting Officer: ______________ 


c.  Other direct buying experience: ___ 


d.  Briefly describe your experience in contracting or related fields within the last 5 years.
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DITCO IM, (office code), Appointment Application For a Simplified Acquisition Threshold Contracting Officer, (date)

(SUPERVISOR INFORMATION)

4.  Limitation of authority:  See DISA-DITCO Instruction 260-70-1, Subpart 1.603-2, Selection, Table 1-1.  Cite the Simplified Acquisition Threshold (SAT) appointment desired.

5.  Necessity for appointment:

6.  Applicant’s File Verification:  


a.  All the applicant’s information was verified against their personnel file.  [   ]Yes or [   ]No


b.  If not, describe what was not verified.

7.  Signatures: 

Name of Applicant 

Name of Recommending Official 

_______________________________
_____________________________

Signature
Date 
Signature
Date 
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CARDHOLDER CHECKLIST

For Purchases Greater Than $2,500

1.  Review Purchase Request.


a.  Check if estimated procurement amount is within your delegation of authority.


b.  Verify appropriate approval signature.


c.  Apply the “reasonableness” test and question any requirements that appear to be for other than official Government use.


d.  Consult the list of unauthorized/prohibited supplies and services.

2.  Begin Abstract Preparation.  The abstract is available to cardholders electronically.  Specific guidance for access may be obtained from the A/OPC.  Micro-purchases do not require completion of an abstract.

3.  Establish the Availability of Funds.


a.  CERTIFIED funding document - must be signed by a duly authorized official.  A cardholder cannot certify funding for a purchase card transaction they process.


b.  Verify appropriate approval and amount--know who has the authority to sign the funding document.

4.  Review preaward documentation (such as purchase request and requesting office memorandums) to determine if the purchase description is adequate.


a.  Are description, quantity, required delivery date, delivery point, special instructions, etc., included?


b.  Do you understand what the user really wants?

5.  Check requirement and determine if the requirement is for an Information Technology (IT) resource(s) or non-IT resource(s).


a.  Information Technology resources include, but are not limited to:


(1)  Telecommunications services.


(2)  Computers.


(3)  Telephones.
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    b.  Non-IT items include routine supplies (i.e., toner, paper, and batteries), which support IT resources.

    c.  Required documentation for IT resources are delineated in DISA/CIO Memorandum, Information Technology and Information Management Acquisition Oversight Policies and Procedures, which may be accessed at http://www.disa.mil/cio/cio-itim.html.

6.  Check MANDATORY sources of supply or services in accordance with FAR Part 8.  Recommend calling and requesting a copy of their catalog.

    a.  Local supply center (GSA Customer Supply Center 800-488-3111) (http://www.gsa.gov).

    b.  GSA schedules (also check non-mandatory schedules).

    c.  While the Federal Prison Industries (FPI) are no longer mandatory FPI must be considered.  (UNICOR - 800-827-3168, mandatory for furniture)(http://www.unicor.gov).  (For supplies, FPI is used before Javits-Wagner-O'Day (JWOD)).

    d.   Acquisition from Nonprofit Agencies Employing People Who Are Blind or Severely Disabled (also known as NIB/NISH) (www.jwod.gov)(www.fss.gsa.gov).  (For services, JWOD is used before FPI.)

    e.  Commercial sources.

7.  Single Source Acquisitions.

    a.  Micro-purchases.  May be awarded without soliciting competitive quotations if the cardholder considers the price reasonable.  Action to verify price reasonableness need only be taken if:


(1)  The buyer suspects or has information to indicate that the price may not be reasonable; or


(2)  Purchasing a supply or service for which no comparable pricing information is readily available.


b.  Requirements over $2,500 and not exceeding $100,000.  Contracting Officer (CO) may solicit from one source if they determine that the circumstances of the contract action deem only one source reasonably available (e.g., urgency, exclusive licensing agreements, or industrial mobilization, etc.). 


c.  Request further information from the customer if the reason is uncertain.  Record the reason on the Small Purchase Abstract or similar document.

