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Overview of the Handbook

	Introduction
	The Veterans Benefits Administration (VBA) must utilize the government purchase card, for micro-purchases (less than $2,500) under the Government-wide Commercial Purchase Card Program.  Purchase Cards will also be used to the maximum extent possible, for purchases up to the simplified acquisition threshold ($100,000) where appropriate warranting (additional training) has been completed.  The Purchase Card Program was designed to reduce paperwork and administrative costs associated with the procurement of supplies, streamline the payment process, and improve cash management.  The use of the Purchase Card is for Government use only and is tax exempt.

The VBA Purchase Card Handbook is published to state policies, procedures, responsibilities and references for utilizing the Purchase Card Program.  VBA field facilities and Headquarters program and service offices will adhere to procedures outlined in this handbook in preventing waste, fraud and abuse of the purchase card program.  This handbook is not the sole procedural guidance for the Purchase Card Program.  Federal Acquisition Regulations (FAR) and VA Acquisition Regulations (VAAR) govern this program.  All VBA entities should also adhere to these regulations.

The purchase card may not be used for the following:

A.
Rental or lease of land or buildings of any type.

B.
Procurement of travel (airline, bus, boat or train tickets) or travel related expenses (Excluding conference rooms, meeting spaces and local transportation services (e.g. Metro fare cards, subway tokens, toll passes etc).

C.
Procurement of meals, drinks, entertainment or lodging at hotels or motels, when in conjunction with official employee travel.

D.
Procurement of gasoline or oil for vehicles used for official business. (only exception when Fleet Card cannot be used).  VBA Fleet Managers are responsible for fleet issues.

E.
Procurement of personal goods of any kind.

F.
Cash Advances (the Bankcard is not authorized for cash advances through a bank teller or ATM Machine).

G.
Memberships in organizations or clubs, unless deemed appropriate by the facility director.

H. No item may be procured and given away, presented as a gift, or may be disposed of where the Government loses title, without legislative authority.

I. Third-Party Merchants (Paypal, eMoney, Eaccount, etc). 
The agency procurement office should be advised before purchasing the

following as these items and commodities are governed by specific restriction:

Printing or copying services.  Public Law 102-392 requires that all federal printing be procured by or through the Government Printing Office (GPO).  There are no exceptions to the law without a written waiver.  In those atypical emergencies that GPO cannot meet, Publication Services will request a waiver.

REGULATIONS AND RESOURCES

This Guide was not designed to repeat or alter the detailed information set forth in the referenced regulations and web sites.  However, there may be some cases where the information might be repeated.

The Program guidelines are in accordance with the information and regulations established in:

· Federal Acquisition Regulation (FAR);

· VA Acquisition Regulation (VAAR);

· Treasury Financial Manual (FM) and:

· Federal Information Resources Management Regulation (FIRMR)

Other related VA Reference Materials:

· VA Handbook 4080 – Government Purchase Card Procedures

· VA Directive 4080 – Government Purchase Card Policy

· VBA Training Guide

RELATED PROGRAMS

Convenience Check Program: Convenience Checks are a product and service provided by Citibank for instances where the purchase card cannot be used.  Normally, the Agent Cashier has use of the checks, with oversight by the station Finance Chief.  Even though,  checks are written on a card account with established dollar limits, the purchase card micro-purchase limit restrictions and training do not apply on the use of Convenience Checks.  At VA the routine check limit is $2,500.00; and the limit for non-routine is up to $10,000.00. Conveniences Checks used over the $2,500.00 limit are authorized, however, an approval must be granted by the VBA/VACO, Financial Operations (241G). Convenience checks are issued and accepted domestically and internationally by merchant establishments and financial institutions. The checks are guaranteed by the contractor against loss or theft, affording VA protection against financial loss.  Convenience checks are an integrated part of the VBA Purchase Program.    Upon receipt of the convenience checks, VBA stations will treat the checks as an accountable item. Station will establish written internal controls. VA does not receive rebates from Citibank for Convenience Check usage. 

The following Web Sites contain a wealth of information that will assist you in your role as a participant in the Purchase Card Program. Forms, guides, Citidirect information, GSASmartPay Information,  training material, shopping malls, mandatory source materials, VA News, updates, and VA MCC Template data can all be accessed from one of the following web sites:

· VBA Resource Management/Purchase Card Web Site:  
· http://152.124.238.193/bl/20/cfo/Fin/Fin241G/241Gindex.htm   

· VA VALOCITI: http://www.va.gov/ofinop/valociti/       
· GSA SmartPay Contract: http://fss.gsa.gov/services/gsa-smartpay    
· Citibank Government Card Services CitiManager Web site:     www.citimanager.com       

· Citidirect Web Based Information Management System: 

http://www.cards.citidirect.com   
· GSA SmartPay Web Based Purchase Card Training Web Site:     http://www.fss.gsa.gov/webtraining/trainingdocs/smartpaytraining/index.cfm        

· GSA SmartPay A/OPC Training Course:   http://www.fss.gsa.gov/webtraining/trainingdocs/aopctraining/index.cfm         
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Chapter 1

Defining Responsibilities

	Introduction
	The purpose of this guide is to provide a clear understanding of how the purchase card program is managed within VBA.  This chapter provides an overview of oversight and management responsibilities within the purchase card program.

A successful purchase card program evolves from the joint effort of all responsible parties as shown in this chapter.



	In This Chapter
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Program Oversight

	
	The Office of Financial Systems (047E), has overall responsibility for the implementation of the Purchase Card Program in the Department of Veterans Affairs and issues Departmental procedural guidance.

The Director of the Office of Resource Management (ORM/24), VBA Headquarters, has overall responsibility for organizational implementation and oversight of the government purchase card program within VBA.  Any purchase card waiver request will be coordinated through the Director, ORM.
(1) VBA/VACO Financial Operations (241G) will work closely with the  Office of Financial Systems to effectively maintain management controls and ensure the integrity of the Purchase Card Program in VBA.
(2) The Office of Resource Management and Financial Operations (241G) will monitor use of the purchase card program by providing Administrative oversight, training and conducting periodic reviews as required.
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Local Implementation

	
	Veterans Benefits Regional Office (RO) Director and/or Assistant RO Director is the Head of the Contracting Activity (HCA) at the facility level.  The RO Director and/or Assistant RO Director or other VBA Facility Directors are responsible for:

(1) Implementing the purchase card program at the Regional Office and providing management support to the program.

(2) The Station Director will delegate in writing a Program Coordinator, Alternate Program Coordinator,  Billing Officer and Dispute Officer.  The Program Coordinator can also serve as the Dispute Officer, but not as the Billing Officer.

(3) Appointing contracting officers and purchase cardholders in accordance with VA Acquisition Regulations (VAAR) (for authority exceeding $2,500) or the Government Purchase Card Procedures Guide (for authority of $2,500 or less).

(4) Decentralizing local purchasing through the dissemination of purchase cards, to trained personnel permanently assigned to service/product lines.  Purchase cards will be maintained and kept by the assigned cardholder.  Cardholders will not be contracted individuals.

(5) Oversight of procurement integrity.

(6) Ensuring that the annual audits of cardholders and approving officials is accomplished.  Following-up and responding to any audit reviews as requested. Ensure local  quarterly focus reviews are accomplished.  See Chapter 5

(7) Certifying that the purchase card policy is being adhered to on the end-of-fiscal year certification of accounting records along with the Finance Officer.

(8) Reporting any possible fraudulent, improper and questionable use of the purchase card to the Office of Inspector General, for both  VA and Commercial Merchants/Vendors.
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Providing Purchase Cards to VA

	
	A purchase card contractor is a financial institution under the GSA SmartPay master contract.  VA awarded a task order to Citibank as its purchase card contractor for purchase, travel and fleet card services.  The purchase card contractor is responsible for:

(1) Issuing purchase cards to authorized VA employees at the request of the program coordinator.  Also, if a conversion from one contract bank to another occurs, the new contract bank will verify with VA that the transferred file contains current employees on station roles prior to setting up card accounts.

(2) Performing account maintenance functions as requested by the program coordinator or alternate coordinator of record.

(3) Processing and submitting billing transactions to the Financial Service Center (FSC) on a daily basis.

