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Revision History

Table 1 provides the revision history of this document.

Table 1. Revision History

Version Date Definition

1.0 02/02/2013 Initial version.

20 03/31/2014 1. Reformatted and updated layout of document, including
updating the headers and footers with the document
information.

Added a Revision History section.

Added an Introductory section.

Moved and expanded the acronym section.

Removed content for FFIS and updated for FMMI.

Reorganized sections within the document.

Updated broken links.

Moved, updated content, and updated formatting of the Training

section.

9. Added in new links to forms/documents on the CCSC Web site.

10. Updated Prohibited Items sections with information from the
DR.

11. Added in new section, 7.5.3.1.1, for updating the Comments
fields on the Comments tab page in Access Online (based on
content from Comments Tab Training).

12. Added in new section, 7.5.4, Identifying purchases as Green
Purchases.

13. Updated information on Refresher Training in section 5.4.

14. Updated Appendix A, Charge Card Program Forms.

O N GAWN

3.0 07/01/2014 1. Updated section, “Program Support,” with the removal of
content that indicated CCSC supported multiple lines of
business (purchase card, fleet, and travel) to the support of the
purchase card.
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1 Introduction

1.1 Purpose of Document

Approving Officials are encouraged to read this guide thoroughly and retain it as a reference tool
in addressing the procedures and proper management of U.S. Department of Agriculture’s
(USDA) participation in the use of the purchase card.

1.2 Scope of Document

This Approving Official’s Purchase Card Program Guide provides you with information
necessary to administer the Purchase Card Program within your office. The document is intended
to supplement Departmental Regulation (DR) 5013-6: Use of the Purchase Card and Related
Alternative Payment Methods (November 2012) (herein referred to as DR 5013-6) in establishing
Department-wide standards and policy for all USDA agencies to maintain and operate an
effective Purchase Card Program. In the event of a conflict between DR 5013-6 and the
Approving Official’s Purchase Card Program Guide, the policies and procedures of DR 5013-6
shall govern.

1.3 Location of Document

This document is located on the CCSC Web site with other guides, reference materials, and
training documents.

1.4 References
Table 2 provides a list of references used in the document.

Table 2. References

References

Departmental Regulation (DR) 5013-6: Use of the Purchase Card and Related Alternative Payment Methods (November 2012)

1.5 Abbreviations and Acronyms
Table 3 provides a list of abbreviations and acronyms used within the document.

Table 3. List of Abbreviations and Acronyms
Term Definition
AbilityOne The AbilityOne Program is the largest source of employment for people who are blind or have significant

disabilities in the United States. More than 500 nonprofit organizations employ these individuals and provide
quality products and services to the Federal Government at a fair market price. (Formerly JWOD)

Access Online Access® Online

AGAR Agriculture Acquisition Regulation

Document Date: 07/01/2014 1


http://www.dm.usda.gov/procurement/ccsc/docs/pcref/DR5013-6.pdf
http://www.dm.usda.gov/procurement/ccsc/docs/pcref/DR5013-6.pdf
http://www.dm.usda.gov/procurement/ccsc/pc_guides_ref.htm

AO Purchase Card Program Guide Document Version: 3.0

Term Definition

AO Approving Official

APC Agency Program Coordinator

BOCC Budget Object Classification Codes

CCsC Charge Card Service Center

CFO Chief Financial Officer

CSC Customer Service Center

CsQl Cardholder Statement of Questioned Item

DAC Default Accounting Code

DCIA Debt Collection Improvement Act of 1996

DCN Document Control Number

DOD Department of Defense

DPM Departmental Program Manager

DR Departmental Regulation (DR) 5013-6: Use of the Purchase Card and Related Alternative Payment Methods
(November 2012)

EAS Electronic Access System (EAS)

EIN Employee Identification Number

EPA Environmental Protection Agency

FAR Federal Acquisition Regulation

FEMP Federal Management Program

FFIS Foundation Financial Information System

FPDS/SF Federal Procurement Data System/Standard Form

FPI Federal Prison Industries, see UNICOR

FPOC Financial Point of Contact

FSS Federal Supply Schedule

GPO Government Printing Office

GSA General Services Administration

IAS Integrated Acquisition System

ID/IQ Indefinite Delivery/Indefinite Quantity

IT Information Technology

JCP Joint Committee on Printing

JWOD Javits-Wagner-O'Day Act, see AbilityOne

LAPC Local Agency Program Coordinator
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Term Definition

MCC Merchant Category Code

MCCG Merchant Category Group

NFC National Finance Center

NIB National Industries for the Blind

NISH National Industries for the Severely Handicapped, see SourceAmerica

ocC Office of Communication

OHRM Office of Human Resources Management

0IG Office of the Inspector General

OMB Office of Management and Budget

OPPM Office of Procurement and Property Management

SourceAmerica | SourceAmerica (formerly NISH), a national nonprofit, is the leading source of job opportunities for a
dedicated and highly qualified workforce—people with significant disabilities.

SSN Social Security Number

TIN Taxpayer's Identification Number

UNICOR Federal Prison Industries, also known as UNICOR and FPI, is a wholly owned United States government
corporation created in 1934 that uses penal labor from the Federal Bureau of Prisons to produce goods and
services. FPI is restricted to selling its products and services to federal government agencies and has no
access to the commercial market.

UPS United Postal Service

usc U.S. Code

USDA U.S. Department of Agriculture

1.6 Providing Feedback to the CCSC

Forward any questions concerning this manual to the USDA Charge Card Service Center
(CCSC) CCSC Inbox. Additional information is also available on the CCSC Web site.
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2 Purchase Card Overview

2.1 USDA Government-wide Commercial Purchase Card

The commercial purchase card is a VISA credit card, similar to your own personal credit card,
which authorizes a cardholder to buy goods and services under an established delegation of
authority. The card is specifically designed showing the United States of America seal and the
words “For official US Government Purchases Only” imprinted on it to avoid being mistaken for
a personal credit card. The card is also imprinted with “US Government Tax Exempt.”

