Department of Veterans Affairs                                 Network Memorandum 10N2-48-01

VA Healthcare Network                                                                                 July 20, 2001

Upstate New York                      


GOVERNMENT-WIDE PURCHASE CARD PROGRAM

1.
PURPOSE: This VA Healthcare Network memorandum establishes network policy pertaining to the Purchase Card program.

2.
POLICY:  The Veterans Health Administration (VHA) of the Department of Veterans Affairs (VA) must utilize the government purchase card, for micro purchases under $2500.  Purchase cards must also be used to the maximum extent practicable, for purchases above the micro-purchase threshold (over $2500) up to the Simplified Acquisition threshold ($100,000) where applicable warranting has been completed.  The purchase card program is designed to reduce paperwork and administrative costs and to streamline purchasing and payment procedure.  Paperwork, either manual or electronic, in support of purchase card procurements shall be kept to the minimum necessary to ensure adequate internal controls.

3.
RESPONSIBILITIES:



a.  
Purchase Card Program Coordinator (Network Program Analyst VISN 2) is responsible for:



1.
Oversight of the program to include monitoring that each site is meeting requirements for documentation of training and delegations of authority, timelines of reconciliation and approval,  ensuring that audits are being performed, etc.



2.
Consolidation of reports from each site into one VISN wide report to make it easier to see how we are doing.

3.   Implementing the program to include contract compliance with the Purchase Card Program Contractor’s rules and regulations, and disseminating appropriate sections the coordinators guide to the Billing and Dispute officials.  NOTE:  This individual cannot be a cardholder or an Approving Official.

4.  Assuring appropriate training has been provided, with mandatory certification, as outlined in the purchase card guide of cardholders, approving officials, alternate approving officials, and designated surrogates, prior to issuance of purchase cards.

5.  Retrieving and canceling all cards of any employee who either terminates employment or violates purchase card procedures.

6.  Being the designated point of contact for agency receipt of all credit cards after initial setup; and following-up on non-receipt of cards after 5 working days.

7.  Giving card to cardholder with activation instructions as provided with the card.

8.  Performing daily maintenance on-line, to include setting up cardholder and Approving Official accounts in the Purchase Card Program Contractor proprietary system and in IFCAP’s registration menu, as well as:

a.  Card cancellations.

b.  Changes in Approving Official or cardholder.

c.  Changes in master accounting code.

d.  Corrections to cardholder identification information (misspelling or name change due to marriage or divorce).

e.  Replacing damaged cards (not lost or stolen ones).

b.  Dispute Officer is responsible for:  Coordinating and monitoring disputed procurements, credits and billing errors that cannot be resolved by cardholder within 30 days.  Dispute Officer will only intercede in a dispute after a dispute form has been submitted through Citibank and no resolve has been achieved.

c.  Cardholder is responsible for the following duties, which will be included in the individual’s performance plan:



1.  Attending appropriate acquisition training and signing VA Form 0242, Government Wide Purchase Card Certification to become the contracting officer of record for any purchases made with the card.  This will include successful completion of GSA Smart pay Web-Based training located at HTTP://WWW.FSS.GSA.GOV/SERVICES/GSA-SMARTPAY/AGENCY.CFM.

2. Complying with all acquisition regulations, Federal, VA and Local to include 8A, small business, Javis Wagner O'Day Act and mandatory sources.

3. Following activation instructions when card is issued.

4. Verifying funds availability prior to making purchase and complying with single purchase and cardholder limits placed on the card.

5. Inputting order into IFCAP within 1 workday of purchase to include correct control point, cost center and budget object class for the transaction. NOTE: Where best practice warrants, a designated surrogate may perform this function.

6. Review of open and incomplete Purchase Card orders to insure that orders do not remain open, not received and paid for, or incomplete.  Orders generally should not be left open for more than 90 days or incomplete for more than 30 days.