(4) Submitting timely management reports to the Purchase Card Program Coordinator and authorized VA management officials.
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Purchase Card Contractor Payment

	
	The Financial Services Center (FSC) is the designated Payment Office.  The FSC is responsible for:

(1) Paying Citibank invoices for all VA facilities and recording the initial transaction into FMS, based on the default accounting code associated with each purchase card account including chapter 31 purchase cards.

(2) Payment processing to the Purchase Card Program Contractor in accordance with the contractor using Fast Pay procedures as cited in the Office of Management and Budget (OMB) Circular A-125, Section 12.

(3) Providing random sampling reports on a monthly basis to the billing offices/Finance Officer.

(4) Providing rebate reporting and appropriate documentation to the billing/finance office.
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Program Coordinator Responsibilities
	
	The Program Coordinator/and or Alternate Program Coordinator as designated by the facility director, will manage the purchase card  program,  serve as the liaison between the station, VA Central Office, VBA Central Office and the contract bank.  This individual can not be a cardholder or approving official.  Individual can serve as the station Dispute Official, but not as the Billing Official.  The Program Coordinator also known as the Agency Organization Program Coordinator (A/OPC) is responsible for:

(1) Implementing and managing the program by adhering to all applicable regulations governing the program.

(2) Completing the GSA Smart Pay Web-Based Training - A/OPC Purchase Card Training  prior to assuming the A/OPC responsibilities.  Reference Link in Regulations and Resources Section. 

(3)
Providing guidance and information disseminated by oversight offices to cardholders, approving officials, billing officers and dispute officers.

(4)
Ensuring that mandatory training is provided to cardholders and approving officials prior to issuance of purchase cards.

(5)
Setting up new purchase card accounts requested by authorized officials.  The program coordinator will coordinate with the billing official, budget official and cardholder to ensure that the appropriate Master Accounting Code (MAC) /Accounting Code String (ASC) is correct prior to card setup submission.  If required the program coordinator will select the appropriate MCC to allow the cardholder to make purchases designated for their card.  Upon receipt of cardholder setup request from the program coordinator, the card contractor will ship purchase cards within seven to ten days of receipt to the program coordinator.  The program coordinator is responsible for following up on cards not received within ten working days after the request has been submitted to the purchase card contractor.

(6)
Distributing purchase cards to cardholders upon receipt.

(7) Providing card activation procedures to cardholders.
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(8) Setting up new accounts; re-issue expired cards, cancel accounts; change card limits, master accounting codes, cardholder addresses; and, other account maintenance actions. 

Note:  The program coordinator or alternate must request address changes for purchase cardholders from the contract bank.  Cardholders are not allowed to change their statement of account delivery address.

(9)  Reviewing management reports (either hard copy or electronic) as distributed by the purchase card contractor and the FSC.

(10) Maintaining a cardholder and Approving Official listing of all Cardholders and Approving Officials assigned.  The listing will consist of cardholder and Approving Official name, the single and monthly purchase limits at a minimum.

(11) Maintaining a file folder on each cardholder.  At a minimum the folder    will contain:  A copy of the VA Form 0242, Government wide Purchase Card Certification Form, a copy of cardholder setup form, copy of FSC random review if applicable, copy of cardholder annual random audit review, refresher training will be documented on the original VA Form 0242 in the Reserved for OA&MM use section.  The A/OPC will also maintain a copy of the focus reviews performed.

(12)  Reporting any disciplinary action taken for fraudulent, improper or    unauthorized use of the card to the OIG and VBA/VACO, Financial Operations (241G).   
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Approving Official (AO) Responsibilities

The Span of Control for VBA AOs is one Approving Official for no more than ten cardholders.  In most cases, the AO should not be a cardholder.  However, where staffing levels necessitate, the AO may be a cardholder but cannot be the AO for his/her own card.  No individual may be the AO for his/her supervisor.  The service/section chief will be responsible for designating the AOs for his/her service.

	
	The Approving Official is responsible for:  

(1) Approving, Verifying, and Reviewing transactions that the cardholders within his/her authority make.   

(2) Accepting responsibilities of an AO by attending acquisition training and signing VA Form 0242 after completion of training.  Will aide in the accountability of the program.

(3)    Recommending employees to the Director/HCA for appointments as cardholders.  Cardholders will not be contracted individuals.

(4)
Ensuring that approved cardholders attend Purchase Card Training.

(5)    Recommending single and monthly purchase limits for approved cardholders to the Program Coordinator.

(6)    Monitoring the use of the purchase card by ensuring that spending limits are honored and no fragmented/split purchases are made and to stay under the single and monthly purchase limit.

(7)    Ensuring the cardholder maintains sufficient documentation for all transactions to properly reconcile.

(8)    Assisting cardholders in resolving disputes.

(9)    Certifying reconciled transactions as proper and legal. Statement of account will be reconciled within 14 working days of receipt from the cardholder.  Ensuring procured items are received and accounted for.

(10)   Ensuring that cardholder statements that require cost transfer documentation, are forwarded to the Finance Office/accounting for the appropriate change and entry into FMS.
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(11) Forwarding, billing cycle statement of account, receipts, sales slips, and backup documentation package etc. to the Finance/Accounting Office for final accounting audit review.  The Finance/Accounting Office will maintain the files for record keeping.  In accordance with the General Records Schedule 6, documents will be maintained for 6 years and 3 months.  

Files will be  maintained  in the local active file for 1 year, then an additional year in the local inactive files.  After such time files can be sent to the local staging area for the remaining years. Make sure files that are sent to the staging area are properly labeled.
 

	
	


Purchase Cardholders Responsibilities

A VBA cardholder will not serve as an AO for their own card.  A cardholder will not serve as an AO for their supervisor.  To request a change or exception, the station Director must provide a written waiver request to the Director, Office of Resource Management (24) for approval/disapproval. 

	
	Cardholders are responsible for:

(1) Taking the appropriate mandatory training that will allow them to acquisition goods or services that are less than the $2,500 micro-purchase threshold.  When applicable, warranted purchases exceeding this limit will be approved by the Station Director or HCA.  Ensuring that VA Form 0242 is signed and dated to certify training completion.

(2) Being accountable for all transactions and procurements made with the purchase card.  Ensure card purchases are for Government use only. 

(3)
Activating government issued cards as instructed by the program coordinator and purchase card contractor.

(4)
Making authorized procurements in accordance with Federal Acquisition (FAR) and VA Acquisition Regulations (VAAR).

(5)    Performing cost analysis and verifying the availability of goods and services from mandatory sources.  Obtaining written approval from the AO or designate for requested goods or services prior to placing an order with the merchant.  Maintaining a billing cycle Buying Log Sheet to document each purchase transaction.  The Log Sheet will be used as a part of your billing cycle reconciliation and filed with the backup documentation.      
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Vocational Rehabilitation & Employment (VR&E) Service cardholders are

also required to maintain a billing cycle Buying Log-Sheet.  Additionally, all

VR&E purchase transactions will be entered into Corporate WINRS, when   the transaction order is submitted or placed. 

(6)    Verifying and document in writing the availability of funds prior to submitting an order; thus, complying with single purchase, monthly and office limits.  The funds availability approval documentation will be filed with the backup documentation. 

        VR&E, with the Veteran being entered into an approved Rehabilitation & Employment program, that is satisfactory for the funds availability and written approval requirement.  Same for Item (5) 

(7)
Ensuring the receipt of goods and service.  Returning all unauthorized merchandise that has been shipped and requesting reimbursement.

(8)
Maintaining receipts, packing slips, cash register slips, etc. as stated in General Records Schedule 6 for reconciliation purposes.

(9)
Reconciling cycle billing statements of account within ten working days of receipt from the contract bank.  Ensure that the statement with proper backup documentation to support transactions is forwarded to the AO within ten working days.

(10)
Identifying the correct accounting string or budget object code (BOC) for appropriate transactions on the statement.  Accounting personnel will make BOC or cost changes as required by the cardholder.

(11)
Resolving disputes with vendors within 30 days of receipt of statement.  Unresolved disputes will be reported to the purchase card contractor.

(12)  Securing the purchase card at all times.  Ensure the card is kept in a secure place when not in use.

(13)  Notifying the purchase card contractor, program coordinator and AO if card is lost or stolen. Failure to notify may cause the cardholder to be subject to charges made on a lost or stolen card.

(14)  Ensuring that rebates provided by a merchant/vendor  are received and properly credited to the correct fund appropriation. 
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Billing Officer Responsibilities

	
	The Billing Officer (normally an employee of Finance or the Finance Officer) is responsible for: 

(1) Providing the default master accounting code (MAC) for appropriate billing of procurements to the requesting service or office.