8.  Small Business Set-Aside.

    a.  The following requirement does not apply to purchases that do not exceed $2,500, or from required sources of supply under FAR Part 8; Federal Prison Industries, Committee for Purchase from People Who are Blind or Severely Disabled, GSA Federal Supply Schedules.
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    b.  Acquisition of supplies or services that has an anticipated dollar value exceeding $10,000 must be reviewed by the Agency or Activity Small Business Specialist.  The review shall be documented on DD Form 2579.  See enclosure 11 for completion instructions.  

    c.  DITCO-Scott cardholders and all other offices issued DISA purchase cards, except DITCO-NCR offices, will submit the DD Form 2579 to the DITCO-Scott SADBU for signature; and DITCO-NCR cardholders will submit the form to DISA SADBU for signature.  If the form is not returned by the SADBU after two working days, the CO may proceed on the basis of concurrence by exception.

The organization’s SADBU offices are:


DITCO-Scott/SADBU/PL8

DISA/SADBU


P.O. Box 25857.

701 S. Courthouse Road, Room 1108B


Scott AFB, IL 62225

Arlington, VA 22204


Phone: (618) 229-9106

Phone: (703) 607-6436


DSN: 779

DSN: 327


FAX: (618) 229-9305

FAX: (703) 607-6475

9.  Contact vendor(s) and solicit quotes.

    a.  The following information must be obtained, when applicable:


(1)  Ensure the List of Parties Excluded from Federal Procurement and Nonprocurement Programs (Debarred Bidders List) is screened prior to soliciting any company.  The web site at which the list can be located is http://epls.arnet.gov/.  Print a copy of the screen and save it in the file.print screen save in file.


(2)  Document the price quote including all associated transaction costs such as shipping and delivery.


(3)  Request delivery date.


(4)  Inform vendor they cannot bill until item is shipped.  This does not apply to those orders for training services authorized by a DD Form 1556.


(5)  Make sure vendor understands government-wide commercial purchase card transactions are tax exempt.


(6)  Set a NOT-TO-EXCEED amount for one-time repairs if a price cannot be established ahead of time.
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(7)  Ask if vendor is a small or large business.


(8)  Ask for vendor POC, phone number, and address (city and state).

    b.  The FAR requires, to the maximum extent practicable, to distribute purchases equally among qualified suppliers.  Don’t always call the same vendor(s).  If you maintain a list of vendors, be sure to solicit quotes from different vendors each time.

10.  Select a Vendor.

     a.  Calculate lowest price including all associated transaction costs such as shipping and handling charges.

     b.  Is delivery more essential than price?  If purchased from other than the low quote vendor, document the reason on the abstract.

11.  Review the certified funding document and assure that sufficient funds are available to cover the TOTAL quoted price, including all additional costs associated with the transaction such as shipping and handling charges.

12.  Determine price reasonableness IAW:


a.  FAR 13.202 for purchases at or below the micro-purchase threshold.  


b.  FAR 8.4 for required sources of supply (e.g., Federal Prison Industries, Committee for Purchase from People Who are Blind or Severely Disabled, and Federal Supply Schedule contracts).


c.  Terms and conditions established in existing indefinite delivery/indefinite quantity contracts.

13.  Notify successful vendor and complete transaction.


a.  Provide account information.


(1)  Name as it appears on purchase card.


(2)  Account number.


(3)  Expiration date.


b.  Verify all terms previously discussed.


(1)  Price, quantity, model number, delivery.


(2)  Ensure taxes are not included.
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         (3)  Vendor cannot bill until the item is shipped.  This does not apply to those orders for training services authorized by a DD Form 1556.

     c.  Finalize sale.

         (1)  In person, over the counter:

              (a)  Vendor obtains authorization.

              (b)  Cardholder signs charge slip.

              (c)  Cardholder obtains receipt and merchandise.

         (2)  Telephone Orders:

              (a)  Vendor obtains authorization.

              (b)  Cardholder requests receipt(s)/invoice(s) be sent to their office for file documentation.

              (c)  Cardholder completes abstract.


d.  DITCO-Scott to use the format for “Confirmation of Orders” located at Enclosure 10.


