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1.   PURPOSE.  To provide additional guidance to the MEDCOM personnel concerning the Department of the Army Government Purchase Card Standing Operating Procedure (SOP) dated 31 July 2002.  The Army Purchase Card SOP must be consulted first, followed by the MEDCOM SOP.  If  there is a conflict in guidance or procedures, the Army SOP takes precedence.  All MEDCOM activities will obtain their Government Purchase Cards (GPC) from an Army Medical Department (AMEDD) contracting activity and will be guided by both the Army SOP and the MEDCOM SOP.

4.   MANAGEMENT OF THE GOVERNMENT PURCHASE CARD (GPC) PROGRAM.   

      a.  Functional area managers/process owners may supplement this SOP if it is necessary to identify internal procedures that further define processes that are unique to each activity/organization.  Such supplements (or other published guidance which directly or indirectly affects MEDCOM’s purchase card program) may not impede or otherwise further restrict use of the purchase card.  Additionally, such supplements must be coordinated with the Chief of the Regional Contracting Office  (in the case of installation specific activity) or the Principal Assistant Responsible for Contracting (PARC) (in the case of headquarters instructions) prior to publication and dissemination.  Development of supplemental implementing instructions that are not based on Army regulation or other statutory or regulatory guidance is restricted.

      b.  It is understood that activity process owners (Resource Management, Logistics, etc.) have the responsibility to manage and control certain items and/or services.  However, in keeping with direction from the Chief of Staff of the Army to remove as many barriers as possible to maximize use of the purchase card, functional area managers should examine locally-imposed procedures that affect the purchase card program and relax or eliminate those determined to be overly restrictive or unnecessary.  

      c.  Many changes in procurement policy have been and are continuing to be implemented in an attempt to maximize use of the purchase card within the Department of Defense (DoD) and the Army.  Individuals involved in the Government procurement process across all functional disciplines must accept the challenge to identify efficiencies in managing our assets and conducting business, with the goal of obtaining MEDCOM requirements quicker and at more reasonable prices.

     d.  CHIEF OF THE SERVICING CONTRACTING CENTER/OFFICE:  The Chief of the Regional Contracting Office has overall responsibility for oversight of the purchase card program at the MTF, and shall

         (1)   Designate an individual within the servicing Contracting Office to act as the Agency/ Organization Program Coordinator (A/OPC) to monitor/manage the program and resolve problems.

         (2)   Develop (when necessary) and maintain supplemental implementing instructions.

         (3)   Issue delegations of authority to cardholders, appoint approving/billing officials, and establish checking accounts.

         (4)   Promote and publicize the program throughout the command and industry.

         (5)   Assist activities in determining cardholder requirements (e.g., number of cardholders required, authorization limits, authorization codes, etc.).

         (6)   Ensure that prospective approving/billing officials and cardholders receive appropriate training and orientation covering use of the purchase card prior to being delegated authority under the program.

         (7)   Establish approving/billing official and cardholder accounts after they have completed required training.

         (8)   Maintain statistics and report advantages/disadvantages, barriers, “good news,” “lessons learned,” etc. to the MEDCOM PARC.

         (9)  Implement disciplinary policies to include suspension of card services and/or investigative review by appropriate authorities.
         (10)  Process ratifications of unauthorized commitments.  The Chief of the Contracting Office may process ratifications with the purchase card, so long as all other requirements have been met and approvals obtained.

         (11)  Conduct 100% annual review of Billing Official accounts.  Items of particular 

interest would include but not necessarily be limited to:  evidence of bulk funding, the appearance of “splitting requirements,” potential use of the card by other than the designated cardholder, timeliness of the submittal of Statement of Accounts (SOAs) to Defense Finance and Accounting System (DFAS), etc.  The review of cardholder accounts should be conducted on a random sampling basis.  All cardholder and/or approving/billing official records connected with the purchase will be made available upon request.  When possible, the review will be conducted on site.  However, due to personnel shortages, the Purchase Card Program Coordinator may request the cardholder's files be delivered to the Contracting Office for review.  When requested, files will be made available to the Program Coordinator, Internal Review and Audit Compliance (IRAC) Office, the Inspector General's (IG) Office, and the U.S. Army Audit Agency.  Billing Officials must monitor their cardholder's activities and ensure compliance with guidance.  

         (12)  Return purchase requests for items or services valued at less than $2,500, if not supported by an adequate justification why the cardholder cannot obtain the requirement with the purchase card.  

     e.   RESOURCE MANAGEMENT.  

          (1)  A unique level 4 account will be established for each command/activity serviced.