Note: The card is still subject to existing federal and departmental procurement regulations in
accordance with DR 5013-6.

The purchase card is the primary method for making purchases of $100,000 or less (simplified
acquisition threshold). The objectives in using the purchase card are to reduce procurement and
related payment paperwork by reducing/eliminating the number and dollar amounts of imprest
funds, reducing purchase order transactions for supplies and services, including construction, and
reducing administrative processing costs and lead times. Under no circumstances is the purchase
card to be used for personal purchases.

2.2 Purchase Limits

Use of the purchase card by a cardholder is subject to a single purchase limit and a monthly
purchase limit. The following sections define the purpose of each dollar limit.

2.2.1 Single Purchase Limit

The single purchase limit is a dollar amount on the procurement authority delegated to the
cardholder. A “single purchase” is the total of those items purchased at one time from a
particular vendor. Multiple items may be purchased at one time using the card; however, no
single purchase may exceed the authorized single purchase limit. If the requirement is for on-
going repetitive services that exceed $2,500 a year, the best solution is to forward the
requirement for the service through the agency servicing contracting office. A requirement
cannot be reduced into smaller parts to avoid formal contracting procedures. Splitting purchases
merely to stay within the single purchase limit is a violation of the law.

An example of a split purchase is:

The cardholder’s single purchase limit is $3,000. The items to be purchased total $3,500. The
cardholder divides the purchase into several charges to stay within the authorized single purchase
limit.

2.2.2 Monthly Purchase Limit

The monthly purchase limit is the maximum total dollar amount a cardholder is authorized to
procure each month. This amount is established in Access Online when a cardholder’s account is
first established. The monthly purchase limit applies to the monthly total of all purchase card and
convenience check transactions. This amount is similar to a “credit limit.” The monthly purchase
limit is determined by the Approving Official (AO) using historical spending data for the office.
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3 Program Support

3.1 USDA Charge Card Service Center

The Office of Procurement and Property Management (OPPM) established an office to provide
overall charge card management. This USDA Charge Card Service Center (CCSC) is staffed
with subject matter experts to provide a one-stop shop for inquiries and assistance for the
business line relating to the purchase card. Information pertaining to the purchase card is
available at the USDA CCSC Web site. Questions pertaining to the USDA Charge Card Program
can be forwarded to the CCSC Inbox.

The CCSC staff consists of the Departmental Program Manager (DPM), business line experts for
purchase cards, and contractor support. The CCSC staff is dedicated to providing quality service
and assistance to USDA employees.

3.2 Access Online

Access Online is a web-based electronic access tool designed to be the system source for
purchasing card program management and related data. The U.S. Bank electronic access system
enhances program management capabilities and streamlines the billing and payment processes.
This system is used for establishing and managing card accounts, including account
reconciliation and purchase approval by cardholders and AOs. It is also used by Coordinators to
perform management and oversight of purchase card transactions.

Access Online interfaces with the financial system. It automatically generates and sends payment
voucher documents (P8) for individual purchase charges to the financial system on a nightly
basis. The documents (P8) are charged directly to the cardholders’ default accounting codes.

3.3 U.S.Bank Web-based Training

The web-based training provides valuable information about the electronic access system
capabilities, including an explanation of access screens, as well as necessary key sequences and
functions for reviewing purchases and disputing a transaction electronically. This is an exclusive
training and communication web site tailored to support U.S. Government Services Purchase
Card customers. You can also visit the Communication and Training Materials page on the U.S.
Bank Web site for access to communication updates, training resources, and reference materials
to successfully implement and manage the purchase card program. For a user name and
password, cardholders and AOs should contact their Local Agency Program Coordinator
(LAPC). Visit the CCSC Web site for the Access Online Web-Based Training Guide that
provides a description of each module and which role should take the training module.

3.4 U.S. Bank Government Services Technical and Training Help Desk

U.S. Bank Government Services Technical Help Desk staff are available via phone (1-800-254-
9885, option 2), or you can e-mail seven days-a-week, from 6:30 A.M. to 8:00 P.M., central
time. They assist Cardholders and AOs with questions about web-based program management
tools. After hours, calls are routed to U.S. Bank Government Services representatives who can
assist with frequent requests such as password resets.
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4 Responsibilities

4.1 Approving Official (A0)

It is USDA policy that the AO is the individual with oversight and approval responsibility for
purchase card activity of cardholders under his or her purview. USDA prefers that the AO is the
cardholder's supervisor-of-record; however, other individuals may be appointed. Requests to
appoint an AO must be submitted by the supervisor-of-record to the LAPC with a completed
Appointment Nomination Request Form. The appointment of an AO that is not the cardholder’s
supervisor-of-record does not absolve the supervisor-of-record of the responsibility over the
cardholder’s job performance and purchase card transaction activity. Agencies may appoint
individuals other than the supervisor—of-record under the following criteria: (1) Must be the
same or higher grade than assigned purchase cardholder; (2) Must be in the same program or
regional/area/office as the cardholder; and (3) Must satisfy mandatory AO training requirements.
A written justification explaining why a change in AO is required shall be submitted to the
LAPC for review and recommendation for decision by the APC. The Agency Program
Coordinator (APC) will forward the final decision to the LAPC for file retention. Additionally, a
cardholder shall only have one AO.