7. Reconciling (matching) payment charge from bank within 17 days of IFCAP Purchase Card message, to include:




a.
Reconciling charges within tolerance as established by Financial Service Center (currently $100 or 100%, whichever is less) and annotating the comment field of the IFCAP order or reconciling differences in excess of the tolerance with the vender and amending the IFCAP order to reflect the difference.  Every charge will be disputed and/or reconciled, as appropriate, before it is 30 days old.  Failure to reconcile within the 30 day time frame will be considered a violation of Network policy and result in immediate suspension of Purchase Card privileges.  Note: Shorter timeframes or other expedients as determined by management may be required to ensure costing is accurate and the annual certification of financial records can be completed.




b.
Ensuring receipt of goods ordered.




c.
Providing Approving Official applicable receipt records to enable certification of payment.




d.
Maintaining appropriate receipt records (packing slip, receipt, cash register slip or sales slip) in accordance with VA manual MP-4, Part X, item No. 5-1c. These records will be maintained in Purchase Order number sequence.

8.  Safeguarding the card, not allowing others to utilize the card and only utilizing the card only for official Government use.  Inappropriate use of the card will result in immediate cancellation of the card, possible disciplinary action and/or issuance of a bill of collection for the full cost of the procurement.  

9.  Notifying Purchase Card Coordinator, Approving Official and Citibank immediately if card is lost or stolen.   Failure to notify above individuals may subject cardholder to any charges made on a lost or stolen card.

10. Resolving disputes with vendor or after reasonable effort is unable to resolve conflict, files Disputes Form with Citibank.  If dispute is not for item listed on form and no satisfactory resolution can be obtained, then refer the issue to the Dispute Coordinator within 30 days.  Sales tax and shipping costs are only disputable with the vendor.

11. Turning in card to Program Coordinator, certifying the final billing and forwarding to the Approving Official prior to leaving service.

    d.  Approving Official is responsible for duties, which will be included in the individual’s performance plan:



1.  Attending appropriate acquisition training and signing VA Form 0242, indicating acceptance of responsibility. This will include successful completion of GSA Smart pay Web-Based training located at HTTP://WWW.FSS.GSA.GOV/SERVICES/GSA-SMARTPAY/AGENCY.CFM.



2.  Recommending individuals to the HCA for appointment as cardholders and recommending single purchase and monthly purchase limits in conjunction with Program Coordinator and Billing Office.



3.  Monitors the use of the card by the cardholder, to ensure that purchases made are:




a.
Within assigned limits.




b.
Not fragmented to stay within cardholder limits.




c.
For the items designated for that card



4.  Certifying all transactions made by the cardholder and assuring applicable documentation is maintained.



5.  Ensuring that acquisition regulations - Federal, VA and Local are followed. 



6.  Certifying that all procurements are legal and proper and that items are received. Certification of inappropriate procurements will result in immediate revocation of approving authority, possible disciplinary action and/or issuance of a bill of collection for the full cost of the procurement.  NOTE: Questions and concerns will be addressed to the billing office for written determination.



7.  Certifying reconciled payment charges in IFCAP within 14 days of receipt from cardholder.



8.  Approving Officials may designate an Alternate Approving Official for his/her accounts.  This individual may then function as the Approving Official would, doing reconciliations in the absence of the Cardholder and certifying reconciled orders in the absence of the regular Approving Official.


e.  Billing Office is responsible for:



1.  Ensuring that single purchase and monthly purchase limits are within fund control limits.



2.  Establishing default code string and merchant codes for all credit cards and submitting to Program Coordinator.



3.  Auditing Cardholder and Approving Official records(in coordination with Program Coordinator and HCA)  to ensure compliance with applicable policy and procedures.  Monthly review of cardholders accounts will be accomplished using the statistical sampling of purchases provided by Financial Service Center.  A quarterly joint review will be conducted of all cardholder accounts, not reviewed in the statistical sampling.  These audits will check for the items enumerated in Appendix A, VHA Handbook 1730.1, proper costing, appropriate follow-up on disputes, overcharges and credits.