(2) Ensuring that single purchase and monthly purchase limits are within fund control limits.

(3) Ensuring all Citibank rebates are credited to the correct appropriation.

(4) Ensuring the FSC’s random monthly quality reviews are completed by the responsible designee (Program Coordinator), verifying that reviews are accurate, ensuring that cardholders do not complete their own reviews; and ensuring a remediation plan is in effect to correct any discrepancies as a result of the monthly reviews.  Irregularities discovered during audits or at any time will result in appropriate corrective action.

(5) Ensuring that card account cost transfers are completed correctly.
*The Billing Officer cannot be a Program Coordinator, Approving Official, Dispute Officer or Cardholder.


	
	


Dispute Officer Responsibilities

	
	The Dispute Officer will coordinate, process and monitor all disputed procurements, credits and billing errors.  The dispute officer will communicate dispute issues with the approving official and billing office.  For better oversight of the dispute process, we highly recommend that the facility program coordinator and the dispute officer designate be the same individual.  The Dispute Officer cannot be a Billing Official, AO or Cardholder.
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Chief Support Services/Finance Officer Responsibilities

	
	The Chief Support Services/Finance Officer is responsible for:

(1) Training cardholders on correct costing, reconciliation, and records maintenance procedures.

(2) Reviewing random monthly credit card samples received from the FSC and certifying its accuracy.  Forward to station A/OPC for appropriate action.

(3) Reviewing purchase card statistics received from VBA Financial Operations (241G) and Headquarters VACO.

(4) Serving as the final certifying authority on the legitimacy of procured items.

(5) Monitoring reconciliation of cardholders and reporting consistent noncompliance to appropriate management for review and corrective action.

(6) Collecting amounts for improper procurements from cardholders if goods cannot be returned for full credit by using all applicable collection procedures including salary offset.

(7) Ensuring that rebates received from the contract bank are credited to the correct appropriation/funds.

(8) Ensuring that card account cost transfers are completed as required.




Commercial Rebates

	
	It is the responsibility of the VBA and VR&E cardholders to ensure that applicable commercial rebates and coupons are being received.  From time-to-time merchant/vendors offer cardholders rebates and/or coupons on purchases.  In particular, rebates are offered for high dollar items such as computer, copiers, printers etc.  In the event a rebate/coupon is offered to a cardholder by the merchant, the cardholders Department of Veterans Affairs address will be provided to the merchant/vendor. At no time should the cardholder direct the merchant to forward a rebate/coupon to a cardholders home address. Upon receipt of the commercial rebate/coupon, the cardholder will provide the rebate  check to finance.  The finance officer will ensure that the rebate check is credited to the correct fund appropriation.
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Chapter 2

Training Requirements

	Introduction
	Cardholders, Approving Officials and other parties involved with the Purchase Card Program must attend a mandatory training session.  Training must be completed prior to issuance of purchase cards and assumption of approving official duties.  This chapter discusses training requirements for the Government-wide Commercial Purchase Card Program.

All cardholders and approving officials will attend refresher training at least once every two years.  The refresher training will consist of but not be limited to any new program updates, changes, new initiatives and/or a general overview of the program.  Refreshed training will be documented on the original VA 0242 form.

All purchase cardholders, because they are authorized to make procurements on behalf of the Government, must have a written delegation of authority.  The VA  Form 0242, Government Wide Purchase Card Certification Form will be used for both the Cardholder and Approving Official.  This authority is issued by and at the discretion of the Director/Head of the Contracting Activity (HCA).  Dollar limits for purchase card use should be set in relation to bona fide procurement needs of the office involved, consistent with sound management and oversight.  Dollar limits in excess of the micropurchase threshold ($2,500) may be authorized as described in VAAR 801.670, 801.680 and 801.690.

Note:  VBA A/OPCs at a minimum will be required to take the GSA Smart Pay A/OPC Training Course.  Document that the training was completed.  (See Link page)  Additionally, the facility program coordinator will make every effort to attend the Annual GSA SmartPay Training Conference.



	In This Chapter
	This chapter contains the following topics:


	
	Training Requirements
     2-1

Mandatory Purchase Card Training
     2-2

Topics to be Covered in Purchase Card Training
     2-2
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Mandatory Purchase Card Training

	
	The trainer will be a designee of the facility.  The training guide provided by VACO VBA Financial Operations can be used as your primary source for training or as an enhancement to your individual designated training plan.  The purchase card training courses offered by the General Service Administration (GSA) SmartPay Team provides a general overview of the purchase card program.   Citibank card training can be accessed via CitiManager. This document has the link to the GSA SmartPay Web Based, Purchase Card Training Program and the A/OPC Training Program.   




Topics to be Covered in Purchase Card Training

	
	VA regulations, VBA regulations, VBA Training Guide and guides from the current credit card contractor may be used in purchase card training sessions.  Web-based training materials may also be used to provide general purchase card training.  The training will cover the following topics:



	
	· (
	Overview of Procurement ethics and standards of conduct.

	
	· (
	Agency requirements for the establishment and use of the purchase card program and Federal Acquisition Regulation (FAR) requirements.

	
	· (
	Required Sources of Supplies and Services (FAR, Part 8)

     Agency Inventories (Federal Property Management Regulation-FPMR)

     Excess from Other Agencies (FAR 8.1)

     Federal Prison Industries, Inc. (FAR 8.6)

     Committee for Purchase from People Who Are Blind or Severely

     Disabled & Wholesale Supply Sources

	
	· (
	Overview of Micro purchases vs. Simplified Acquisitions (FAR, Part 13).

	
	· (
	Procedures for Completing Purchase Transactions.  (Supported by proper documentation)

	
	· (
	Allowable and Non-Allowable procurements, as determined by statute, regulation, and Comptroller General Decisions

	
	· (
	Cardholder Spending Limits

	
	· (
	Billing and Reconciliation Procedures

	
	· (
	Costing to the Correct FCP, Cost Center, Budget Object Code

	
	· (
	Resolving Disputes

	
	· (
	Card Security

	
	· (
	Retention of Procurement Files

	
	· (
	Government-wide Purchase Card Certification Form 0242

	
	· (
	Tools to assist with obtaining more favorable Purchase Card pricing
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Chapter 3

Purchase Account Set Up

	Introduction
	Facilities will apply for purchase cards through the designated program coordinator at the facility level.  Account set ups are accomplished manually by faxing the appropriate account set up form to the credit card contractor or electronically using the contractor’s electronic commerce system.  This chapter provides pertinent information required in setting up purchase card accounts.

To ensure proper utilization and accounting of the purchase card, program coordinators will define the type of purchase card (using the 4th line embossing feature), master accounting code, reporting hierarchy, single purchase limit, monthly limit, and merchant category codes for each purchase card account set up.  This chapter provides pertinent information for completing the Government Purchase Card Set Up Form.



	In This Chapter
	This chapter contains the following topics:


	
	Purchase Account Set Up
     3-1

Purchase Card Set Up Form
     3-2

Types of Purchase Cards
     3-2

Master Accounting Codes
     3-3

Reporting Hierarchy
     3-3

Single Purchase Limit
     3-4

Monthly Purchase Limit
     3-4

Merchant Category Codes (MCC)
     3-4
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Purchase Card Set Up Form

	
	The form designated by the current credit card contractor will be used to setup purchase card accounts.  Citidirect (Citibank’s electronic system) is available to set up purchase card accounts on-line.   Citibank also accepts hard copy forms as an alternative method for setting up purchase card accounts.  Citibank forms must be completed in its entirety, or the forms will be rejected by Citibank.  Step-by-Step instructions for completing Citibank’s Government Purchase Card Setup Form are found in the Citibank Government Purchasing Card Guide.  Citibank forms are available via the ORM Web Site at the Purchase Card Page or the VA VALOCITI Web Site.  