AO duties include, but are not limited to:

e Determining the necessity and appropriateness of each card issued.

e Determining who under the AO’s authority should receive purchase cards/convenience
checks.

e Ensuring the purchase card and/or convenience check authority is not conferred upon
employees whom, by virtue of their position, will give rise to a conflict of interest without
first adequately mitigating the conflict.

e Determining single and monthly purchase limits, including requests for increases/decreases
in a cardholder’s monthly limit.

e Ensuring that cards issued under their authority are properly utilized for official Government
business.

e Ensuring cardholder completes required purchase card training prior to submitting purchase
card application to LAPC.

e Completing required AO purchase card training prior to submitting purchase card application
to LAPC.

e Submitting a completed purchase card application to the designated LAPC. Include in the
request the prospective cardholder’s official name as entered in the Department’s Personnel
Database, work address, telephone number, e-mail address, single purchase limit, monthly
purchase limit, accounting information, training certifications, and check-writing capability.
Also, include the AO’s demographic information, e-mail address, and training certifications
with the application.

e Notifying the LAPC of changes in cardholders, supervisory information, demographic
information, and division/agency/department.

e Ensuring the card/convenience checks are destroyed and note the unused check numbers
destroyed before cardholder departs agency.
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e Ensuring cardholders approve their transactions on a monthly basis and before the
cardholder’s departure from agency. Submit completed Card/Check Destruction Form to the
LAPC.

e Ensuring cardholders maintain adequate receipts/supporting documentation for each
purchase. The retention period for these documents is three years from the date of purchase.

e Recommending disciplinary action or other appropriate action for misuse of purchase
cards/convenience checks when notified by the LAPC and notify the LAPC of the action
taken.

e Notifying LAPC when cardholder is absent from office due to extenuating circumstances.

e Reviewing cardholder transaction activity on a monthly basis.

e Notifying the LAPC of questionable transactions or possible misuse of the purchase
card/convenience check.

4.2 Cardholder

The cardholder is the individual to whom a card/convenience or cardless account check is issued.
The purchase card/convenience check bears the cardholder’s name and may only be used by the
individual designated on the card/convenience check. No other person is authorized to use the
account. The authorized spending limits are displayed in Access Online. These limits indicate
that goods and services (including construction) may be purchased, within the cardholder’s
designated authority, as required by the government, subject to funds availability.

The cardholder is responsible for all purchases made with the purchase card. All purchases that
are paid for using the card must comply with the Federal Acquisition Regulation (FAR) and
department and agency regulations. The cardholder is responsible for approving each transaction,
either made with the purchase card or a convenience check, in Access Online.

Cardholder responsibilities include:

e Making purchases within authorized spending limits and funds availability. Use a
card/convenience check only for purchasing items in accordance with agency/department
policies.

e Soliciting prompt payment discounts from vendors prior to accepting an offer. Discount for
prompt payment means an invoice payment reduction offered by the contractor if payment is
made prior to the due date. Vendors normally receive payment from the U.S. Bank within
three days of the purchase.

e Maintaining purchase cards and convenience checks in a secure fashion and preventing
authorized charges against the account.

e Maintaining adequate documentation of all purchase card and convenience check
transactions. This responsibility includes documentation of funds availability, receipts,
packing lists, invoices. The retention period for these documents is three years from the date
of purchase.

e Ensuring that accountable/sensitive property is entered into USDA accountable property
system.

e Ensuring that any dangerously radioactive and other hazardous materials acquired are
disposed of in accordance with applicable regulations (refer to Subchapter H, Part 104-42 of
the Agriculture Property Management Regulations, entitled, Utilization and Disposal of
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Hazardous Materials and Certain Categories of Property. See DR 5013-6 for restrictions on
use of the purchase card to acquire firearms, ammunition, explosives, or hazardous biological
and radioactive substances.
e Approving purchase card and convenience check transactions using Access Online on a
monthly basis, ensuring entry of proper accounting codes, budget object classification codes,
Comments tab information, including a waiver number, and, for convenience checks that the
following is correct:
= Conv. Checks TIN#: This field is always required when the cardholder writes a
convenience check for a purchase and should come from the vendor’s IRS W-9 form.

=  The Conv Ck Mer Inf/ Waiver# field: This field is used to collect the vendor
information for whom the cardholder wrote a convenience check and to identify the
waiver number used to support the usage of the convenience check. Refer to section
7.5.3.1.1, “Complete the Comments Tab Fields,” for detailed information on how to
accurately enter the data of convenience checks.

e Calling U.S. Bank’s customer service representative and the LAPC immediately to report lost
or stolen cards/checks.

e Notifying U.S. Bank of any billing discrepancies (i.e., disputes) posted on the account by
disputing the transaction in Access Online and following U.S. Banks guidelines for disputing
a transaction.

e Disallowing any member of their staff, family, or supervisor to use their purchase
card/convenience check.

e Notifying the LAPC of any name, telephone, address or other account changes, (i.e., change
in supervisor or division/agency/department changes.

e Changing password as required.

e Obtaining proper authorization prior to purchasing goods/services.

e Completing the Card/Checks Destruction Form and forwarding to AO for signature.
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5 Training Requirements

In accordance with OMB Circular A-123, all personnel, including cardholders, AOs, and
Coordinators, must be trained in purchase card policies and procedures. Cardholders and AOs
must be trained in order to receive a purchase card and/or related alternative payment methods
with micro-purchase authority. Non-warranted personnel must receive training in micro-purchase
regulations and procedures and U.S. Bank’s Access Online before a card may be conferred.
Individuals issued a card and their AOs must certify that they have received the training,
understand the regulations and procedures, and know the consequences of inappropriate actions.

Certification is required for all modules. For Access Online certification purposes, users with
multiple roles (e.g., coordinator, approving official, and cardholder) are to take web-based
training and certification exam at their highest role. In this example, the highest role is
coordinator. For Purchase Card Policy Training, users with multiple roles are to register for each
role and take the required certification exam for each role.

Each Agency Head is responsible for ensuring participants are adequately trained in USDA
Purchase Card Program. To ensure consistent training throughout USDA, materials have been
developed for use in training cardholders, AOs, LAPCs, APCs, and others involved in using or
monitoring purchase card transactions. There are no exceptions or substitutions for this type of
training. The following sections list the required training for each role.

Table 4 identifies the number of continuous learning points (CLPs) available for each type of
training.

