Module 2

Responsibilities

Learning Objectives:

· Acquaint Cardholders and Billing Officials with key Government Purchase Card players and their roles.

· Provide procedures for establishing and maintaining accounts.
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Establishing an Account

Cardholder Nomination Memorandum, signed by Division or Branch Chief of the activity, is normally routed to the A/OPC.
Memo includes:
· Full name of proposed cardholder, work address (include building number and office symbol), and phone number
· Full name, work address, and telephone number for Billing Official and Alternate Billing Official (Attach a completed DD form 577 Signature Card)
· Organization’s name, appropriation code, single purchase limit, and 30 day spending limit for the cardholder.
· Accounting Classification code (must contain at least 50 digits) for the activity (assigned by the RM office) 

Each Division or Branch Chief submits a memorandum of nomination for each person to be designated a Cardholder or Billing Official to the PARC or Director of Contracting (DOC).  The memorandum will state the reasons why the person needs the card.  The DOC will approve or deny the delegation of procurement authority to the cardholder.  

Before the card can be issued, the nominated individual must complete this course, pass the exam and notify the A/OPC of the results.  The A/OPC will prepare and issue a Delegation of Authority to each Cardholder/Billing Official.
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Account Maintenance.

Any increase to cardholder monthly or office purchase limits must be coordinated between the cardholder’s Division Chief and the Resource Manager.

Increasing Monthly Limits.

To increase a cardholder’s 30-day (monthly) limit, the Division Chief shall forward a written request to the A/OPC that includes:

· The cardholder’s and billing official’s name, e-mail, and official mailing address.

· The cardholder’s revised monthly limit.

Increasing Office Limits

To increase office limits, the Division Chief must submit a written request to the A/OPC.  This written request must include:

· The cardholder’s and billing official’s name, e-mail, and official mailing address.

· The cardholder’s revised office limit.

Changing a Cardholder from one Billing Official to another.

Transferring a cardholder from one Billing Official to another is a process that requires several steps administered by the A/OPC.  This process is initiated by a written request from the Division Chief to the A/OPC and may take several days to complete.

Account Termination

Cardholder accounts may be terminated by written request from the Division Chief to the A/OPC.  Billing Official accounts may be terminated in the same manner.  However, termination of BO accounts will also result in the termination of all cardholder accounts assigned to them.
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The GPC Players

1. The Market Place

Vendor – Merchant which provides commercial goods and services.  (May also include other Government agencies).

2. Your Agency/Organization

a. Division/Office Chief will:

· Recommend to the A/OPC the names of personnel to be designated as cardholders and billing officials within their organization
· Establish the monthly and office limits in coordination with Resource Management
· Be responsible for notifying the A/OPC when naming or removing cardholders and billing officials, transferring cardholders between billing officials or changing any of the established monetary limits
· Be diligent in his/her selection of cardholders and billing officials to ensure they have adequate time to carry out their responsibilities.  Billing officials shall perform 100% verification of purchases and payments made by cardholders assigned to them. BOs shall not be assigned responsibilities for so many cardholders that they cannot perform this 100% inspection.
· Include billing official and cardholder duties in the performance standards of individuals delegated this authority

b. The Billing / Certifying Official is an individual who has responsibility for one or more Government purchase card cardholders.  The BO may be the cardholder’s immediate supervisor or a higher-level official, but agencies must minimize conflict of interest when appointing BOs.  For example, BOs should not be hand receipt holders for items purchased by their cardholders.  Billing Officials are pecuniarily liable for purchases they certify for payment which may later be determined erroneous (DODFMR Vol. 5, Chapter 33, Para 330702).
The BO must also:

· Perform 100% verification of purchases and payments made by all cardholders assigned to them. 

· Certify payments for purchases made prior to the Billing Official appointment. 

· Ensure the cardholder follows all required policies and procedures regarding purchases with the Government Purchase Card.