14.  Verify delivery of supplies and services.

     a.  Comply with DISA Instruction 270-165-2, Management of and Accountability for DISA Property, (https://datahouse.disa.mil/pubs/instr/instr.html).


b.  If you pick up merchandise, have another employee verify delivery.


c.  Contact customer to assure delivery/acceptance before reconciliation of statement for payment.


d.  ONE-TIME REPAIR - Finalize repair for Not-To-Exceed amount and include the following information on the abstract:

         (1)  Number of man hours.

         (2)  Rate per hour.

         (3)  Describe work done.

         (4)  List parts repaired or installed.

         (5)  Fair and reasonable determination.
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15.  Record all purchases and maintain supporting documentation with the SOA.  Examples of supporting documentation include:

     a.  Requirement.

     b.  DISA Form 1, DISA Purchase Request, or Purchase Request Form.

     c.  Funding document.

     d.  Limited source justification.

     e.  Receipts/invoices.

     f.  Packing slips.

     g.  Memos of conversation.

     h.  Delivery receipt.

     i.  Abstract.

     j.  Statement of Account.

NOTE:  As the purchasing office, cardholders are required to maintain the "official" contract file.  These files are subject to periodic audit and compliance reviews.  The documentation to support a micro-purchase is limited, but sufficient documentation to support the transaction is required.

16.  Contracting Action Reporting.


a.  DD Form 1057, Monthly Contracting Summary of Actions $25,000 or Less.


(1)  Complete the DD Form 1057 report for purchases from $2,501 to $25,000.  A sample of local instructions for summarizing the data to enter on the form is enclosed.  Instructions for completion of form are located in the DFARS, Subpart 253.204-70, or at http://farsite.hill.af.mil.  A sample of local instructions for gathering data to complete the DD Form 1057 is enclosed. (See enclosures 5 and 5A) 


(2)  The DD Form 1057, Data Accumulation Sheet, will be submitted by the AO no later than the twentieth of the month to their appropriate A/OPC.  


(3)  DITCO-NCR, DITCO-PAC, DITCO-AK and DITCO-EUR will submit the form under their own Report Control Symbol.


b.  DD Form 350, Individual Contract Report (over $25,000).
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(1)  Instructions for completion of the DD Form 350 are located at DFARS Part 253.204-71, including the edits at web site http://farsite.hill.af.mil.


(2)  This form is to be submitted to the following locations within three days after an order exceeding $25,000 is placed:  


(a)  WESTHEM Cardholders issued cards by DITCO-Scott will submit the form to their appropriate A/OPC.



(b)  All other DITCO-Scott cardholders will follow standard submission procedures.  



(c)  DITCO-PAC and DITCO-EUR will report under their respective Report Control Symbol.



(d)  Cardholders issued cards by DISA NCR will submit the form to DISA NCR.

17.  Reconcile the monthly SOA.

--------    MAKE THIS A PRIORITY    --------

     a.  DATE STAMP THE SOA.  CONDUCT A RECONCILIATION OF THE SOA AS YOU WOULD FOR YOUR CHECKING ACCOUNT OR YOUR OWN PURCHASE CARD ACCOUNT.  EXPLAIN ANY AND ALL DISCREPANCIES BETWEEN THE SOA YOU RECEIVE AND THE INFORMATION IN YOUR CONTRACT FILE.   

     b.  USBank issues the SOA on the 5th of the month - contact USBank (800-227-6736) if you do not receive the SOA by the 10th of the month.

     c.  You have five (5) working days from the date of receipt of SOA to conduct your review, complete the reconciliation, and forward the SOA and supporting documentation to the AO.  The reconciliation includes performing the following:

         (1)  Compare the totals on the SOA with the abstracts or other documentation in your file.  Describe any differences between the amount you recorded and the receipt/amount billed (i.e., variance in shipping charges, partial shipment, multiple awards, Not-to-Exceed amount).

         (2)  Note on the abstract, if used, the availability of support documentation (e.g., sole source statement, DISA Form 1).