Table 4. Continuous Learning Points for Access Online WBT

Type of Training Coordinator Cardholder

Access Online Web-based Training 4 4 2

5.1 Non-warranted (non-procurement) Cardholders
e Ethics—Government Purchase Card
Green Purchasing
AbilityOne
Section 508
Access Online Training Modules:
= Get Started Using Access Online:
» Online Registration
» Navigation Basics
» My Personal Information
» Purchasing Policy
= Manage Accounts and Users:
» Account Profiles
= Work with Transactions:
» Transaction Management
» Transaction Approval Process
= Account Approval Process
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5.2 Warranted Cardholders
e Access Online Training Modules:
= Get Started Using Access Online:
» Online Registration
> Navigation Basics
» My Personal Information
» Purchase Card Policy
= Work with Transactions:
» Transaction Management

5.3 Approving Official Training
e Ethics—Government Purchase Card
Green Purchasing
AbilityOne
Section 508
Access Online Training Modules:
= Get Started Using Access Online:
» Online Registration
> Navigation Basics
» My Personal Information
» Purchasing Policy
= Configure the System:
» Accounting Validation Controls
= Manage Accounts and Users:
» Account Profiles
= Work with Transactions:
» Transaction Management
» Transaction Approval Process
» Account Approval Process
> Payment Analytics

» Managing and Card Account Lists

Lessons in Access Online WBT under the Create and Run Reports module are optional.

Note: AOs who are also cardholders must take all the required cardholder modules—even if
these are not required of AOs. With one exception (Purchase Card Policy), no module must be
taken more than once. The Purchase Card Policy module for AOs is oriented towards this role,

while the policy module for cardholders has a cardholder orientation.
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5.4 Refresher Training
Refresher training is required for all participants of the USDA Charge Card Program via AgLearn
except APC/LAPCs. Participants are notified when refresher training is required.

Agencies may require additional or more frequent training to update cardholders and AOs on specific
agency procedures, relevant regulatory changes, and/or internal policies/procedures for Purchase
Card Policy.

Reference Table 5 to view the refresher training requirements for each role under the charge card
program.

Table 5. Refresher Training in AgLearn

Cardholder Approving Official Ethics

Training Training Training
APC/LAPC X
AOs with a card Every Year Every Year Every Year
AOs without a
card Every Year Every Year

Participants
(without a card

and no warrant) Every Year Every Year
Non-warranted

Cardholders Every Year Every Year
Warranted

Cardholders Every Two Years Every Two Years

Document Date: 07/01/2014 11



AO Purchase Card Program Guide Document Version: 3.0

6 Accessing the Access Online System
To access Access Onling, follow these instructions:

1. From your browser, navigate to the following address https://access.usbank.com/.
The Welcome to Access Online page displays, where you can log in.

U.S. Bank Access® Online

Ebﬂnk Welcome to Access Online!

Contset Us. Please enler the informaltion below and login 1o begin
Legin

Organization Shoa Mame

User D!

WebsRBeser Requinements

All of [ serving you~

Figure 1. Welcome to Access Online (Login) Page

2. Enter the following information into these fields:
e Organization Short Name = USDA
e User ID = [your User ID]

e Password = [your password]
3. Click Login.
The Access Online Home page displays.

U.5. Bank Accass® Onlina U.5. Depaniment of Agriculiure B

TEbank.  wessagets rom Access oniine Lo D
[— Welo Orilin A

th Accrss mancan Engish =]

wich yous program limits and sirea ment processes with Ao
Request Sahss Gueun Onliny % Py management and reporing bl T N130led bl oflers 3 fealure-rich
@ ed a ployed 1o meed your eds. Access your payment
070 With Access Onling

Account Infermanan Brenvenue sur Access Oniine! Repoussel les kmites de vovie programme et simplifiel les processus de
Rncritag pale ; riolre oull navaliur dtablissement d rapparts of de gosticn de programime

Ba-Toemmil et | pea dapioy
cins pamculiers. Accécer §vos Sautions de palement en tout lemps. ol que veus

Dista Exchange pousr
iy Personal infarmation e

Home
Centact Us
Training

All of M serving you=

Figure 2. Access Online Home Page
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Note: AO’s (who are also cardholders) must register their individual purchase card accounts
separate from their AO. To do this, you must have your purchase card account number available
and follow the instructions in the “Cardholder Registration” section of the Cardholder’s
Purchase Card Program Guide.
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7 Special Instructions

7.1 Purchase Card Administration

7.1.1 Nominating a Cardholder

An AO must nominate prospective cardholders. Nominations must be forwarded to the LAPC
with a completed Cardholder Request for Purchase Card, including information pertaining to the
AO. Nominations should include a copy of the Certificate of Training issued upon successful
completion of the Access Online web-based training for the cardholder and AO and certifications
of all other required trainings. Refer to section 5, “Training Requirements,” for the detailed
requirements.

AOs should only nominate individuals that have demonstrated that they are responsible and
possess the required business acumen to be entrusted with a government purchase card.
Generally, all cardholders should be current, permanent USDA employees. Temporary and term
employees (with an appointment of at least one year’s duration) may be issued purchase cards on
a case-by-case basis as determined by the AO in consultation with the LAPC.

7.1.2 Replacing an AO

The cardholder is responsible for notifying the LAPC of the departure or removal of their
respective AO. The LAPC is to ensure that the new AO has met the mandatory training
requirements. The LAPC should retain a copy of the new AQ’s training certificates in a separate
file.

7.1.3 Changing Cardholder Information

Changes to cardholder information (i.e., name, address, telephone number, e-mail address,
organization, supervisor, etc.) are to be submitted to the LAPC by the cardholder. Changes to a
cardholder’s card may be requested from the bank by either a cardholder or Coordinator,
depending on the circumstances.

e Cardholder:
= Correct, over the phone, minor spelling errors of one or two letters
= Requests replacement of the purchase card that was issued to them
e Coordinator:
= Legal name change
= Address changes by phone, in writing, or by Access Online
= Correct, over the phone, spelling errors of three or more letters

If the request pertains to an increase in single purchase limit for a warranted Cardholder, the AO
must include a copy of the Cardholder’s warrant for verification of the appropriate warrant level.
There may be situations where the AO may unknowingly request an inappropriate single
purchase limit. If this is the case, the LAPC informs the AO and corrects accordingly. The AO
informs the Cardholder via e-mail or verbally of the approval or denial of the purchase limit
increase.
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If the request pertains to an increase in the monthly office limit, the AO includes an explanation
for the increase, i.e., increase in purchases, emergency, or national disaster, etc. The LAPC may
contact the AO if the request seems unreasonable. After consultation with the AO, the request is
denied or approved. If the request is approved, the LAPC logs into Access Online and completes
the request using the Cardholder Account Maintenance feature.