Types of Purchase Cards

	
	Purchase cards are set-up for specific usage within an office or organization.  Facilities will determine the type of purchase card for each cardholder:

(1) General Operating Expense (GOE) Purchase Card

(2) Training Purchase Card

(3) Chapter 31 or VR&E Purchase Card

(4) Supply Type Cards

VBA purchase cards are set up for both GOE and Chapter 31.  GOE cards are coded for general supply purchases that are funded from budget object code (BOC) 2620.  Facilities may designate a card specifically to pay employee training expense to vendors accepting the Government Purchase Card.  The default BOC for training cards can be either 2583 (within the Government) or 2584 (outside the Government).  Chapter 31 purchase cards are funded out of 4177, which is for veteran purchases (except for contract counseling payments).  BOCs are included in the master accounting code on the account set up form.
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Master Accounting Codes

	
	The Master Accounting Code (MAC) is an accounting string consisting of thirty-two (32) alpha-numeric characters.  The chart below displays the proper MAC for GOE and Chapter 31 purchase cards:

This is only an example. During set up the A/OPC will ensure the MAC is correct. 

	
	Digits
	Field
	GOE
	Chapter 31

	
	
	
	
	

	
	1-3
	Station No.
	XXX
	XXX

	
	4-5
	//
	//
	//

	
	6-11
	Fund
	0151A1
	0137NS

	
	12-20
	*ACC Code
	000039300
	0137000CC

	
	21-26
	Cost Center
	309300
	308000

	
	27-30
	*BOC
	2620
	4177

	
	31-32
	Admin. Office
	20
	20

	
	All purchase cards that DO NOT have the valid master accounting code established will be defaulted to GOE ACC code 0000999CV.


*Accounting Classification Code (ACC)                          *Budget Object Code (BOC) 

**Occasionally the station A/OPC should randomly review and verify that the  card account 32 character master accounting code housed on the Citibank system is valid.  Occasionally system updates and human intervention has affected the initial setup. 

Reporting Hierarchy

	
	Numerically coded levels that range from Level 1 to 6 identify accounts.  These combined levels represent the reporting hierarchy.  To keep the numbering system consistent throughout the VA, the levels are defined as follows:



	
	Level 1
	03600
	Represents Dept. of Veterans Affairs

	
	Level 2
	00002 (GOE)
	Veterans Benefits Administration

	
	
	00005 (Chapter 31)
	Vocational Rehabilitation/ Employment

	
	Level 3
	XXXXX
	Citibank Generated Unique Code

      (Represents billing level)

	
	Level 4
	00XXX
	Station Number

	
	Level 5
	XXXXX
	Reporting Level for Approving Official

      (Issued by Citibank)

	
	Level 6
	4486XXXXXXXXXXXX
	Cardholder Account Number         (Cards Issued by Citibank at this Level)
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Single Purchase Limit

	
	Facility Finance Officer, Section Chief and AO will coordinate and assign a limitation on the procurement authority delegated to each cardholder.  Cardholders who take the standard purchase card training qualify for a single purchase limit less than $2,500.  However, no single purchase shall exceed the authorized single purchase limit established for each cardholder.




Monthly Purchase Limit

	
	Facility Finance Officer, Section Chief and AO will coordinate and assign the monthly budgetary limitation for each cardholder.  Purchases made during the credit card contractor’s monthly cycle will not exceed the cardholder’s monthly limit.




Merchant Category Code (MCC)

	
	MCC are numbers used to identify types of merchants.  Groupings of merchant category codes comprise MCC templates.  All VA accounts are set-up with the VA MCC Templates VA000, VA000A & VA000B.  The designated template covers a wide range of categories.  Stations that would like to institute  more streamline restrictions on card accounts should coordinate with the VBA/VACO  Purchase Card Point of Contact at  Financial Operations.
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Chapter 4

Account Reconciliation

	Introduction
	Purchase accounts will be reconciled within the timeframe specified for each responsible party.  This chapter describes recommended reconciliation procedures for cardholders, approving officials, and billing offices.



	In This Chapter
	This chapter contains the following topics:


	
	Account Reconciliation
    4-1

Cardholder Statement of Account Reconciliation
     4-2

Approving Official Certification
     4-3

Billing Official Processing
     4-4

Handling Disputes
     4-5

Using Credit Card System (CCS) 
     4-5
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Cardholder Statement of Account Reconciliation

	
	Purchase cardholders receive billing cycle statement of accounts from the credit card contractor monthly.  Cardholder must reconcile statements of account within ten working days of receipt of Citibank statement, using the following guidelines:

· Upon receipt of the cardholder statement from the contract bank, the cardholder or designee will “DATE STAMP” the billing cycle statement.  This action will assist with the reconciling time-frame requirements.

· The cardholder billing cycle Buying Log Sheet will be used as a part of the reconciliation process.  The Log Sheet will be filed with the back-up documentation.  VACO/VBA, Finance Operations (241G) has an electronic Log Sheet example that is available upon request.  Note:  VR&E cardholders are required to maintain billing cycle Buying Log-Sheets, they are not exempt from this requirement.  See Appendix B-1-1.

· Verify each transaction on the cycle statement of account and compare them with supporting documentation.  The cardholder will sign and date the statement.  The signature ensures the cardholder is accountable and that he/she certifies  that the goods were received and the dollar amounts are correct. 

· In the event a copy of the sales slip or receipt is lost, the transaction line on the cycle statement of account must be annotated with the words “receipt lost”.  A written explanation must also accompany the statement of account.  Make every effort to contact the merchant for another copy.

· Contact merchants on transactions having different purchase amounts on the receipts and statement of account, resulting in unmatched transactions.  Unresolved discrepancies must be disputed by writing “Disputed Charges” beside the appropriate transaction.  Procedures for disputes will be followed.

· Identify the correct cost center, accounting classification code, and budget object code if the transaction was procured for a different cost center, ACC, or if it falls under a different BOC other than the default accounting string.  Accounting personnel will cost transfer/change the accounting string BOC as identified by the cardholder.  The cardholder and the Station Finance/Budget office will work together to ensure the cost transfer/change is accomplished.

· The cardholder should be aware of the following during the reconciliation process and ensure they are corrected:  split-transactions, exceeding purchase limits, duplicate billed, partially billed, unauthorized vendor, repeated purchases from same vendor and  required sources use.
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· Forward certified cycle statement of accounts with supporting documentation (receipts for each transaction) to the approving official within ten working days of receipt of the statement from the contract bank.

Reconciling While on Leave or Travel

If travel and leave are scheduled during the usual timeframe for delivery of the statement of account, cardholders are responsible for leaving supporting documentation for monthly transactions with the approving official.  The AO will certify the statement of account as the certifying official, make a copy, and forward the original (with supporting documentation) to the billing official (If applicable).  The cardholder will be required to sign the copy of the cycle statement of account and forward to the billing office upon return to work.




Approving Official (AO) Certification

	
	Approving Officials review and certify detailed transactions made by cardholders as proper and legal procurements for the government.  The approving official will:

· Reconcile cycle statement of accounts within 14 days of receipt of cardholder statements.

· Use the cardholder cycle Buying Log-Sheet as a part of the reconciliation process.  The Log Sheet will be filed with the other support documentation.

· VR&E field stations are also responsible for maintaining a cycle Buying Log-Sheet.  In addition, all VR&E purchase card transactions must be entered into Corporate WINRS when the transaction/order is placed with the merchant.

· Verify that procured items on the statement of account are proper and legal. The approving official will sign and date the statement.  The signature is making the approving official accountable and that he/she certifies the goods were received and the dollar amounts are correct.  VR&E Veteran’s full name and case number will be annotated next to the appropriate transaction. 

· Ensuring the cardholder is within the single and monthly purchase limits.

· Make sure procurements were not fragmented/split in order to stay within the spending limits.

· Work with cardholders to resolve problems and disputes.
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· The current bank contractor distributes a Detailed Account Cycle Report, Total Business Report (TBR) 401 at the end of each billing cycle to the AO.  This report displays all transactions made by assigned cardholders within a given cycle.  Citibank’s purchase card cycle ends on the 23rd of each month.    

· Receive the cycle statement of account from cardholders no later than the 15th of each month.  If a statement is not received from the cardholder, the AO will follow up with the cardholder.  (Cardholders who did not have any activity during the cycle will not receive a statement of account for that cycle.  AO’s should refer to the TBR 401 report to determine cardholder activity.




Billing Official Processing

	
	Each facility will have a billing/accounting office to audit/verify statement of accounts with supporting documentation.  The billing/accounting official will perform a final accounting audit/review of the cardholder statements.  The billing/accounting official will maintain and file the cycle cardholder statements and supporting documentation.  In addition, the billing official will:

(1)
Notify the approving official if there are discrepancies with statement of accounts.