         (3)  Explain in detail any Not-to-Exceed amount (e.g., one-time repairs should state number of man-hours worked, description of work performed, and rate per man-hour).

         (4)  Prepare a "Cardholder Statement of Questioned Item" form for any and all totals that you cannot recognize or reconcile.  Mail to USBank (per the instructions on the form).  NOTE: TAX AND SHIPPING CHARGES ARE NOT DISPUTABLE ITEMS.
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         (5)  Sign and date the SOA on the back side of each page.  Sign on the "Cardholder Signature" line (signature by the AUTHORIZED cardholder only).

         (6)  NO ONE IN YOUR ORGANIZATION OTHER THAN YOURSELF SHOULD SIGN THE SOA OR INCUR ANY CHARGES.

         (7)  If, for any reason, the cardholder is unavailable to reconcile the SOA, the cardholder's supervisor or designee can perform this function.  If the cardholder is unavailable to sign the SOA, then the reason why the cardholder was unavailable must be stated on the cardholder signature line (e.g., leave or TDY).         

        (8)  After reconciling the SOA and signing the certification, forward it, along with supporting documentation, to the AO. 
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	INITIALS
	DATE
	AMOUNT
	PO/DO #/MOD #
	B
	C
	E
	EX?
	MOD?
	USER

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	EX? = Y (YES) IF EXEMPT FROM SET-ASIDE (UNDER $2500k; UNICOR; FSS; OR FIP MAS BUY).  OTHERWISE EX? = N (NO)
	Large Business
	Small Business
	
	
	

	Small Business
	
	B = 4a - Small Purchases
	E = 1a - Sm Purch Set-Aside
	

	B = 3a - Small Purchases  (Note 1)
	B = 4b - D.O. GSA FSS
	E = 1b - Sm Business Set-Aside
	

	B = 3b - D.O. GSA FSS     (Note 2)
	B = 4c - D.O. Other FSS
	SDB Actions
	
	
	
	

	B = 3c - D.O. Other FSS   (Note 3)
	B = 4d - DO & DO Mods Other
	E = 2a - SDB Thru Sect 8(a)
	

	B = 3d - DO & DO Mods Other  (Note 4)
	B = 4e - Other Actions
	E = 2b - SDB Set-Aside/SDB Preference

	B = 3e - Other Actions    (Note 5)
	C = 1b - Competed*
	E = 2d - Sm Business Set-Aside
	

	C = 1a - Competed         (Note 6)
	C = 2b - Not available
	E = 2e - Other
	
	
	

	C = 2a - Not Available
	
	C = 3b - Not Competed
	E = 3  - Woman-Owned Business
	

	C = 3a - Not Competed
	
	
	
	
	
	
	

	C = 2b - Actions with UNICOR
	
	
	
	
	
	
	

	NOTES:
	
	
	
	
	
	
	
	
	

	1
	
	Includes Purchase Orders and MODIFICATIONS to such actions (FAR 13).
	
	
	
	
	
	

	2
	
	Orders and MODS of such orders under FSS awarded by GSA.
	
	
	
	
	
	

	3
	
	Orders and MODS of such orders under FSS awarded by other than GSA.
	
	
	
	
	
	

	4
	
	Orders and Order MODS under DOD or locally written Indefinite Delivery Contracts, including BOAs.
	
	
	
	

	5
	
	Contracts not categorized in 1-4 such as “C” or “D” type contracts and MODS thereto.
	
	
	
	
	
	

	6
	
	Any subsequent MOD or order under a Contract will be coded competitive IF the CONTRACT was awarded COMPETITIVELY.
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	COLUMN B
	COLUMN C
	COLUMN E
	EXEMPT?
	DESCRIPTION

	3A
	2A
	
	Y
	"M"/UNDER $2500/SB (EXCEPT PURCHASE CARD)

	4A
	2B
	
	Y
	"M"/UNDER $2500/LB (EXCEPT PURCHASE CARD)