Once the request is processed in Access Onling, the increase takes effect within 5-10 minutes of
electronic submittal. The LAPC informs the AO completion of the request via e-mail or verbally.
The AO sends an e-mail request to the LAPC to request limit changes. These limit changes are
real time. Changes to cardholder hierarchy information are processed at the start of the new
cycle.

An AO cannot request a purchase limit increase for his/her own purchase card account.

7.1.4 Processing Transfers, Reassignments, or Departures

Cardholders cannot be transferred from one agency to another (e.g., from APHIS to FSIS), but
the cardholder can be transferred within the agency (e.g., NRCS Nevada State Office to NRCS
Oklahoma State Office). When transferring from one agency to another, the cardholder’s account
must be terminated in Access Online and a new card requested by the AO at their new location.
For transfers within the agency, the new AO must forward transfer requests to the new LAPC for
processing in accordance with agency procedures.

The cardholder is responsible for informing the AO of their intention to depart or take an
extended leave of absence. Prior to leaving, the cardholder must approve all transactions,
forward a log of outstanding transactions not appearing in Access Online to their LAPC with a
copy of the supporting documentation, and give the AO the card and any associated checks along
with a completed Card/Check Destruction Form. The cardholder needs to cancel
automatic/recurring payments with the merchants or transfer them to another card in the office
prior to their departure; otherwise, the charges will still go through even after the card has been
cancelled.

AOs shall notify the cardholder’s LAPC if the cardholder leaves the unit or no longer requires a
card and/or checks. Unless otherwise specified in agency procedures, AOs are to collect
purchase cards and checks from cardholders separating from their agency and use the
Card/Check Destruction Form to document destruction of the card/checks. A copy of the
destruction form is to be forwarded to the LAPC. The original version is to be retained with the
cardholder’s transaction file for a minimum of three years.

When a cardholder transfers within the agency or separates from the agency, the transaction
documentation shall be turned over to the LAPC for retention.

7.1.5 Suspending/Cancelling Cards for Nonpayment of Transactions

USDA disburses payments to U.S. Bank via electronic funds. The payments are subject to the
Prompt Payment Act. In the event prompt payment is not made to U.S. Bank, USDA is subject to
Prompt Payment Act penalties and account suspension and cancellation actions that are allowed
under the GSA Master Contract and agreed to with USDA. It is important for the agency’s
Financial Points of Contacts (FPOCSs) to work all delinquencies to help prevent these actions.
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It is required that valid accounting codes are to be loaded into Access Online. When an invalid
(default accounting code) DAC is discovered, it is imperative that the invalid DAC is corrected
in Access Online to avoid interest payment accruals. Each transaction in Access Online is an
invoice that is paid to U.S. Bank on the processing hierarchy at the Company Level (LAPC).
This means that if corrections to the DAC are not performed by the cardholder, the invoice is not
paid and all accounts assigned to the Company Level will be suspended. It is the responsibility of
the agency FPOC to ensure that the accounting is correct in the Financial System of Record.

It is the cardholders’ responsibility to correct the DAC in Access Online on the Maintain
Cardholder and Transaction Management link. Detailed instructions for correcting the DAC are
available in the Cardholder’s Purchase Card Program Guide.

Table 6 identifies U.S. Bank’s schedule to suspend and cancel cards under the General Services
Administration (GSA) master contract.

Table 6. U.S. Bank's Schedule for Suspension/Cancellation of Cards

Days Action

61 If payment has not been received at 61 calendar days from the cycle date, U.S. Bank
suspends the account.

125 If payment has not been received at 125 calendar days from the cycle date, the account is
canceled.

Note: This process is in addition to the process used to suspend accounts that have not been
approved by the cardholder and/or final approved by the AO.

16 Document Date: 07/01/2014



Document Version: 3.0 AO Purchase Card Program Guide

7.2 Authorization to Use a Purchase Card

7.2.1 Delegation of Authority

The maximum dollar amount that may be delegated to an unwarranted cardholder for purchase
card purchases is $3,000. Micro-purchase authority of $3,000 for supplies, $2,500 for services
and checks, and $2,000 for construction is delegated to unwarranted personnel in accordance
with DR 5013-6.

Issuance of the purchase card to cardholders is considered to confer the required delegation of
authority. Cardholders must, however, be trained in micro-purchase procedures and their
responsibilities when obligating the government funds using the purchase card. Cardholders can
only obligate funds that come within their purchasing authority. Under no circumstances may a
cardholder purchase an item that costs more than the maximum amount of their delegated
authority.

7.2.2 Micro-Purchases

Micro-purchase means an acquisition of goods (e.g., equipment, subscriptions, or general office
supplies) or services (except construction) the aggregate amount of which does not exceed
$3,000. Micro-purchases for construction are limited to $2,000. For USDA purposes, the micro-
purchase limit is $3,000 for supplies, $2,500 for services, and $2,000 for construction. Purchases
under the micro-purchase threshold are not subject to any form of small business set-aside and
are exempt from the requirements of the Buy American Act.