(2)
File statement of accounts and supporting documents of all cardholders at the facility.  Establish a pending file to track credits and disputes.

(3)
Conduct an audit after the statements of account are approved.  The audit will include a review of cardholder’s purchases, spending limits, proper costing, appropriate expenditure transfers, follow-up on disputes and credits, and timely reconciliation.  Questions that may arise throughout the review will be directed to the approving official.  If unauthorized charges are found, the facility Billing Office, Program Coordinator and/Director or the Head of Contracting Activity has the right to request cancellation of  the card and request the cardholder to reimburse the Government for goods that cannot be returned for a full refund.  Salary offset collection methods may be used.

(4)
Receive and review the electronic consolidated report from the FSC of all transactions for the facility.  The transaction data is considered the official notification of the paid invoice to the credit card contractor.
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Handling Disputes

	
	The vendor should replace items procured that are found defective or unsatisfactory.  In such cases, cardholders are responsible for attempting to resolve these issues with vendors before placing the transactions in dispute with the credit card contractor.  If the vendor refuses to correct the problem within 30 days, the procurement can be considered a dispute.  Cardholders will take the following actions:

(1)
Report the transaction as a “disputed charge” on the statement of account.

(2)
Forward the Government Cardholder Dispute Form, documenting the details of the dispute and forward it to Citibank Government Card Services, P.O. Box 6125, Sioux Falls, SD 57117-6125, Fax Number (605) 357-2019.  Citibank will research the transaction and seek resolution with the merchant.




Using the Credit Card System

	
	The Credit Card System is an electronic system developed by the FSC to reconcile credit card transactions.  CCS can be accessed via the Internet at the following address:  www.fsc.va.gov./fsc/capps.htm     The system is self-enrolling to allow cardholders instant access.  More information regarding CCS may be obtained from the FSC web page or from the Credit Card System User Guide, version 3.0.1.

If you would like to Enroll in the Credit Card System you will need to contact  Austin FSC, (512)  460-5072.
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Chapter 5
Internal Controls

	Introduction
	This chapter focuses on tools available to management for internal control purposes.  VBA facility Audit reviews, VBA focus reviews and FSC Monthly random audit reviews are excellent program tools. The VBA Management of the Government Purchase Card Program Handbook provides sound procedural guidance on the management of the VBA purchase card program.  Citibank distributes a number of  reports that provide summarized information on cardholder activity.  In addition, Citibank has an electronic system that allows program coordinators and other key officials the ability to perform queries on cardholder activity and electronic reporting options.

Station Directors or designee will perform Quarterly Focus Reviews to provide greater assurance that controls are properly implemented.  The Review Guide on pages 5-8 through 5-10 is the tool to be used to conduct the focus reviews.  Using this guide, review a representative sample of each card account to ensure compliance.  The focus reviews will be documented and maintained on file and made available to any review or audit team upon request.  The Mandatory Annual Audit of each cardholder account is another  tool that will assist to confirm the integrity of the purchase card program.  In addition, the Office of Resource Management, Financial Operations will perform audit reviews at the field stations and at Headquarters, VBAVACO Staff Office level on the purchase card program.  



	In This Chapter
	This chapter contains the following topics:


	
	Internal Controls
    5-1

VA Internal Audits and FSC Random Monthly Audits                     5-2

Citibank Reports
     5-3

Citidirect – Citibank’s Electronic Commerce System
     5-4

Tips for a Successful Purchase Card Program
     5-6

Other Management Issues
     5-7

Other Purchase Card Reviews                                                             5-7

Purchase Card Review Guide                                                              5-8
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VA Internal Audits and FSC Monthly Random Audits
	
	Audits:  The A/OPC or station designee will perform audits/reviews of all cardholders/Approving Official accounts.  At a minimum each cardholder account will be audited/reviewed annually.  (Recommend you perform at a minimum 25% of the audits/reviews each quarter).  Every transaction does not have to be reviewed for each cardholder, however, at a minimum 20% of the cardholder transactions will be reviewed to demonstrate cardholder compliance.  The annual cardholders Audits/Reviews will be conducted using the FSC sample Audit Guide at Appendix A.  

Note:  The annual cardholder audit reviews will be documented and maintained on file and made available to any review or audit teams upon request.

On a monthly basis FSC Oversight and Organizational Development Office will conduct systematically random sample of purchases from the FSC credit card system.  The facility Finance/Billing Office is responsible for ensuring that the reviews are completed by the A/OPC or designee.
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Citibank Reports

	
	Citibank reports listed below are made available to each facility for management oversight of the purchase card program.  Electronic reporting is also available through the CitiDirect (Citibank’s electronic commerce system)  and Citibank Electronic Reporting System (CERS).    Each report must be reviewed in a timely fashion to ensure procurements are legal, within spending limits, and all VA and VAAR regulations are being followed.  The AO receives a manual/hard copy of  TBR 401 which specifically serves as a matching mechanism to AOs when certifying statements of account.  More descriptive information regarding reports may be found in the Citibank Government Purchasing Card Guide.  If the Station A/OPC does not have access to Citibank CERS Reporting System, contact the VBA/VACO, Purchase Card Point of Contact (POC) for assistance. 



	
	Report Number
	Report Name
	Distribution Frequency
	Recipient

	
	
	
	
	*CERS Only

	
	TBR 211
	Detailed Account Listing
	Cycle (23rd of each month)
	Program Coordinator     *

	
	
	
	
	

	
	TBR 230
	Forecast of Reissue/Non-Reissue
	Monthly
	Program Coordinator *     

	
	
	
	
	

	
	TBR 370
	Decline Authorization
	Monthly
	Program Coordinator  *       

	
	
	
	
	

	
	TBR 400
	Account Cycle
	Cycle
	Program Coordinator  *        

	
	
	
	
	

	
	TBR 401T
	Detailed Account Cycle Report
	Cycle
	Approving Official

Hard Copy

	
	
	
	
	

	
	TBR 420
	Account Dispute Report
	Cycle
	Program Coordinator    *     

	
	
	
	
	

	
	TBR 600
	Quarterly Vendor Summary by MCC Control Unit Listing
	Quarterly
	Program Coordinator    *     

	
	
	
	
	

	
	TBR 645
	Minority Vendor
	Quarterly
	Program Coordinator *

	
	
	
	
	

	
	TBR 650
	Summary Merchant report by MCC
	Quarterly
	Program Coordinator *

	
	
	
	
	

	
	TBR 804
	Account Listing
	Cycle
	Program Coordinator   *
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CitiDirect – Citibank’s Electronic Commerce System

	
	Citibank developed a web-based management electronic access system (CitiDirect) that provides comprehensive data on cardholder activity electronically.  CitiDirect is currently limited in the VA to the A/OPC and Alternate, Billing Officials and other key management officials if required.

Obtaining Access to CitiDirect

Unique logons and passwords are required for purchase access, travel access and fleet access within the system.  The contract bank provides USER ID and Password access to CitiDirect via an E-Mail response.  Other related questions should be directed to the following:

PROGRAM                                               SEND AN EMAIL TO
Purchase                                                      (VBAVACO) Purchase Card POC

The CitiDirect user request will be forwarded to Citibank.  Citibank will verify the user as a program coordinator or alternate program coordinator in their database, prior to issuance of CitiDirect logons.  If the user is not listed as a program coordinator or alternate, access will be denied with an explanation to the facility.  Citibank may require a signed Government Agency/Organization Program Coordinator Setup/Maintenance Form in cases where an incorrect program coordinator is reflected in their system.

Upon receiving access to CitiDirect, program coordinators and their alternates will be able to perform the following functions within their authorized programs/hierarchy:

· Set up a new purchase card account

· Perform cardholder maintenance (i.e., change hierarchy, office address of the card/cardholder, spending limits, and merchant category codes)

· Close an account

· Review pre-established reports

· Review electronic statements

· Perform queries within specific timeframes on a specific cardholder’s activity

· AdHoc Access

Additional information on CitiDirect may be found in the Citibank Government Purchasing Card Guide.
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	Hardware and Software Requirements

The following components are required to obtain the greatest benefit from CitiDirect:

IBM or compatible                     586/133

Total RAM                                33 MB

Free hard disk space                  200 MB

Internet Access

Microsoft Explorer 5.01 or higher, or Netscape Navigator 4.7 or higher

System Problems While trying to Access CitiDirect

1-Contact the local IRM Staff

2-If the local IRM Staff could not resolve the problems, contact the VBA VACO Field Liaison Staff.