          (2)  In establishing the line of accounting for each cardholder, each resource manager will ensure

that the accounting classification is in accordance with  Army Regulation (AR) 37-1. The accounting classification will include the following elements:

9720130188107474XX8477981000026RB42XXXXW45B9H2035T201XXXX42041133
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ELEMENT NAME
SAMPLE DATA






1-2
2
Department Code
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3
1
Fiscal Year (FY)
2

4-7
4
Basic Symbol
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8-11
4
Limit/Subhead
1881
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1
Program Year (PY) *See Footnote
0

13-14
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Operating Agency (OA)
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4
Allotment Serial Number (ASN)
74XX

19-29
11
Program Element (AMSCO)
84779810000

30-33
4
Element of Resource (EOR)
26RB

34-39
6
Cost Center Code (DPI/APC)
42XXXX

40-53
14
Standard Document Number (SDN)
W45B9H2035T201

54-59
6
Account Processing code (APC) & DPI code
XXXX42

60-65
6
Fiscal Station Number (FSN)
41133

* Program Year (PY) : Reference 37-100*.*, August 2001.  The program year code is required only for appropriations that never expire (FY X).  Unless the appropriation never expires, position # 12 should be zero filled.

         (3)  Resource Managers shall:

                (a)  Reserve funds for Government Purchase Card purchases monthly, bimonthly or quarterly.  The

anticipated amount of purchases must be committed in Database Commitment Accounting System (dBCAS) for a specific period.  When the actual obligation is incurred, the commitment recorded must be adjusted in dBCAS.  As soon as the actual obligation is recorded in dBCAS, the reallocation method is used to appropriately charge the cardholder’s account.  The initial commitment recorded must be credited, and the actual obligations charged to the cardholders must be debited.

                 (b)  Coordinate funding and spending limits with the billing official and A/OPC.  Depending on their

budget the resource managers must establish bulk funding for each account either at the cardholder or billing official level.  When the funding limits are established, resource managers must notify billing official/cardholders of their funding limits.  These funding limits cannot be exceeded without prior approval from the resource managers.

                 (c)  Review and monitor monthly statement using the Customer Automated Reporting Environment (CARE) system to ensure that billing officials and cardholders timely certify each transaction.  The Army standard requires cardholders to complete their review and approval of their statement within 3 business days of the end of the billing cycle and Billing Officials will certify their statements within 5 business days of the end of the billing cycle.  In order to maximize the rebates and avoid interest penalty, each billing official and cardholder will approve/certify each transaction as soon as they are available in CARE, which is the first day after each cycle.

                 (d)  Notify and remind billing official/cardholders if statements are not certified on time.

                 (e)  Ensure that each cardholder and billing official submits a signature card, DD Form 577, and 

appointment letter to DFAS-Operating locations. 

                 (f)  Assist cardholders and billing officials in resolving issues with the bank and  DFAS.

                 (g)  Cardholders/billing officials must pay the whole amount due on the statement.  Any disputes will

 be settled with the bank. The formal dispute must be filed within 60 days after the date of the billing.

7.  CUSTOMER AUTOMATED REPORTING ENVIRONMENT (CARE).
Organizations may establish procedures in addition to CARE Electronic Data Interface (EDI) but additional procedures shall not be used in place of CARE EDI.

12.  ROLES AND RESPONSIBILITIES.
       a.  CARDHOLDERS.  Cardholders hold a public trust and must meet the highest ethical standards.  Cardholders shall:

            (1)  Safeguard the purchase card and account number at all times.  Cardholders shall not allow anyone to use their card or obtain their account number, including approving/Billing Officials, supervisors, or commanders in the cardholder’s chain of command.  Failure to safeguard the purchase card and account number will result in the card being withdrawn from the cardholder.

            (2)  Ensure that the purchase card is used FOR OFFICIAL GOVERNMENT PURPOSES ONLY.  The card is embossed with the cardholder’s name and was designed showing the Great Seal of the United States with a red stripe on the top and the words “United States of America” imprinted on it to avoid being mistaken for a personal credit card.

            (3)  Ensure proper documentation of the following elements prior to making any purchase:

                   (a)  Brief, written description of required item or service.

                   (b)  Funding Availability.  Funds must be made available prior to making any purchase.  The Director, Resource Management (DRM) or activity budget official will be responsible for providing bulk funding for micropurchase transactions.  It is the cardholder’s responsibility to ensure that funding has been certified and is sufficient for the purchase.

                   (c)  Ensure local purchase authority has been provided by the responsible process owner Defense Information Services (DIS), Director of Information Management (DOIM), Department of Public Works (DPW), Director of Logistics (DOL), etc.).

                   (d)  If purchasing a property book (non-expendable) or hand receipt (durable) item, ensure that 

procedures established by the installation DIS are followed regarding property accountability.  