7.2.3 Authorization to Purchase Goods/Services

Cardholders are to obtain proper authorization prior to making a purchase. A requisition is
required for all purchases made with the purchase card. The requisition may be in a form of a
written request, e-mail, or Integrated Acquisition System (IAS) procurement requisition from an
authorized official. Authorized officials will be determined according to agency procedures.
Requisitions at or below the micro-purchase threshold should not be generally forwarded to the
servicing contracting office for processing unless the requirement is of a unique, complex or
sensitive nature, or the vendor will not accept the purchase card or convenience check for the
order. The handling of such a requisition shall be coordinated in advance with your servicing
contracting office. To avoid the appearance of impropriety, a contracting officer should always
ensure that adequate documentation is available to substantiate a purchase.

7.2.4 Authorized Use by Non-Procurement Personnel

The method non-procurement personnel use in processing purchases under the micro-purchase
limit are purchase card and convenience check. The purchase card is the preferred means to
purchase and pay for micro-purchases. This is not intended to limit use of the purchase card to
micro-purchases nor is it intended to preclude use of electronic purchasing techniques.
Cardholders are encouraged to use the purchase card to the maximum extent practicable to
purchase and pay for purchases under FAR Part 8 procedures.
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The purchase card should be used unless it is clearly in the best interest of the government to use
more formal contracting methods. The purchase card can be used to buy:

Goods (supplies) under $3,000

Services (personal and non-personal) under $2,500
Personal property under $3,000

Construction under $2,000

A cardholder must be able to distinguish between purchases for personal services and those for
non-personal services. A personal services purchase is one in which the contractor’s personnel
appear as government employees. On the other hand, a non-personal services purchase is one
where the personnel rendering the services is not supervised by government employees.
Cardholders must not purchase personal services with the purchase card unless authorized by
their supervisor and authorized by law.

Some examples of authorized purchases: purchase of facsimile machines; office supplies;

subscriptions; information technology (IT) hardware and software; plumbing supplies; and film
developing. Use of the purchase card is designed to promote greater efficiency and economy. It
puts buying power as close as possible to the local levels where goods and services are needed.

7.2.5 Authorized Use of the Purchase Card and Alternative Payment Methods

7.2.5.1 Purchase Cards
Purchase cards are also authorized for the following situations:

e Purchase accountable/sensitive and pilferable property. Cardholders must promptly initiate
action to place these items on the property inventory in accordance with USDA and agency
procedures.

e Rental of meeting and conference rooms and storage and other special purpose space to be
used on a temporary or short-term basis (up to 180 days), or emergency basis.

e Pursuant to 31 U.S.C. 3324, payments for subscriptions may be made in advance or receipt
of the items provided through the subscription.

Purchase business cards.

Purchase of construction according to specific agency guidelines.

For warranted contracting personnel, orders within their delegated authority under Indefinite
Delivery/Indefinite Quantity (ID/1Q) contracts.

7.2.5.2 Authorized Use of Convenience Check

Convenience check authority must be established during the initial order of the card. In the event
checks are not requested, the LAPC may order checks for a cardholder by contacting the bank’s
customer service representative. To place the order, the LAPC must have the cardholder’s
account number available. Delivery takes place within three weeks after the initial set-up. After
the initial set up, convenience checks may be re-ordered via Access Online.
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The purchase card is the preferred method for making a purchase, with convenience checks
being the least desirable. Convenience checks can be used for transactions at or below $2,500
when at least one of the DCIA waivers is satisfied and under the following circumstances:

1. The vendor or merchant will not accept the purchase card.

2. Bona fide emergencies where the purchase card is not a viable solution.

3. Transactions with small and/or rural business that are not yet able to accept the purchase
card.

4. Other properly approved transactions for which the imprested funds were previously used
which cannot be addressed using the purchase card.

Cardholders are responsible for keeping a copy in their files of approvals for the above
situations. In addition, all convenience checks must be documented in a check log/registry.

7.2.6 Unauthorized Use of the Card and Alternative Payment Methods

7.2.6.1 Purchase Card and Convenience Checks

The purchase card and convenience checks will not be used for:

e Cash advances (money orders, cashier’s checks) and/or travel advances.

e Long-term (more than 180 days) rental or lease of land or buildings except by warranted real
property leasing or contracting officers.

e Purchase of hazardous items such as firearms, ammunition, explosives, or hazardous
biological and radioactive substances, except by warranted contracting officers.

e Purchase repairs and maintenance to government-owned and leased vehicles, except in an
emergency situation. Cardholders must initiate the action to place this vehicle
repairs/maintenance into the Property System/Equipment Management Information System
(PROP/EMIS).

e Purchase of airline, bus, train, or other travel-related tickets and purchase of meals, lodging,
or subsistence costs. The Government Travel Card should be used for these items. Contact
your agency travel coordinator for additional guidance on non-governmental persons
traveling on invitational travel orders, employees not issued a travel charge card, or for those
employees that have had their cards canceled for misuse or non-payment, and for foreign
travel common carrier tickets.

e Personal purchases or identification. Items purchased with the card are for “official
government use only.” Additionally, the card must not be used for identification for personal
purchases (e.g., while paying for a personal purchase by check), or security for personal
purchases.

e Purchase of telecommunications (telephone) resources as defined in Agriculture Acquisition
Regulation (AGAR) Advisory No. 58A.

e Splitting requirements into several purchases merely to avoid the cardholder’s delegated
single purchase limit.

e Fuel and related supplies and services for government-owned and leased vehicles, aircraft,
and other motorized equipment.
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e Personal services unless authorized by statute. Personal services are those where an
employer-employee relationship occurs such as when there is continuous supervision of the
contractor’s employees by the government.

e Writing checks to self or for cash.

e Advance payment to a merchant prior to receipt of goods/services, unless authorized by law
(i.e., subscriptions, registration fees, and training).

e Acquisition from commercial sources of products or services available form a required
source in time to meet the agency need.

e Issuing checks for spot awards.

e Reimbursing employees for local travel expenses, miscellaneous expenditures, and tuition,
books or related expenses.

e Other unauthorized purchases include, but are not limited to:

= Greeting cards

= Memberships in an individual’s (as opposed to an organization’s) name

= Parking tickets against a government vehicle

= [Insurance of items being shipped to or for the government (the Government is self-
insuring)

= Meals for federal employees at office or agency functions, unless authorized by
law(purchasing food for government employees for a bona fide awards ceremony is
permitted by law)

= Shipment of household goods

7.2.7 Guidelines for Using Purchase Cards/Alternative Payment Methods

In addition to limitations based on individual authority and the purchase limits, there are
conditions related to the purposes for which the card and alternative payment methods may or
may not be used.