3-Contact the Citidirect help desk at 1.800.790.7207, Opt 2.




Tips for a Successful Purchase Card Program
	
	In order to have a successful purchase card program, every responsible party must perform their duties in an aggressive, timely fashion.  Listed below are several steps that will make your purchase card program a success:

· Ensure that VBA purchases are for Government use only.

· Perform cost analysis of goods and services before selecting a vendor.

· Make procurements through mandatory sources when possible.

· Maintain purchase orders, receipts, and sales slips for all procurements.

· Perform cardholder reconciliation within ten work days of receipt of statements and forward to approving official.

· Perform approving official certification within 14 work days of receipt from cardholder.

· Make every attempt to resolve disputes within 30 days.

· Follow up on credits and misapplied payments.
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Tips for a Successful Purchase Card Program Continued
· Correctly cost transactions on statements of account and FMS.

· Ensure proper training of cardholders and approving officials.

· Review the applicable credit card contractor and FSC reports.

· Respond in a timely manner to audit samples submitted by the FSC.

· Report suspicious or improper use of the purchase card program to the Purchase Card Coordinator for corrective action procedures.

· Managers will report any possible fraudulent, improper and questionable use of the purchase card to the Office of Inspector General and VBA VACO ORM (24). 

· Perform management oversight responsibilities and local Internal Controls.

· Report any change of Program Coordinators to VACO/VBA, Financial Operations. 

· Utilize available electronic technologies (CCS and CitiDirect) to administer the purchase card programs.

· Retrieve purchase cards from cardholders who retire or leave the agency.  Make sure cards are destroyed and cancelled with the contract bank.
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​​​


Other Management Issues

	
	Management must take the necessary steps to adhere to the rules and regulations governing the purchase card program.  Purchase card reviews should serve as indicators for improving the VBA Purchase Card Program.  This guide is designed as a management tool to help facilitate the program within each facility.  All other regulations are still in effect.




Other Purchase Card Reviews

	
	Various VA entities and other Government Agencies will conduct purchase card audits, reviews and questions.  The VA Office of Inspector General, the Financial Services Center Quality Review staff and the VBA, Office of Resource Management will conduct random audits of the VBA Purchase Card program.  On a monthly basis the FSC will conduct systematically sample purchases from the FSC Credit Card System. On occasions the GSA SmartPay Team, The Office of Management Budget (OMB) and the General Accounting Office (GAO) will perform program audits and/or reviews of the VA Purchase Card Program.    




5-7

The following Purchase Card Review Guide/Checklist provides information that will assist to ensure that the purchase card program is properly managed in accordance with this handbook.  The following review guides will be used to conduct the required Focus Reviews for both VBA GOE and VR&E.  The quarterly Focus Reviews will be performed by the Director or designee.  Use the following checklist(s) to provide an assessment of the stations purchase card status.

Focus Review Performed For:  1st Qtr.____    2nd Qtr.____    3rd Qtr.____    4th Qtr.____

Focus Review Performed by:                                         ______ ____         Date:_____________                               
The following guide/checklist(s) was used for the  _____ quarter focus review.  Upon completion of the Focus review, the Regional Office will prepare a written statement on the assessment of their purchase card program for the quarter.  Any deficient areas will be noted with the corrective action plan.       

Purchase Card Review Guide

	CARDHOLDER REVIEW:

	

	1.  Are all purchases within the single purchase and monthly limits?

	2.  Were transactions staggered to stay within assigned limits?

	3.  Were Federal, VA and local acquisition regulations followed?

	4.  Were goods received?

	5.  Did the cardholder reconcile the statement of account within 10 days of receipt?

	6.  Was supporting documentation provided such as receipts, invoices, etc.?

	7.  Was the cardholder’s card secured?

	8.  Does anyone other than the cardholder have access to the purchase card?

	9.  Did the cardholder attend the required training, both initial and refresher?  Is there a VA 0242 on file?

	10. Does the cardholder makes purchases over $2,500?  Does the cardholder have a Warrant?

	11. Are funds approved prior to making the transaction?  Was written justification/authorization provided?

	12.  Is the cardholder maintaining a billing cycle Supply Log sheet?  

	13.  Is the cardholder ensuring that merchant/vendor rebates are credited to the correct fund citations?

	14.  Is the cardholder taking advantage of the opportunities available on favorable purchase card pricing?

	15.  Ensure that purchases are for Government use only.
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Purchase Card Review Guide

	APPROVING OFFICIAL REVIEW:

	

	1.  Did the AO attend the mandatory purchase card training?

	2.
What methods were used by the approving official to ensure the following:

· Cardholders purchases were within assigned limits

· Transactions were not fragmented/split

· Supporting documentation is maintained

· Goods and service were received

· Cardholders followed Federal, VA and local regulations

· Purchases were for Government use only

	3.  Did the AO certify procurements as proper and legal within 14 days of receipt from the cardholder.

	4.  Does the AO utilize the credit card contractor’s reports to monitor transactions, use of mandatory sources, and certification of cardholder statements?

	5.  Did the AO discuss disputed transactions (if applicable) with the cardholder and/or dispute officer if it was not resolved with the merchant?

	6.  Is the VBA AO Span of Control, one AO for no more than ten cardholders being followed? 


Purchase Card Review Guide

	PURCHASE CARD COORDINATOR REVIEW:

	

	1.  Does the Purchase Card Coordinator have official documentation designating him/her as the program coordinator?  (Letter, Setup Form Request, etc.)

	2.  Has the Purchase Card Coordinator completed the GSA SmartPay A/OPC Training Course? Or has the program coordinator ever attended the annual GSA SmartPay conference?

	3.  Has an Alternate Purchase Card Coordinator been designated in writing?  

	4.  Is the Program Coordinator a Cardholder or Approving Official?

	5.  Who performs cardholder maintenance activities in the absence of the Program Coordinator?

	6.  What procedure is used to set up a new purchase card account?

	7.  Does the Purchase Card Coordinator or Alternate follow up within 10 working days if a new purchase card is not received from the credit card contractor?

	8.  Does the Program Coordinator give the cardholder card account activation procedures?

	9.  What type of training is administered to purchase card officials (cardholders, approving officials, etc)?

	10.  Have cardholders and approving officials received mandatory training and signed certifications?

	11.  Does Program Coordinator’s utilize the credit card contractor’s reports to review cardholder activity?

	12.  Does the Purchase Card Coordinator utilize the credit card contractor’s electronic commerce system CitiDirect to perform account maintenance on-line?

	13.  Does the Purchase Card Coordinator have a file folder established for each cardholder?  Items to be filed are, VA Form 0242, Citibank setup form, FSC random review, & cardholder annual audit review.  

	14.  Has the Purchase Card Coordinator ensured that Purchase Cards are a part of the Station Clearance Sheet?  Make sure card is cancelled with the contract bank. 

	15.  Ensure that training and opportunities are available to cardholders to obtain favorable pricing.
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Purchase Card Review Guide

	BILLING OFFICIAL REVIEW:

	

	1.  What procedures are used to set the default Master Accounting Code, Merchant Category Codes and submitting that information to the program coordinator?

	2.  Does the billing officer perform final audit reviews of cardholder statements?

	3.  Does the billing office or Finance Officer review and respond to statistical samplings provided by the FSC Quality Review staff?

	4.  Are periodic audits of cardholders accomplished through the statistical samplings provided by the Financial Services Center?

	5.  Are corrective actions taken at the local/station level on irregularities identified through audits?

	6.  Does the Billing Official perform cost transactions to the correct cost center, fund control point and budget object code?

	7.  Are expenditure transfers accomplished appropriately?

	8.  Are disputed transactions resolved within 30 days?

	9.  Are there vendors who consistently submit incorrect billing?

	10. What action is taken with vendors who constantly submit incorrect billings?


Purchase Card Review Guide

	FINANCE OFFICER REVIEW:

	

	1.  What procedure does the Finance Officer use to monitor the cardholder reconciliation process at the station level?

	2.  What action does the Finance Officer take when a cardholder and/or AO consistently do not reconcile on a timely basis?