· Ensure that the billing statement is date stamped upon receipt, a complete and legible accounting classification appears on the face of the billing statement, the signed billing statement arrives at DFAS by the 15th calendar day following receipt

· Retain the original cardholder’s Statement of Account and copies of the certified Billing Statement for a period of six years and three months.

· Complete an SF 450, Financial Disclosure Report annually if they certify purchases exceeding the small purchase threshold (currently $100,000) in a 12-month period using the Government Purchase Card.

· Notify the A/OPC prior to leaving his or her position.

c.
Cardholders are responsible for the accuracy of information and data they provide to a Billing / Certifying Official in support of a Government Purchase Card purchase.  Cardholders are responsible for erroneous payments that result from information, data, or service, including designation of proper appropriations or other funds, they provide to a Billing Official.  Cardholders shall:

· Attest to the accuracy of the information and data they provide to the Billing Official in support of Government Purchase Card purchases.
· Ensure the Purchase Card is used for official government purposes only.

· Safeguard the Purchase Card and account number at all times.

· Ensure proper documentation, such as written request, funding availability, purchase log, local purchase authority, and property book procedures are followed, as appropriate.

· Check mandatory sources of supply prior to initiating purchases. (See "Controls and Procedures" section).

· Ensure purchase is consistent with IAW policies and procedures for the Government Purchase Card Program.

· Purchase is within the cardholder’s purchase limit.

· Cardholders are responsible for informing the vendor that billing cannot occur until the item(s) are shipped and/or delivered.

· Ensure that Statement of Account is completed, and hand carried to the Billing Official along with all backup documentation to allow timely certification of the Billing Statement.

· Complete a SF 450, Financial Disclosure Report annually if they make purchases exceeding the small purchase threshold (currently $100,000) in a 12 month period using the Government purchase card.

· Notify their A/OPCs before they leave and dispose of their purchase card in accordance with local procedures.

3. Procurement & Finance Offices

a.
The Agency / Organization Program Coordinator (A/OPC) is a Government employee designated by the PARC and / or DOC to provide complete oversight of the Government Purchase Card program.

The A/OPC:

· Is located in the Contracting Office.

· Maintains a liaison with the U.S. Bank, acting as a point of contact to discuss any matters that may arise due to Government credit card use.

· Receives and processes nominations from either the PARC or DOC, conducts training, prepares policy and guidance, prepares delegation of authority memoranda to appoint cardholders and billing officials.

· Changes dollar thresholds, cancels cards and performs audit reviews.  This individual is also authorized to revoke any credit card and recommend termination of any cardholder / approving official from the program. 

· Shall serve as the purchase card focal point at each activity.

· Shall be the liaison between the activity, U.S. Bank, acting as a point of contact to discuss any matters that may arise due to Government credit card use.

· Will prepare applications for billing officials and forward them to U.S. Bank.

· Will also provide written or electronic confirmation of all card cancellations to U.S. Bank.
· The A/OPC must appoint new billing officials prior to the departure of existing billing officials.
A/OPCs are responsible to ensure that cardholders and billing officials are notified by letter of designation apprising billing officials of their pecuniary liability for erroneous payments that results from the negligent performance of their duties.  (DODFMR Vol. 5, Chapter 33, para 330505).

b.
Resource Manager – Individual responsible for providing accounting in support of Government Purchase Card purchases.

c.
Defense Finance & Accounting Service (DFAS) – Organization responsible for making payments to U.S. Bank against Government Purchase Card statements of account.