	3A
	1A
	
	N
	"M"/COMPETED/SB/NOT SB SET-ASIDE/OVER $2500

	3A
	1A
	1A
	N
	"M"/COMPETED/SB/SB SET-ASIDE/OVER $2500

	3A
	3A
	
	N
	"M"/NOT COMPETED/SB/OVER $2500

	3B
	1A
	
	Y
	"F"/SB

	4A
	1B
	
	N
	"M"/COMPETED/LB/OVER $2500

	4A
	3B
	
	N
	"M"/NOT COMPETED/LB/OVER $2500

	4B
	1B
	
	Y
	"F"/LB

	3D
	1A
	
	N
	"D"/COMPETED/SB/ORDERS & MODS TO ORDERS

	4D
	1B
	
	N
	"D"/COMPETED/LB/ORDERS & MODS TO ORDERS

	3D
	3A
	
	N
	"D"/NOT COMPETED/SB/ORDERS & MODS TO ORDERS

	4D
	3B
	
	N
	"D"/NOT COMPETED/LB/ORDERS & MODS TO ORDERS

	3D
	2A
	2A
	N
	"G" OR "D"/8A/ORDERS & MODS TO ORDERS

	3D
	1A
	1B
	N
	"D"/COMPETED/SB/SB SET-ASIDE/ORDERS & MODS TO ORDERS

	3E
	1A
	
	N
	"C" AND "D" KT MODS ONLY/COMPETED/SB

	4E
	1B
	
	N
	"C" AND "D" KT MODS ONLY/COMPETED/LB

	3E
	3A
	
	N
	"C" AND "D" KT MODS ONLY/NOT COMPETED/SB

	4E
	3B
	
	N
	"C" AND "D" KT MODS ONLY/NOT COMPETED/LB

	3E
	2A
	2A
	N
	"C" AND "D" & "G"  KT MODS ONLY/8A

	3E
	1A
	1B
	N
	"C" AND "D" KT MODS ONLY/COMPETED/SB/SB SET-ASIDE

	6E
	2D
	5
	Y
	ACTIONS WITH NISH

	
	
	ADD:
	
	IF:

	
	
	2E
	
	COMPANY IS SDB

	
	
	3
	
	COMPANY IS WOMAN OWNED

	
	
	2A
	
	WENT THRU 8A PROGRAM

	NOTES:
	
	
	
	

	1.  CONTRACT (KT) MODS BEGIN WITH P AND CONTAIN 5 NUMERIC DIGITS (P00001).

	2.  PURCHASE CARDS UNDER $2500 ARE NOT REPORTED; OVER $2500 ARE REPORTED.

	3.  MODS TO ORDERS/CONTRACTS ARE REPORTED THE SAME AS THE BASIC ORDER/CONTRACT. 


NOTE:  As of 1 Oct 04, this requirement will not exist.
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	DEFENSE INFORMATION SYSTEMS AGENCY
701 S. COURTHOUSE ROAD

ARLINGTON, VA  22204-2199


IN REPLY 

REFER TO  
MEMORANDUM FOR 

SUBJECT:  
Delegation of Micro-purchase Authority 

1.  You are hereby delegated micro-purchase authority to purchase and pay for supplies and services utilizing a government-wide commercial purchase card.  The amount of any single purchase may not exceed $2,500.  The dollar limitation for monthly purchases will be $25,000.

2.  All purchases must be made in accordance with applicable laws and regulations, such as the Federal Acquisition Regulation (FAR), DOD Federal Acquisition Regulation Supplement (DFARS), GSA’s Federal Supply Schedules, DISA Acquisition Regulation Supplement (DARS), and DISA Acquisition Deskbook, Commercial Purchase Card Program.

3.  The delegation does not authorize you to (a) purchase supplies or services on the open market that are required to be obtained from mandatory sources of supply (see FAR Part 8); (b) procure supplies or services for which procurement responsibility has been assigned to another organizational element; or (c) purchase any of the supplies or services listed in DISA Acquisition Deskbook, chapter 2, paragraph 3, Unauthorized Use. 

4.  This delegation may be suspended or revoked, by written notification, at any time, and shall automatically terminate upon your separation from the Agency or upon reassignment to another office within the Agency.   