The card may be used to purchase supplies and services under the micro-purchase threshold.
Commercial supplies and service may be purchased using the card if the needed supplies and
services are not available from the Federal mandatory sources. Warranted contracting personnel
can use the card up to their delegated contracting authority not to exceed $1 million. These
purchases are subject to all federal, departmental and agency acquisition regulations and
procedures

7.2.8 Separation of Duties

Proper separation of duties creates an environment that should preclude attempts at fraud,
misuse, and abuse of the purchase card and convenience check. Key duties of the Purchase Card
Program are to be segregated among different roles to minimize the risk of loss to the
Government to the greatest extent possible. This should include separating the responsibilities
for making purchases, authorizing transactions, processing and recording them, reviewing the
transactions, and handling any related assets. No one individual shall control all key aspects of a
transaction. Agencies shall implement internal controls to mitigate the risk of fraud, misuse, and
abuse in accordance with the guidance in the OMB Circular A-123, Appendices A and B.
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7.3 Purchasable Items

7.3.1 Prohibited Items

Each cardholder is authorized to buy supplies and services that support the agency mission,
provided there is adequate funding and the item is purchased at a fair and reasonable price.
However, there are some items that are prohibited due to statutory law. The purchase card and
alternative payment methods shall not be used for any of the following:

e Cash advances

e Establishment of imprest funds and maintenance or replenishment of cash balances in
imprest funds

e Cash awards

e Money orders

e Salary payments

e Long-term rental or lease of land or buildings; rental or lease of motor vehicles

o Official travel expenses (e.g., purchase of airline, bus, or train tickets; purchase of meals,
lodging, or other travel-related subsistence costs)

e Personal purchases

e In lieu of the Fleet card (fuel and vehicle repair and maintenance)

e Hazardous items except as allowed by mission critical need and proper requisition and
agency approval.

AOs shall not Final Approve transactions for any of the prohibited purchases/uses listed above.
The AO should reject the transaction back to the cardholder. Failure to reject the transaction back
to the cardholder may result in removal from the AO role.

Refer to Appendix C, “Prohibited Items,” for a list of prohibited items. This list is not all
inclusive.

7.3.2 Restrictions on Acquiring Food and Bottled Water

The use of appropriated funds is generally not allowed for the purchase of food or refreshments;
Cardholders should consult with the appropriate budget or financial office to see if exceptions
apply to their specific situation. When food, refreshments, or bottled water are allowable
purchases, the purchase card is an acceptable form of payment as long as the purchase is within
the cardholder’s delegated single purchase limit and agency procedures have been followed.

7.3.3 Honoraria or Promotional Items

In accordance with EO 13589, agencies shall eliminate unnecessary spending on non-monetary
recognition items or promotional items such as plaques, clothing, gift cards/certificates, as well
as any other promotional items. Agencies shall be held responsible and accountable for
restricting the purchases of these items within their agency to cut wasteful spending. Agencies
are responsible and accountable for tracking their purchases and reporting to USDA’s CCSC at a
minimum annually in accordance with the Office of Human Resources Management (OHRM)
Departmental Regulation 4040-451-1, USDA Employee Awards and Recognition Program.
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Agencies shall keep records on the type of promotional item or honoraria given, number of items
given, cost, and reason why this was provided. All necessary human resource forms including
but not limited to AD-287, AD-287-2, AD-287-3A, and/or AD-495 must be completed and kept
on file for three years.

7.3.4 Gifts/Gift Cards

Agencies shall not permit the purchase card and/or alternative payment methods to be used for
the purchase of merchant gift cards or certificates without first obtaining a waiver from the
OPPM. Agencies shall submit waiver requests to the CCSC Inbox. Waiver requests shall include
the agency’s internal control plan relating to the use of gift cards as informal recognition awards.
The purchase of gift cards is regulated under the directive of the OHRM Departmental
Reqgulation 4040-451-1, USDA Employee Awards and Recognition Program.
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7.4 Required Sources/Competition

7.4.1 Required Sources

Whenever a purchase is required, the action to be taken is to select the proper source of supply
for the services or items needed. Cardholders are required to adhere to the requirements of FAR
8.001, which requires agencies to acquire supplies and services from designated sources if they
are capable of providing them. Cardholders must review the required sources of supply in
Appendix E, Required Sources of Supply, prior to placing an order with a commercial vendor.
Cardholders should contact their LAPC or servicing acquisition office if they need assistance in
determining whether their requirement can be satisfied by a required source of supply.
Cardholders can also visit the AbilityOne Web site for a list of required items to be purchased
from the AbilityOne Program.

When an order is placed with a required source of supply, the simplified acquisition procedures
of Part 13 and the small business provisions of FAR Part 19 do not apply. Refer to FAR Part 8
for specific requirements regarding order placement. In considering and using sources of supply,
the cardholder must keep in mind that the need, as expressed by a request or other requirement
for services or supplies is basic to some intended task. Whatever is supplied must serve the end
use purpose.

7.4.2 Competition

Purchases within the micro-purchase threshold can be awarded without soliciting competitive
price quotations if the price is reasonable. Such purchases must be distributed equitably among
qualified suppliers. When practicable, a quotation should be solicited from other than the
previous supplier prior to placing a repeat order. The administrative cost of verifying the
reasonableness of the price of purchases not in excess of $3,000 may more than offset potential
savings in detecting instances of over pricing.