4.  Fiscal Officer (or designee) is responsible for taking corrective action for purchasing or payment errors and faxing the results to FSC's Quality Review/FMFIA Staff at (512) 389-5088.  NOTE: Irregularities discovered during the audits or at any other time shall result in appropriate corrective action.


f.  A&MM is responsible for:



1.  The Logistics Manager is the Head of the Contracting Activity at each site and is responsible for:

· Coordinating with Program Coordinator to ensure:

· That cardholders and approving officials have been trained.

· That FORM 0242 with appropriate signatures is maintained in an appropriate manner for each Cardholder and Approving Official

· Performance of audits of cardholders and approving officials to ensure compliance with applicable policy and procedures in conjunction with Billing Office.



2.  HCA appoints contracting officers and purchase card holders in accordance with  VA Acquisition Regulation (VAAR) (for authority exceeding $2500) or the Government Purchase Card Guide (for authority of $2500 or less.)



3.  A&MM will be responsible for delivery to the using service of items purchased with the card that have been delivered to the loading dock.

4. Logistics Managers will serve as a resource to answer questions for cardholders and approving officials concerning the legality of specific purchases.

5.  Logistics managers will delegate one individual per site to serve as subject matter expert to work with Program Coordinator to ensure continuing Customer Support.

4.  PROCEDURES:

a.  Department managers will select the appropriate individuals within their department to be cardholders and designate at least one Approving Official for them.  Generally speaking, department heads will not be cardholders, but will be the Approving Official for purchase card transactions made in their department.  An employee may not be the Approving Official for his/her Supervisor.  Both cardholders and approving officials must attend training in applicable procurement and financial requirements prior to utilizing the card for purchases.  Coordinators will conduct training for the IFCAP portion of the process; documentation of orders, reconciling each payment with the corresponding purchase, reviewing and approving orders upon completion, etc.


b.  At the conclusion of training, a statement will be signed by each cardholder and approving official that training was received, the purchase card will be used appropriately and that they are aware of the actions which may be taken as a result of unauthorized or inappropriate use of the card.


c.  The card may be used by cardholders to purchase goods and services that cost less than a total of $2500 but may not be used to purchase:




Real Property (rental or purchase)

Gas or Oil for GSA Vehicles used for official business

Personal goods or personal services of any kind

Cash Advances

Membership in organizations of clubs unless deemed appropriate by the 


facility Director

No items procured and given away and/or presented as a gift, may be disposed 
of where the government loses title, without legislative authority

Telecommunications services

Travel Related Expenses

NOTE: Listing is not all inclusive.  National, Network and local procurements, commitments and contracts need to be followed.  Questions and concerns will be addressed to the local Billing Office for written determination.


d.  The following items are restricted to purchase by those specific fund controls that are authorized to purchase them:




Construction  (May not exceed $2000)

Engineering Services

Architectural Services

ADP Software

Tuition and Training

Books & Periodical Subscriptions

Equipment (including ADP and Telecommunications Equipment) may only be 

purchased by A&MM personnel to ensure inclusion on CMR


e.  Cardholders will make all authorized/allowed purchases for total amounts of less than $2500, unless:

1.  Requirements are for replenishment of inventory items for locations maintained in GIP and managed by A&MM personnel.



2.  The purchase is only available from a vender who will not accept the card, or;

3.  Approval is granted by the Logistics Manager at the particular site, for a compelling reason.


f.  Each cardholder will be assigned a monthly dollar limit commensurate with the dollars available in the fund control for which they have cards.  These limits may be updated throughout the year, based on the control point budget distribution.  Each card will have one ACC/CC and BOC associated with it.  If cardholders make significant purchases from more than one FCP, having additional cards for each of them should be considered.  It is important that purchases are costed correctly and this can be done by ensuring that the appropriate costing information is entered on the IFCAP Purchase Card order even if a card related to a different FCP is used, however it may be more expeditious to have separate cards.