5.  Your Agency/Organization Point of Contact is ______________, DISA PL  , (XXX) XXX-XXXX, (DSN XXX) and your Approving Official is ________________________.

DITCO-Scott or DITCO-NCR Head of the Contracting Office Signature Block as applicable.
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	DEFENSE INFORMATION SYSTEMS AGENCY
701 S. COURTHOUSE ROAD

ARLINGTON, VA  22204-2199


     
IN REPLY 

REFER TO:  
MEMORANDUM FOR 

SUBJECT:  
Delegation of Purchase Card Authority for Payment Using


the DD Form 1556

1.  You are hereby delegated the authority for a government-wide commercial purchase card for the express purpose of using the commercial purchase card as a method of payment for commercial training procured using DD Form 1556.  The DD Form 1556 may be used for any currently authorized purpose, but shall cite the purchase card as the method of payment.  A single purchase limit of $25,000 per DD Form 1556 with a monthly limit of $100,000 is authorized using Merchant Activity Type Code 684, Schools and Educational Services.

2.  Reference DOD Financial Management Regulation, Volume 10, chapter 12, for applicable laws and regulations governing use of the DD Form 1556.

3.  This delegation may be suspended or revoked, by notifying you in writing, at any time and shall automatically terminate upon your separation from the Agency or upon reassignment to another office within the Agency.   

4. Your Agency/Organization Point of Contact is _________________, DISA PL__, (XXX) XXX-XXXX, (DSN XXX) and your Approving Official is __________________________.

DITCO-Scott or DITCO-NCR Head of the Contracting Office Signature Block, as applicable 
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	DEFENSE INFORMATION SYSTEMS AGENCY
701 S. COURTHOUSE ROAD

ARLINGTON, VA  22204-2199


IN REPLY

REFER TO:  

MEMORANDUM FOR 


SUBJECT: 
Approving Official Appointment Letter

1.  You are hereby appointed as a Government Purchase Card Approving Official under the administration of the Agency/Organization Program Coordinator (A/OPC).  Your appointment is effective as of the above date and shall remain in effect until:  you are reassigned, employment is terminated or your appointment is otherwise cancelled or revoked.

2.  As Approving Official you are responsible for the verification that only authorized official purchases are made by Government Purchase Card (GPC) cardholder(s) assigned to you.  You shall verify that all cardholders followed regulations and policies applicable to the Government Purchase Card Program.  You shall approve and process the GPC monthly Statement of Account (SOA) within five business days of receipt.  You will ensure that all accountable property purchased with the GPC is identified to the Property Book Officer.

3.  You must receive yearly, Government Ethics training in accordance with Regulation 5 C.F.R. 2638 and certify that such training has taken place, in accordance with local policy and guidance.  You shall furnish information required for acquisition reporting purposes in the manner and time specified in accordance with local guidance.  You will report to the A/OPC when any cardholder assigned to you departs or otherwise no longer needs their card.

4.  As someone involved in approving the spending of public funds, you are held to high standards of responsibility and accountability.  In accordance with FMR Vol 5, Chapter 33, you are cautioned that you may be held pecuniarily liable for improper purchases that you have nevertheless approved for payment.  Misuse of certification may also lead to negative actions, to include a reduction in your office limit to termination of federal employment, and criminal prosecution, depending on the circumstances.

5.  Your appointment may be revoked at any time by the undersigned authority or successor.  Should you be reassigned from your present position or should your employment be terminated while this appointment is in effect, you shall promptly notify the A/OPC in writing so that your appointment may be cancelled.

                                                                                                                       Enclosure 8
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6.  Acknowledgment.  The undersigned will acknowledge acceptance of this appointment by returning a signed copy of this memorandum to cognizant, A/OPC.