Therefore, actions to verify the reasonableness of the price need be taken only when:

¢ Information indicates that the price may not be reasonable (e.g., comparison to previous price
paid, personal knowledge of the item involved, comparison to similar items).

e Purchasing a supply or service for which no comparable pricing information is readily
available (e.g., an item that is not the same or similar to other items recently purchased).

Cardholders must determine that the proposed price is fair and reasonable before making the
award and include the determination in the transaction file.

7.4.3 Purchasing Recycled and Environmentally-Preferable Products and Services

Federal government and USDA policy is to “buy green”, i.e., to purchase recycled products
made from recovered waste materials, specifically those products designated by the
Environmental Protection Agency (EPA), and to give preference to recycled, environmentally-
preferable, and energy-efficient products and services. Refer to Appendix B, Buying Green, for
detailed information.
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7.4.4 Commercial Printing

All acquisition of commercial printing is governed by Public Law 102-392, Title 44 U.S.C.; the
Government Printing and Binding Regulations (published by the Joint Committee on Printing
(JCP); FAR Subpart 8.8; and AGAR Subpart 408.8. Generally, all government printing
authorized by law is done by or through the Government Printing Office (GPO) except in the
following cases:

e The GPO cannot provide the printing service (44 U.S.C. 504).

e The printing is done in field plants operated by an executive agency (44 U.S.C. 501(2)).

e The printing is acquired by an executive agency from allotments for contract field printing
(44 U.S.C. 501(2)).

e The printing is specifically authorized by statute to be done other than by GPO.

The JCP regulations require the head of each agency to designate a central printing authority to
serve as the liaison with the JCP and the Public Printer on matters relating to printing. You can
acquire printing services from commercial sources when all the following conditions are met:

The GPO has been contacted and provides a waiver for each individual purchase.
Cost must not exceed $1,000.
Must be a one-time procurement and non-recurring printing or duplicating job

Must be for “official use only” and for strictly appropriate printing and publication matters
with the Office of Communication (OC).

The OC is USDA’s liaison with the JCP and the Public Printer and GPO on all matters relating to
printing. Agencies with publication programs have designated a publication liaison officer to
coordinate appropriate printing and publication matters with OC.

7.4.5 Meetings and Conferences

The Chief Financial Officer (CFO) has jurisdiction for USDA regulations governing offsite
meetings and conferences. Offsite meetings and conferences exceeding $25,000 should be
submitted to the CFO with specific justification for the function, location, expected number of
USDA attendees, and an estimate of costs, including travel and subsistence costs of USDA
attendees.

USDA policy on offsite meetings, conferences, training sessions, and ceremonies are as follows:

e All conferences, meetings, and seminars must be held at the most cost-effective location,
considering such factors as meals, lodging in, transportation, and rental of conference rooms,
unless programmatic considerations dictate otherwise.

e Meetings or conferences where a majority of the attendees will be Washington, D.C.-based
personnel must be held at a location within the Washington, D.C. Metropolitan area. Only
agency heads or their deputies may authorize an exception to this rule.

24 Document Date: 07/01/2014



Document Version: 3.0

AO Purchase Card Program Guide

For USDA-sponsored meetings, conferences, seminars, and similar events, the following
order of preference must be followed:

= Local USDA facilities

= Other local government facilities

= Facilities outside the employee’s official duty station

If a meeting of seven or more employees required the payment of transportation expenses,
the requesting office must conduct a cost-benefit analysis and keep it on file. At minimum,
his analysis must contain the name and duty location of each employee. The estimated total
travel costs of each employee, other expected expenses, and a justification for choosing the
meeting site over at least three other reasonable sites.
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7.5 How to Use the Purchase Card

7.5.1 Using Convenience Checks

AOs determine to whom the checks are issued. These checks are similar in appearance to
personal checks and are written against a cardholder’s purchase card account and approved in the
U.S. Bank Access Online system. The purchase services contractor, U.S. Bank, levies a 1.7%
processing charge per check, which is approved in Access Online. These checks are for “official
use only.” The total amount that may be written cannot exceed $2,500, except for bona fide
emergencies and approved by the APC. Keep in mind that any checks written count against the
monthly limit, along with any card transactions made. Checks written for cash will not be
processed at any financial institution. Refer to section 7.5.4, “Approving/Re-allocating
Transactions Process,” for requirements to write a convenience check. Cardholders are required
to use the IRS W-9 form to capture the TIN/EIN or SSN and the W-9 must be kept on file. The
same rules and regulations that govern the purchase card are also applicable to checks.

The payee’s name and dollar amounts are manually keyed by U.S. Bank in Access Online.
Cardholders are to write legibly to avoid inaccurate posting of the payee’s name.

7.5.2 Using Alternative Payment Methods

In the event a vendor does not accept the purchase card, related alternative payment methods
may be used to acquire the supply or service, such as pre-paid cards (debit card) and bank
account options (Square, Square Market, GoPayment, etc.). The same rules and regulations that
apply to the purchase card also apply to alternative payment methods when these methods are
used to pay for supplies and services.

7.5.3 Identifying Purchases as Green Purchases in Access Online

To identify purchases as green purchases in Access Online, refer to section 7.5.4.1.1, “Complete
the Comments Tab Fields,” under the Agency Specific Data field information.

7.5.4 Approving/Re-allocating Transactions Process

7.5.4.1 Cardholders Approving/Re-allocating Transaction

The cardholder utilizes Access Online to approve and re-allocate the accounting if necessary.
The cardholder approves their transactions at least once a month using documentation retained
from each purchase. Cardholders are to ensure that the AO has copies of transaction
documentation to perform final approval. Cardholders should set the AO as their default
approver. Purchase transactions are posted in Access Online within 24 hours of their occurrence.
Frequent approval assists agency management and finance officials in monitoring status of
funds. The NFC pays the electronic invoice and schedule payment with the U.S. Treasury.
Failure to approve transactions within 60 days results in the cardholder’s account being
temporarily closed. Repeat violations of failure to approve results in accounts being permanently
closed.

A cardholder can re-allocate (change the accounting code and/or budget object classification
code 