	3.  Does the Finance Officer review the FSC’s statistical sampling response and certify it as an accurate response?

	4.  Are the Cardholders, AO, Program Coordinator, and Billing Official different individuals.  The Dispute Official can be the same as the Program Coordinator.
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Chapter 6

VBA/VACO Purchase Card Procedures

	Introduction
	VBA/VACO Staff Office, Service/Section Chiefs,  AOs and Cardholders will follow the guidance in this handbook where applicable. Even though the handbook as written primarily covers the guidance and procedures for field station Regional Offices, it is advisable that VBA/VACO purchase card contacts become familiar with the entire handbook as well. This chapter will cover some of the procedural differences in how VBA/VACO services/sections will manage their purchase card programs. Station 101 VACO, Office of Financial Systems (047E) will still be responsible for training, cardholder setup and maintenance for the VBA/VACO card program.  The VBA  Financial Operations (241G) Office will establish procedures and work with each  service/section to enhance the local program.  Effective immediately, VBA/VACO cardholder setup request will be processed through the VBA/VACO Office of  Financial Operations (241G) prior to forwarding the request to the Program Coordinator at VACO Central Office.  



	In This Chapter
	This chapter contains the following topics:


	
	VBA/VACO Purchase Card Procedures
   6-1

VBA/VACO Purchase Card Responsibilities and Procedures          6-2

Training Requirements                                                                      6-2

VBA/VACO, Financial Operations (241G)
    6-2

VBA/VACO, Service/Section Chief
    6-2

VBA/VACO Approving Official
    6-2

VBA/VACO Purchase Cardholder
    6-3
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VBA/VACO Purchase Card Responsibilities and Procedures

	
	Training Requirements:  Cardholders, Approving Officials and other parties involved with the Purchase Card Program must attend a mandatory training session.  Training must be completed prior to issuance of purchase cards and assumption of approving official duties.  All VBA/VACO purchase cardholders, because they are authorized to make procurements on behalf of the Government, must have a written delegation of authority.  A copy must be maintained and made available to inspectors or audit officials upon request.  All cardholders and AOs will attend refresher training at least once every 2 years. Purchases are for Government use only and are tax exempt.

VBA/VACO, Financial Operations (241G):
Has the task of taking care of its own.  Will provide in-house assistance for the use of the Purchase Card for all VBA/VACO cardholders and approving officials.  The Purchase Card point of contact in Financial Operations (241G) will:

(1) Randomly perform an audit/voucher review of each VBA/VACO service/sections purchase card process.

(2) Review the service/section cardholder setup request, prior to forwarding the request to VACO Station 101 Program Coordinator.

(3) Verify that cardholder setup request to include Master Accounting Code is correct prior to forwarding to the VACO Program Coordinator. 

(4) Provide assistance to VACO/VBA purchase card contacts as needed.

VBA/VACO, Service/Section Chief :
The VBA/VACO Service/Section Chief or designee is responsible for the oversight of the purchase card program within their respective section.  The Service/Section Chief will designate AOs and Cardholders for the section.  He/She will provide management support and assistance to the program.  The Service/Section Chief is responsible for establishing written Internal Controls Procedures to include procedures for purchasing supplies for the section/service.  Once a year the Service/Section or designee will perform a focus review using the Purchase Card Review Guides on page 5-8 through 5-10.  Reviews will be documented and maintained on file.

VBA/VACO Approving Official (AO):

The span of control for VBA Approving Officials is one AO for no more than ten  cardholders.  In most cases, the AO should not be a cardholder.  However, where staffing levels necessitate, the AO may be a cardholder but cannot be the AO for his/her own card.  No individual will be the AO for his/her supervisor.  To request a change or exception, the service/section Chief will  provide a written waiver request to the Director, Office of Resource Management (24) for approval/disapproval.  

6-2

The service/section chief will be responsible for designating the AO for his/her service.  The VBA/VACO Approving Official will follow and be responsible for the instructions provided in this handbook and in particular pages 1-8,  4-3 and 4-4 where applicable.

(1) Approving Officials review and certify detailed transactions made by cardholders as proper and legal procurements for the government.

(2)  Reconcile statement of accounts within 14 days of receipt.

(3) Verify that procured items on the statement of account are proper and legal. The approving official will sign and date the statement.  The signature is making the approving official accountable and that he/she certifies  that the goods and service were received and the dollar amounts are correct.

(4) Upon completion of certification, forward an original copy of the statement of account with backup documentation to VACO, 047F for Final reconciliation.

(5) Verify that funds are available and provided the cardholder with written approval prior to the purchase of goods and service. 

VBA/VACO Purchase Cardholder:

A VBA cardholder will not serve as an AO for their own cards.  A cardholder will not serve as an AO for their supervisor.  To request a change or waiver exception, the service/section Chief will provide a written waiver request to the Director, Office of Resource Management (24) for approval/disapproval.  The VBA/VACO Cardholder will follow and be responsible for the instructions provided in this handbook and in particular pages 1-9  and 4-2 where applicable.

(1) Upon receipt of the cardholder cycle statement from the contract bank, the cardholder or designee will “DATE STAMP” the statement.  This action will assist with the reconciling time-frame requirements.

(2) The cardholder cycle Buying Log Sheet will be used as a part of the reconciliation process.  (Appendix B-1)  The Buying Log Sheet will be filed with the back-up documentation.  Financial Operations (241G) has an electronic Log Sheet Example that is available upon request.

(3) Purchase cardholders receive statement of accounts from the credit card contractor by cycle.  Cardholder must reconcile statements of account within ten working days of receipt of Citibank statement, then forward to AO.

(4) Verify each transaction on the statement of account and compare them with supporting documentation.  The cardholder will sign and date the statement.  The signature ensures the cardholder is accountable and that he/she certifies  that the goods were received and the dollar amounts are correct.

(5) The cardholder should always consider best pricing and take advantage of the opportunities available to obtain favorable purchase card pricing.  The cardholder will use JWOD, GSA Advantage, GSA established contracts or agency-negotiated discount agreements during the decision making period of the transaction to acquire best pricing.  
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AUDIT GUIDE


APPENDIX A

1.  SAMPLING

  
 a.  VBA will use this Audit Guide Sampling to perform the purchase card Annual Audit reviews.  Items b and c below are not applicable to VBA when performing the annual audit reviews.  Paragraph b and c pertains to audit reviews for systematically sample audits when directed by the FSC Oversight Office.


 b.  On a monthly basis, the FSC Oversight and Organizational Development Office will systematically sample purchases from the FSC's credit card system.  The sample size of purchases will provide sampling attributes of a 95 percent confidence level at a +/-2 percent reliability.  The universe of transactions has been stratified into three groups.  The first group is composed of transaction dollar amounts of $1 to $499; the second group consists of transaction amounts of $500 to $749; and the third group consists of dollar amounts of $750 and above.  The sampling procedures are to be implemented after the end-of-month CCS processing cycle closes, and will contain the following detailed credit card information: (1) Doc. ID #, (2) Card #, (3) Fund, (4) Satellite, (5) Purchase Date, (6) Vendor Name, (7) Amount, and (8) Results.

c.  The FSC will provide the sample information to the respective finance/fiscal office facility/field station.

2.  FACILITY/FIELD STATION PROCEDURES


a.  Upon receipt of the sample information from the FSC, the finance/fiscal officer will confirm:

(1)  Proper Costing.

(a) The purchases were charged to the proper control point.

(b) Expenditure transfers are being done when appropriate.

(c) The fund control point, cost center and budget object class are applicable to the item purchased.

(d) Necessary changes in Master Accounting Code are coordinated with program coordinator.
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   (2)  Proper Oversight.

(a) The purchases were appropriate and were used for VA business purposes only.

(b) The purchases were fairly priced.


(c)  There is appropriate follow-up on disputes, overcharges, and credits.


(d)  There is no pattern of disputes with a vendor.

(3)  Timeliness Standards.


(a)  Reconciliation (matching) by cardholder was done timely according to the Administration guidelines, or within ten working days of receipt of the cycle statement;


(b)  Certification by the approving official was done timely according to the Administration guidelines, or within 14 working days of receipt of the cycle statement.


(c)  Improper billing was disputed within 30 working days of receipt of the statement.


(4)  Documentation.


(a)  Adequate supporting documentation is maintained for each sampled purchase (packing slip receipt, cash register slip, etc).


(b)  There is documentation supporting valid government need for the purchase.


(c)  There is evidence that the purchase has been received.


(5)  Adherence to Dollar Limitations.


(a)  The sampled purchase is within cardholder dollar limits.


(b)  The purchase does not appear to have been fragmented.