4.  Card/Bank Services

U.S. Bank provides credit for all Government Purchase Card charges.
The U.S. Bank produces and disseminates monthly bank statements and investigates all disputes.
According to the terms of the General Services Administration (GSA) contract with U.S. Bank, the U.S. Government is required to pay the bank for purchases when a cardholder uses his card for fraud.  The U.S. Government will then collect the money from the responsible individual.
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Responsibilities of Billing Officials (BOs)

As Certifying Officials, BOs are responsible for:

a.
Information stated in a voucher, supporting documents, and records;

b.
Computation of a certified voucher under Sections 3528 and 3325 of title 31, United States Code;

c.
Legality of a proposed payment under the appropriation or fund involved;

d.
Seeking advance decisions from the DOD Office of Deputy General Counsel (Fiscal), or designee; and

e.
Repaying a payment:

1.
That is determined to be illegal, improper, or incorrect because of an inaccurate or misleading certificate;

2.
That is determined to be prohibited by law; or

3.
That does not represent a legal obligation under the appropriation or fund involved.

See DODFMR Vol. 5, Chapter 33, paragraph 330303.
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Rights of Billing Officials (BOs)

Billing Official Account Suspensions

It is DoD policy to pay its invoices within the billing cycle.  U.S. Bank will suspend accounts when they go 60 days past due (90 days past the billing date).  Once a Billing Official’s account is suspended, all cardholders reporting to the same BO will also be suspended.  This means, for example, that if a BO certifies for 5 cardholders, and one cardholder’s account is delinquent, accounts will be suspended for all 5 cardholders.

Before suspension, U.S. Bank will notify BOs and A/OPCs of the pending suspension.  The accounts will remain suspended until brought up to date by reconciling and paying outstanding invoices.  At that time, accounts will automatically be reinstated.  Reinstatement of suspended accounts shall incur a reinstatement fee of $25.00.

Accounts suspended more than twice in a twelve month period will be canceled.

Billing accounts that become over 180 days past due will cause suspension of an entire activity. All billing accounts and cards within an activity will be suspended if any billing account becomes over 180 days past due. 

Delinquency files are available for viewing at the DOD Purchase Card Management Office website at http://purchasecard.sarda.army/mil/payments.htm.  It is encouraged that all A/OPCs work closely with their Financial Management Community in aggressively managing this issue.
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Rights of Billing Officials (BOs)

BOs have the responsibility to know the policy concerning what is prohibited from Government Purchase Card purchases and what is allowable for purchases.  Ignorance of applicable law or regulation is not an acceptable excuse for avoiding pecuniary liability.

BOs have the right to participate in any audit or investigation of purchases for which they have certified payment.

BOs have the right to request relief from liability depending upon the characterization of the loss.  Specific requirements for request for relief are covered in the DOD Financial Management Regulation (DOD 7000.1 4-R), Volume 5, Chapter 1, Section 010502 and Chapter 33, Section 3309.

BOs may require that cardholders under their jurisdiction obtain the BO’s approval prior to making any purchase.  This requirement should be put in writing.  A BO who is not a supervisor may recommend to the cardholder’s supervisor that disciplinary action be taken against the cardholder if s/he fails to follow the BO’s requirement.

BOs have the right (and the duty) to seek guidance from Government Purchase Card Agency/Organization Program Coordinators, their legal office and others before approving a purchase if they have any doubt about its propriety.

For DOD, the Billing Official (BO) also acts as the Certifying Official.  The BO is responsible to ensure that transactions of individual cardholders meet all requirements for authorized purchase card transactions, that the facts presented in the cardholder documentation are complete and accurate, and that adequate documentation is available for individual transactions.  The Billing Official will be designated by issuance of a letter of appointment and completion of a signature card (DD 577).

BOs are insurers of the public funds and have financial liability for erroneous payments.   DODFMR Vol. 5, Chapter 33, Section 3307.

Relief may be available under governing DOD regulations:

· If the fiscal irregularity was not the result of a Billing Official’s negligence (See DOD Financial Management Regulation [DOD 7000.14-R] Volume 5, Chapter 33, Section 330906);

· If the payment is based on official records and the Billing Official could not have been reasonably expected to discover the correct information; or

· The payment was made in good faith, was not prohibited by law, and the Government received value for the payment.  See 31 U.S.C. 3528.
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