                   (e)  Documentation will be kept with receipts and will be available for audit.

         (4)  Check mandatory sources of supply prior to initiating purchases.  For instance, some mandatory sources include:

                   (a)  Army Blanket Purchase Agreements (BPAs) established for office supplies.

                   (b)  Institute of Heraldry for flags and guidons.

                   (c)  General Services Administration (GSA) for tires, chemicals and other items.

                   (d)  Federal Prison Industries, Inc. (FPI - also known as UNICOR) for furniture and toner cartridges.

                   (e)  Defense Supply Center Philadelphia (DSCP) Pharmaceutical and Medical Surgical Prime Vendor (PV) Program for all Pharmaceutical and Medical Surgical supplies available through the DSCP's PV Program.  All medical materiel in the materiel category C must be processed through an approved Information Management System such as the Theater Army Medical Management Information System (TAMMIS) or the Defense Medical Logistical Support System (DMLSS) as required by AR 40-61, Medical Logistics Policies.

                   (f)  DSCP's Electronic Catalog (ECAT) Program for all laboratory, optical products, and medical  equipment; maintenance of medical equipment; and/or spare parts/repair parts for medical equipment and supplies available through the ECAT Program.  Only the Medical Maintenance Office has authority to purchase maintenance repairs or services specifically for medical or medically related equipment due to patient risk, safety regulations, and hospital liability.  All medical equipment and accountable property items must be processed through the Logistics Division.

         (5)   Make purchase card transactions as prescribed in accordance with this SOP, the current GSA contract/task order, applicable commercial banking policy/procedures, procurement statutes, policies and regulations, training received and within the specific, delegated authority.  If questions arise, contact the Agency Program Coordinator. 

         (6)  A single purchase transaction may include multiple items, but the total amount, to include all incidental charges (e.g., shipping/ transportation costs), shall not exceed the cardholder’s single purchase limit.  Do not split requirements to stay within the single purchase limit.  This practice is prohibited.  When the total value of required items exceeds the cardholder’s single purchase limit, combine the items on one purchase request and forward it to the Servicing Contracting Office.

        (7)  For requirements under $2,500, competition is not required.

        (8)  For transactions whose total value exceeds $2,500 (the micropurchase limit) and if a higher dollar limitation is authorized in the cardholder’s specific delegation, the purchase card may be used for payment purposes only.  In these cases, solicit competition from at least three legitimate sources.  Also, the following requirements apply:

                   (a)  The transaction must be made in conjunction with a simplified acquisition procedure (such as a purchase order or blanket purchase agreement (BPA), etc.), or to initiate calls or orders placed against existing contracts or agreements (e.g., indefinite quantity contract or Federal Supply Schedule (FSS) contracts, etc.).  The contract or agreement must include applicable clauses/provisions and allow for payment with the purchase card.  In these cases, it is the responsibility of the cardholder to obtain vendor confirmation that the contract or agreement allows for payment with the purchase card.

                    (b)  Information on placing orders against indefinite delivery contracts is found in Part 16.5 of the Federal Acquisition Regulation (FAR).  The Servicing Contracting Office will determine if cardholders will be given authority to place orders against these types of contracts and, if so, provide training on the types of information that must be documented to satisfy written requirements applicable to placing orders against indefinite delivery contracts, reporting requirements, etc.

                   (c)  For purchases over $2,500 (when authorized in the cardholder’s specific delegation), when placing orders under FSS multiple award contracts, determine the price to be fair and reasonable and provide FSS vendors a fair opportunity to be considered for each order.

        (9)  Inform merchants that the purchase is for official government purposes and, therefore, may be exempt from state or local taxes in accordance with state law.  The purchase card is imprinted with 

“U.S. Government Tax Exempt” for additional clarification.  The tax-exempt number is the first eight digits of the purchase card number.  If the vendor refuses to accept this status, in accordance with state/local tax laws, the cardholder should notify their Agency Program Coordinator or the Servicing Contracting Office.

        (10)  Backordering is not allowed.  Cardholders are responsible for informing the vendor that billing cannot occur until the item(s) is shipped and/or delivered.  Ensure that the merchant uses either electronic or telephone clearance of purchase from the bank.  Items purchased must be available for delivery within 30 days or by the time the monthly report is received to simplify monthly reconciliations.  Multiple delivery sites on a single order are acceptable so long as the vendor does not bill until all deliveries under the transaction are made and accepted by the Government.