A/OPC

Acknowledgment of Acceptance:

__________________________

Date _____________

Enclosure 8 (continued)
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	DEFENSE INFORMATION SYSTEMS AGENCY
701 S. COURTHOUSE ROAD

ARLINGTON, VA  22204-2199


IN REPLY

REFER TO: 
MEMORANDUM FOR 

SUBJECT:
Contracting Officer’s Limitations - Commercial Purchase Card Program

Reference:
DISA Acquisition Deskbook – Commercial Purchase Card Program

1.  In accordance with your Certificate of Appointment (SF 1402) as a DISA Contracting Officer, the Head of the Contracting Activity has delegated you procurement authority subject to the limitations set forth on the appointment.

2.  Notwithstanding your Contracting Officer appointment, the following limitations to your procurement authority apply when you use the government-wide commercial purchase card as a method of purchase or payment.

    (a)  Your Single Purchase Limit (SPL) when using the purchase card as a method of payment for a written or oral order is: $__________________

    (b)  Your Billing Cycle (Monthly) Limit is:  $___________.

    (c)  Your Approving Official is:  _________________________.

2.  Your authority for purchase card transactions may be further limited if you use the purchase card for any unauthorized acquisitions listed in the DISA Acquisition Deskbook, Commercial Purchase Card Program (see unauthorized use), or any other violation whereby your contract authority limitation is suspended or revoked.

Enclosure 9

2
DISA PLD-Deskbook

DISA Memo, (Office Code), Contracting Officer’s Limitations - Commercial Purchase Card Program, (date)

3.  This delegation of purchase card procurement authority for transactions above the micro-purchase threshold requires you to successfully complete purchase card refresher training every two (2) years.  Failure to comply with regulatory and statutory stipulations for use of the Government-wide commercial purchase card, to include completing refresher training every two (2) years, may result in suspension or revocation of your purchase card procurement authority.

4.  Mandatory Refresher Training is available at the Defense Acquisition University Continuous Learning Center.  The course title is “DOD Government Purchase Card Tutorial.” (http://clc.dau.mil/kc/no_login/portal.asp.) 

When you have finished, with a passing grade of at least 70%, make sure to print the results, provide a copy of the test score to your designated A/OPC, and save a copy for your records.

5.  If you have any questions, please contact your serving primary or alternate A/OPC. 

HCO

SIGNATURE BLOCK

Enclosure 9 (continued)
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CONFIRMATION OF ORDER VIA GOVERNMENT-WIDE PURCHASE CARD

DATE ORDERED:

ORDER/FUNDS  #:        
CC200XXXXXX/Dxxxxxxxxxxx Please reference this


number on all correspondence relating to this number.

VENDOR INFORMATION ORDER PLACED WITH:

Company Name/Address:    
XYZ Corp.


1234 East Drive


Pleasantville, Il 12345-1234

Company POC Name/Info:


   Telephone Number:


   FAX Number:


   E-mail address:


Order Placed By:


   Telephone Number:


   FAX Number:


   E-mail address:


Contracting Office:


Dollar value authorized on this order that can NOT be exceeded:

Invoice must be in arrear of delivery of item(s) or services performed.  Payment will be made after items/services have been accepted by the Government.

Call the above Contracting Officer to get the Government Purchase Card number.

The vendor POC identified above should be the person calling for the card information.

Shipping/delivery instructions:  Note: Shipping is FOB Destination unless otherwise agreed upon by the Contracting Officer.

Requirement:  (State what the requirement is for – purchase hardware or software, etc.)

Description of order/requirement:

Additional Information: 
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REPORT CONTROL SYMBOL

DPP&L(M) 1014

1. CONTROL NO. (Optional)

2. PURCHASE REQUEST NO./

    REQUISITION NO.

DMCTUU-9999-9999

3. TOTAL ESTIMATED VALUE

    (Including options) 

$19,950.00

4. SOLICITATION NO./CONTRACT

    MODIFICATION NO.  

5. BUYER

a. NAME (Last, First, Middle Initial) 

XXXXXXXXXXXXXXXXXXX

b. OFFICE SYMBOL

XXXXX

c. TELEPHONE (Include Area Code) 

(

6. ITEM DESCRIPTION (including quantity)  

6a. FEDERAL SUPPLY CLASS/SERVICE

      (FSC/SVC) CODE

PLEASE PROVIDE A COMPLETE DESCRIPTION OF THE PRODUCT OR SERVICE

REQUIRED, INCLUDING QUANTITIES AND NEED DATE(S).