(6)  Safeguarding Government Purchase Card.


(a)  The card should be secured at all times when not in use.


(b)  Only the cardholder has possession of the card.


(c)  Only the cardholder has access to the card.
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b.  The program coordinator and the Director/Head of contracting activity will determine if the cardholder is:


(1)  Using the mandatory Javits-Wagner-O’Day Act (JWOD) and contract sources where required;


(2)  Alternating among small business vendors with the same products to allow equal participation.

     (3)  Requiring vendors to include a Materiel Safety Data Sheet (MSDS) if any hazardous materials were ordered.


(4)  Using vendors in the required socioeconomic groups for purchases over $2,500, (e.g., women-owned, veteran-owned, service-disabled veteran-owned, small disadvantaged businesses, HUB Zone small businesses, or small businesses).


(5)  Purchasing Environmental Protection Agency-designated products containing recovered materials.

3.  ERRORS

The finance/fiscal officer or designee is responsible for:

(a) Ensuring that any purchasing or payment errors are corrected.

(b) Faxing the sampling results to the FSC’s Oversight Office at (512) 460-5088.

A site review file consisting of the monthly sample listing, along with any pertinent comments made during the review process, will be maintained by finance/fiscal service personnel.  The Management Quality Assurance Service (MQAS) will conduct periodic reviews of the facility/field station credit card files.
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APPENDIX B

PURCHASE CARD MANUAL BUYING LOG

(Example)

Cardholder:__________________________  Name of Approving Official:_______________ Period Covered________________________






*The Citibank cycle statement period is normally the 24th of each month to the 23rd of the next month.

	 # 
	Date of Order
	Vendor
	Item Ordered
	Qty
	Total Cost
	Date Rcvd.
	Reconciled Yes or No

	1
	
	
	
	
	
	
	

	2
	
	
	
	
	
	
	

	3
	
	
	
	
	
	
	

	4
	
	
	
	
	
	
	

	5
	
	
	
	
	
	
	

	6
	
	
	
	
	
	
	

	7
	
	
	
	
	
	
	

	8
	
	
	
	
	
	
	

	9
	
	
	
	
	
	
	

	10
	
	
	
	
	
	
	

	11
	
	
	
	
	
	
	

	12
	
	
	
	
	
	
	

	13
	
	
	
	
	
	
	

	14
	
	
	
	
	
	
	

	15
	
	
	
	
	
	
	

	16
	
	
	
	
	
	
	

	17
	
	
	
	
	
	
	

	18
	
	
	
	
	
	
	

	19
	
	
	
	
	
	
	

	20
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APPENDIX B-1-1

Vocational Rehabilitation & Employment

PURCHASE CARD MANUAL BUYING LOG

(Example)

Cardholder___________________________           Approving Official__________________ Period Covered:  ______________________

*The Citibank cycle statement period is normally the 24th of each month to the 23rd of the next month. 

	 # 
	Veteran/File Number
	Vendor/Contact

Address/Phone#
	Item Ordered
	Qty
	Total Cost
	Date Rcvd.
	Reconciled/Yes/No Posted to WINRS

	1
	
	
	
	
	
	
	

	2
	
	
	
	
	
	
	

	3
	
	
	
	
	
	
	

	4
	
	
	
	
	
	
	

	5
	
	
	
	
	
	
	

	6
	
	
	
	
	
	
	

	7
	
	
	
	
	
	
	

	8
	
	
	
	
	
	
	

	9
	
	
	
	
	
	
	

	10
	
	
	
	
	
	
	

	11
	
	
	
	
	
	
	

	12
	
	
	
	
	
	
	

	13
	
	
	
	
	
	
	

	14
	
	
	
	
	
	
	

	15
	
	
	
	
	
	
	

	16
	
	
	
	
	
	
	

	17
	
	
	
	
	
	
	

	18
	
	
	
	
	
	
	

	19
	
	
	
	
	
	
	

	20
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APPENDIX  D

VETERANS BENEFITS ADMINISTRATION

MANAGEMENT OF THE GOVERNMENT PURCHASE CARD PROGRAM

Purchase Card Related Acronyms and Abbreviations


Agency Organizational Program Coordinator/


A/OPC


also known as Program Coordinator



PC


Accounting Classification Code 




ACC                          


Accounting Code String





ACS


Approving Official





AO


Budget Object Code





BOC

Citibank Electronic Reporting System



CERS


Credit Card System





CCS


Federal Acquisition Regulation




FAR


Federal Information Resources Management Regulation
FIRM


Financial Service Center 




FSC


General Accounting Office




GAO


General Service Administration




GSA


General Operating Expense




GOE


Government Printing Office




GPO


Head of Contracting Activity 




HCA


Management Quality Assurance Service



MQAS


Master Accounting Code





MAC


Merchant Category Code





MCC


Office of Management Budget




OMB


Office of Resource Management




ORM


Office of Inspector General




OIG


Point of Contract






POC


Regional Office






RO


Treasury Financial Manual (FM) 



TFM


Veterans Affairs Central Office




VACO


Veterans Affairs Acquisition Regulation


VAAR


Veterans Benefits Administration



VBA


Vocational Rehabilitation and Employment


VR&E

APPENDIX E
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GOVERNMENTWIDE PURCHASE CARD CERTIFICATION FORM
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NOTE: Before the Governmentwide Purchase Card can be issued to the individual cardholder for use in obtaining micro-purchases, the following
statements must be attested to by the cardholder, approving official, the instructor, and the Head of the Contracting Activity. Signaturc on this form
certifies that the purchase card will be used appropriately and the cardholder and approving official understands the adverse actions which may be
taken as a result of inappropriate or unauthorized use of the card. Please read and sign the statements below.

VA PURCHASE CARDHOLDER

CERTIFICATION: I certify that | have read and that [ understand the policies and SIGNATURE OF PURCHASE CARDHOLDER
regulations that govern the use of the Governmentwide Commercial Purchase
Card. I further certity that I will adhere to the policies and regulations governing

procurement, and that failure to do so will causc the revocation of the purchasc card and

% > \ DATE SIGNED
delegation of procurement authority.

VA APPROVING OFFICIAL STATEMENT

CERTIFICATION: | certify that I have read and understand the policies that govern SIGNATURE OF APPROVING OFFICIAL
the use of the Governmentwide Commercial Purchase Card and my
associated responsibilities as the above cardholder's Approving Official. 1 further certify

that [ will adhere to the policies and regulations governing procurement, and that failure DATE SIGNED
to do so will cause the revocation of approving official authority.

VA INSTRUCTOR'S STATEMENT

CERTIFICATION: I certify that the above named cardholder and approving official SIGNATURE OF INSTRUCTOR
have successfislly completed the Department of Veterans Atfairs training course on the
use of the Governmentwide Commercial Purchase Card Program.

DATE SIGNED

HEAD OF THE CONTRACTING ACTIVITY (HCA) DELEGATION OF AUTHORITY

DFLEGATION OF MICRO-PURCHASE AUTHORITY: Upon completion of the Department of Veterans Affairs (VA) purchase card training
course, which has been approved by the Office of Acquisition and Materiel Management, and signature of the Cardholder, Approving Official, and
VA Instructor, the cardholder named above is hereby delegated micro-purchase authority to procure supplies and services to be paid for by the
Governmentwide commoercial purchase card. Without further specific delegation of procurement authority by the Head of the Contracting Activity,
the supplies and services procured shall not exceed $2,500 ($2,000 for construction)* for a single procurement (unless otherwise indicated below)
and shall also adhere to the cardholder's monthly spending limit**. Supplies and services procured shall be consistent with the organizational
responsibilities and satisfy legitimate VA requirements. All procurements shall be made in accordance with the applicable laws and regulations
including but not limited to, the Federal Acquisition Regulation and the VA Acquisition Regulation. This delcgation shall automatically terminate
upon separation from the agency, upon reassignment to another office within the agency, or upon cancellation of the purchase card account by the
approving official, the program coordinalor, the Fiscal Officer, or the Head of the Contracting Activity.

SIGNATURE OF THE HEAD OF THE CONTRACTING ACTIVITY (HCA) DATE SIGNED
SINGLE PROCUREMENT LIMIT IF LESS THAN THE MICRO-PURCHASE THRESHOLD CARDHOLDER'S MONTHLY SPENDING LIMIT
'$ g

RESERVED FOR OA&MM USE

VAFORM 0242
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