         (11)  Authorization obtained by the vendor automatically for all purchases at the point-of-sale.  The bank authorization system checks each individual cardholder’s single purchase limit, monthly limit, and the type of merchant being utilized before the transaction is approved.  This ensures that cardholders are within the limits established in their letter of authorization.  Emergency purchases beyond the assigned monthly limit may be authorized by the approving/billing official, but must be coordinated with the installation A/OPC at the Servicing Contracting Office and the bank prior to exceeding limits.

         (12)   Maintain the electronic purchase log in the Customer Automated Reporting Environment (CARE).  

  Use of CARE EDI is mandatory.

         (13)  Complete review and approval of statements within 3 business days of the end of the billing cycle using CARE EDI.

       b.  APPROVING/BILLING OFFICIALS. Certification will be accomplished using CARE EDI .  
Electronic certification will be timely in order to meet the Army standard of 5 business days of the end of the billing cycle.

14.  TRAINING REQUIREMENTS.

        a.  Prospective cardholders and approving/billing officials must complete appropriate training on use of the purchase card.  This training will be developed by the Servicing Contracting Office.
            (1)  Six (6) hours of initial purchase card training at a minimum will be provided. 
            (2)  Required training areas are DOD/Army policies, procedures and regulations; guidance on approving/billing official and cardholder responsibility; use of mandatory sources and order of precedence of sources as prescribed in FAR, Part 8; funding documentation and maintenance; competition and price reasonableness; documentation requirements; rotation of sources; prohibition of split requirements; ethics training; ordering against established contracts and agreements on installation; reports products and region specific procedures/policies.  

             (3) Prospective approving/billing officials and cardholders must complete the required training on the use of the purchase card before authorized to use the card.

             (4) Geographically separated locations within the Servicing Contracting Office’s area of responsibility may be trained via VTC or training video.  

             (5) The training requirement for individuals trained at a previous duty location may be abbreviated or waived as deemed by the appropriate A/OPC, if the required training has been accomplished within the last 12 months.

             (6) Exceeding the $2,500 threshold.  For those non-procurement account holders authorized a single purchase limit exceeding the micro-purchase threshold, additional training is required  (e.g., on competition and small business set-aside requirements, extent of “adequate” documentation for higher dollar value acquisitions, etc.) The Servicing Contracting Office will determine the extent and duration of this additional training.

              (7) The Servicing Contracting Office will  grant ordering authority, in writing, after completion of training.  Delegation of authority will allow non-procurement Cardholders to place oral and/or electronic orders against FSS contracts, Blanket Purchase Agreements (BPAs), Indefinite Delivery contracts and other ordering instruments such as DOD Emall and GSA Advantage.  

              (8) Annual refresher training is mandatory for each approving/billing official and cardholder.  A minimum of 3 hours is required.  Whereas classroom sessions are preferred, electronic training means are acceptable.

        b.  Activity process owners will actively participate in this instruction.  They are responsible for presenting material in their area of expertise.

        c.  Checking account holders and their approving officials must complete the same training as identified

for the Government Purchase Card to include  the 1099 M Tax Reporting System. 

16.  UTILIZATION OF THE GOVERNMENT PURCHASE CARD.

        a.   Internet purchases are authorized. 

18.  PROHIBITED ITEMS, ITEMS REQUIRING SPECIAL APPROVALS
        a.   “CONDITIONAL” USE.  Items or services not identified as restricted or controlled may be potential candidates for acquisition with the purchase card.  However, if the requirement is complex in nature (e.g., in the case of some repair services), it should be forwarded to the Contracting Office for purchase.  In this case, if the value of the acquisition is under $2,500, it should be accompanied by an explanation as to why it cannot be obtained by the cardholder.  Some examples of types of items or services that might be obtained via the purchase card are:

              (1)  Short-term government vehicle leases (not for personal TDY use).   Use of the purchase card to 

pay for rental vehicles is strongly discouraged.  While the cost of the rental may be within the single purchase limit, the damages may exceed the limit of the Purchase Card if the vehicle is damaged in use.  
              (2)  Printing or copying services.  Note that statutory and regulatory restrictions govern commercial procurement of printing regardless of method of payment.  Printing services must be procured from the Defense Automated Printing Service (DAPS), and it is acceptable and encouraged to use the purchase card for payment (no preapproval is required when obtaining printing from DAPS).

              (3)  Construction (not to exceed $2,000), alteration, or repair of real property. 

       b.  The purchase of controlled substances requires appropriate Drug Enforcement Administration (DEA) licensing.  The credit card will not be used to purchase controlled substances, unless the account cardholder holds a DEA license for controlled substances.

21.  CONVENIENCE CHECKS.

Convenience Checking Accounts will be audited quarterly.  Audits will be conducted by a disinterested third party appointed by the Chief of the Contracting Office and under the guidance of the local Internal Review activity.  
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