g.  It is a cardholder responsibility to advise venders that as a governmental entity, we are tax-exempt; as well as advising them the correct address to use for delivery.  Small items that can come through the mail may be addressed to the specific site and must specify the cardholders name, routing symbol and purchase order number.  Based upon circumstances, some sites may want larger packages delivered to the Warehouse, but still including the cardholders name, department, location and purchase order number so that warehouse personnel may make the deliveries within the facility.  Cardholders are responsible to get a Materiel Safety Data Sheet when ordering a new, hazardous product.  When purchasing any electrical item, cardholders must prepare a work order for electrical inspection prior to the item being used.


h.  All purchases must be recorded in IFCAP within one day of the purchase being made.  This documentation will generally be in the form of a detailed Purchase Card order with use of the simplified for m being restricted to pick ups, registrations, and emergency orders where sufficient time is not available for A&MM Service to enter Vendor information into the database prior to the order placement.  At minimum, each order must show the vender, date purchased, a description of the item(s) purchased (not just "supplies" or anything similar) the total cost including any shipping and/or service charges and the correct FCP, CC and BOC to be charged for the purchase.  All efforts will be made to use detailed Purchase Card orders and repetitive item numbers for procurement of recurring needs.


i.  This documentation will set-aside (or commit) the appropriate amount of money to pay for the items ordered in the running balance of the FCP shown on the order.  Promptly recording purchases in IFCAP will lessen the chance of committing more money than the FCP has to spend.


j.  As Citibank pays venders on the cardholder's behalf, this information will be visible to the cardholders in the Reconciliation option of their Purchase Card menu.  These payment transactions must be reconciled (or matched) with the appropriate order within 17 days of receipt of the transaction.  If there is a problem with the charge (cost in excess of price quoted, non-receipt of ordered item or receipt of damaged, item, etc.)  Cardholders are responsible to contact venders and ensure correction of the problem.  If unable to quickly resolve the problem with the vender, a Discrepancy Report must be filed with Citibank within 60 days of initial receipt of the incorrect charge and they will investigate the problem.


k.  In the meantime, the inappropriate or excessive charge should still be reconciled to the involved order but it must be annotated as "disputed" and a brief description of the problem shown in the Remarks section when reconciling.  It must also be shown that Final Payment has not been made until all required Credits, etc. have been received.  If there is a problem, it is the Cardholders responsibility to follow-up until it has been resolved.


l.  A copy of any Disputes filed with the bank should be retained.  If the problem persists and the cardholder is unable to get resolution, he/she should contact the Disputes Coordinator for assistance.


m.  When all payments have been reconciled and all ordered items have been received, the cardholder so indicates in IFCAP, and the information will be automatically forwarded to the Approving Official in his/her Purchase Card menu that they have a (completed) order to approve.  The money set-aside in the FCP is also adjusted to correspond with the amount actually paid.  If it is a bit more or less than indicated on the original Purchase Card Order, the FCP is charged appropriately.


n.  Once notification is sent to the Approving Official, he/she has fourteen (14) days to approve the order. He/she is actually reviewing the order for appropriateness of items purchased, adherence to acquisition regulations, etc.


o.  Approving Officials may designate an Alternate Approving Official on his/her accounts.  This individual requires the same training and must sign the same form as the regular Approving Official.  Once this is done, he/she can reconcile orders for cardholders if they are unavailable as well as certifying reconciled orders in lieu of the regular Approving Official.  This will help to prevent delinquent reconciliations and/or approvals.


p.  Cardholders are required to maintain documentation of purchases, including packing slips, invoices, copies of Dispute forms, etc. for three years following final payment on the order.  This documentation is to be kept in Purchase Order number sequence to facilitate its location if needed.


q.  Purchase Card coordinator and Billing Office are required to perform periodic audits to ensure compliance with regulations.  If minor deviation is found (not ordering from a mandatory source, etc.) the Cardholder is just reminded of the requirements to follow Procurement regulations.  Major deviation or repeated minor deviations may result in card revocation and/or disciplinary action.
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