September 4, 2012

PCard-10-2012: Revised Cardholder Request for Purchase Card 
  
This information is being sent on behalf of Felando (Phil) Johnson, Program Manager, Charge Card Service Center Program Office.

Agency Program Coordinators (APCs),
  
As communicated in the ‘PCard-31-2009: New Charge Card Workflow and Card Issuance Process based on A-123 Mitigation Measures’ notice sent on September 30, 2009, the CCSC team assumed the responsibility of new card setup and new hierarchy request from the agencies.  New card requests and hierarchy set-ups forms are to be completed and emailed to the ccsc@dm.usda.gov for processing and submission to US Bank.

This communication serves as a follow-up to inform you of a change to the ‘Cardholder Request for Purchase Card’ form.  As a result of the recent A-123 audit, when submitting the new card request form to the CCSC, the “Copy of AXOL Training Certificate attached” box must be checked “Yes”.  This will no longer be optional (i.e., the “No” box has been removed).  The Cardholder Training Certificate must be submitted along with the new Cardholder Request for Purchase Card form.  Failure to attach the training certificate will result in the card request not being processed. 

As such, attached please find the updated Cardholder Request for Purchase Card forms (i.e., fillable pdf and word), which include the above requirement.

Revised Purchase Card Request Process

1. The Approving Official (AO) completes the attached ‘Cardholder Request for Purchase Card’ template and submits it to the account Coordinator (LAPC or APC).  Please ensure the following:
0. The name entered in the ‘Name’ field matches the applicant’s name on record with the USDA’s HR department.  Nicknames or short names are not permissible.
0. The “Line of Accounting” is correct on the request submitted so that the request is not rejected.  To ensure accuracy, please copy the line of accounting (directly from AXOL) and paste the value into the ‘Accounting Segments’ field of the Cardholder Request for Purchase Card template.
0. The hierarchy is valid. Also, please make sure that the Processing hierarchy and the Reporting hierarchy match (i.e., agent/level4; company/level 5; division/level 6; department/level 7).
0. The AO name entered is the name associated with the hierarchy listed in TSYS.
0. The ‘Third Line Embossing’ field is completed with the information you want embossed on the card below the cardholder’s name.
0. The demographic information (i.e., including zip code) is valid, as well as the telephone number and email address are included.
0. The ‘Foreign National’ box must be checked accordingly.
0. The cardholder training certificate must be included with the card request.
0. All “Y/N” boxes must be completed before submitting.
1. When entering the Monthly Office Limit  (i.e., 30-Day), Single Purchase Limit, and Convenience Check (Y/N), please ensure compliance with the Purchase limit policies
1. If the Single Purchase Limit amount entered is greater than the micro-purchase threshold, then a copy of the warrant must be included so that the request is not rejected
1. The form must be signed and dated by both the Cardholder and the AO before submitting to the CCSC.  Electronic signatures are not permissible
2. The date of signature must be within 30 days from the submission date.
1. The Coordinator (LAPC or APC) will review the request and email the completed request to ccsc@dm.usda.gov with cc: to yadira.stamp@dm.usda.gov
3. Enter “New Purchase Card Request” and the Agency (e.g. ARS) in the subject line of the email
1. The CCSC will perform a Quality Assurance (QA) validation on the agency submitted request and if errors are found, will return to the submitting agency Coordinator for necessary changes and re-submission.
1. Upon completion of a successful request validation review, the CCSC will email a confirmation of receipt to the submitting agency Coordinator with cc: to the agency AO.  The submitting Coordinator must reply to this confirmation email to confirm and validate the request for the new card account request.
1. The CCSC will submit the validated request for new card account to US Bank for processing and card issuance.

Please distribute the updated Cardholder Request for Purchase Card form to your Coordinators, Approving Officials and Cardholders as soon as possible.  The CCSC will continue to accept the old Request for Purchase Card form until Friday, September 14, 2012.  The CCSC will not process the old form beginning on Monday, September 17, 2012.


Please email any questions to ccsc@dm.usda.gov.  

Thank you!
 