7. TYPE OF COORDINATION (X one)  

X

a. INITIAL CONTRACT

b. MODIFICATION

c. WITHDRAWAL

8. SMALL BUSINESS SIZE STANDARD  

a. STANDARD INDUSTRY CODE (SIC) 

b. NO. OF

EMPLOYEES

c. DOLLARS 

See block 14.

9. RECOMMENDATION (X as applicable) (If all recommendations are

                   'No', explain in Remarks)

YES

NO

x

a. SECTION 8(A) (X one)  

(1) Competitive

(2) Sole Source 

x

b. SMALL DISADVANTAGED BUSINESS (SDB) SET-ASIDE  

10. ACQUISITION HISTORY (X one)  

x

a. FIRST TIME BUY  

b. PREVIOUS ACQUISITION (X all that apply)  

x

d. SMALL BUSINESS (SB) SET-ASIDE (List Percentage)                            

x

e. EMERGING SMALL BUSINESS SET-ASIDE  

x

f. EVALUATION REFERENCE FOR SDBs 

x

g. SMALL BUSINESS-SMALL PURCHASE (SB-SP) SET-ASIDE  

x

c. HISTORICALLY BLACK COLLEGES AND UNIVERSITIES/MINORITY

   INSTITUTIONS (HBCU/MI) SET-ASIDE (List percentage) 

                                                                                                         

%

%

(1) Section 8(A)

(2) SDB Set-Aside 

(3) HBCU/MI Set-Aside 

(4) SB Set-Aside 

(5) SB-AP Set-Aside 

(6) Other (Specify) 

(7) Two or more responsive SB offers on prior acquisition 

(8) One or more responsive SB offer(s) within 10% of award price of prior acquisition

11. SB PROGRESS 

PAYMENTS

     

 (X one)  

x

b. NO

12. SUBCONTRACTING PLAN

      REQUIRED (X one)  

a. YES

x

b. NO

13. SYNOPSIS REQUIRED (X one)  

a. YES

x

b. NO

(If "NO", cite FAR 5.202 exception)

14. REMARKS  

Please show the results of Market Surveys, listing the names and sizes of businesses.  Also, please provide any justification for

recommending award to a large business and any reasons small business cannot provide the required product/service.

THE FOLLOWING URLS MAY BE USED TO DETERMINE THE REQUIRED SIC CODE FOR BLOCK #8(a) AND TO SEARCH FOR 8(a) AND

SMALL DISADVANTAGED BUSINESSES (SDB):

     FOR SIC CODES:  http://www.sba.gov/regulations/siccodes/

     TO SEARCH FOR 8(a) AND SDB FIRMS:  http://pro-net.sba.gov/pro-net/search.html

15. REVIEWED BY SMALL BUSINESS ADMINISTRATION (SBA)

      REPRESENTATIVE  

a. NAME (Last, First, Middle Initial)  

b. SIGNATURE  

c. DATE SIGNED

    (YYMMDD) 

16. LOCAL USE  

a. YES

17. CONTRACTING OFFICER (X one)  

x

a. CONCURS  

b. REJECTS  

c. RECOMMENDATIONS (Document rejections on reverse side)  

d. NAME (Last, First, Middle Initial)  

e. SIGNATURE  

f. DATE SIGNED

    (YYMMDD)          

CARD MUST BE SIGNED/DATED BY CARDHOLDER/CO

18. SMALL BUSINESS SPECIALIST (X one)   

a. CONCURS  

b. appeals

NOTE: Any change in the acquisition plan this coordination record

          describes will require return for re-evaluation by the SB

          specialist.

c. NAME (Last, First, Middle Initial)  

d. SIGNATURE  

e. DATE SIGNED

    (YYMMDD)          

DD Form 2579, MAY 91
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Complete this form prior to soliciting


Quotes.





� EMBED FormFlowFiller  ���














FOR NAICS CODES:   http://www.census.gov/epcd/www/naicstab.htm
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