
Calendar of Events 

Agency of the Quarter 

The Charge Card Service Center is 
pleased to congratulate the Agency of 
the Quarter for Q2 FY13, Food Safety 
and Inspection Services  and Janet Elm 
(FSIS APC). Please see figure 1, show-
ing their outstanding metrics.  

The Q2 FY13 Honorable Mention 
agency is the Marketing and Regula-
tory Programs and Estela Diaz (MRP 
APC). Congratulations! 

 

For future Agency of the Quarter selections, the CCSC is working on a new weighted 
selection criteria, so look for an upcoming communication with the details. 

The CCSC Team would like to thank all charge card program participants for all of your 
continued hard work, contributions, and accomplishments. If you have any questions, 
please contact us at CCSC Inbox.  
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Figure 1. Agency of Quarter Metrics 

http://www.fsis.usda.gov/
http://www.fsis.usda.gov/
http://www.usda.gov/wps/portal/usda/usdahome?contentidonly=true&contentid=wps/portal/usda/usdahome&contentidonly=true&contentid=missionarea_MRP.xml
http://www.usda.gov/wps/portal/usda/usdahome?contentidonly=true&contentid=wps/portal/usda/usdahome&contentidonly=true&contentid=missionarea_MRP.xml
mailto:ccsc@dm.usda.gov
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Save the Date! APC Quarterly Meeting 
The CCSC will hold the next APC Quarterly Meeting will 
be held Thursday, June 13, 2013. 

All APCs are invited to join in this discussion with the 
CCSC team, via phone or in person. 

Your feedback and attendance are vital to the success of 
the program. The upcoming meeting will include some of 
the new items in the newsletter and also include a guest 
speaker. We look forward to this discussion and please 
contact us via the CCSC Inbox with any talking points 
your agency specifically wants to cover. 

 

Dates for Cardholder Account Suspensions and Suspension Lifts 

On September 10, 2012, the PCard-12-2012: New Dates for Purchase Cardholder 
Account Suspension and Suspension Lifts for FY13 notification was e-mailed to 
Purchase Coordinators outlining the new dates for suspension and suspension lifts 
for FY13. If you have any questions on this process, please e-mail the CCSC at the 
CCSC Inbox. 

 

Purchase Cardholder Suspension Dates 
(Note: Suspensions occur once a month) 

Suspension Lift Dates 
(Note: Lifts on “suspended” accounts  

occur twice a month) 

June 10, 2013 June 11 and 25, 2013 

July 8, 2013 July 9 and 23, 2013 

August 8, 2013 August 9 and 23, 2013 

September 9, 2013 September 10 and 24, 2013 

October 8, 2013 October 9 and 23, 2013 

V o l u m e  I X  

mailto:ccsc@dm.usda.gov
mailto:ccsc@dm.usda.gov
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New CCSC Oversight Support Process Changes 

Going forward, the CCSC will roll out other programs and support-based initiatives to 
help you manage and monitor the charge card program, which the CCSC will first commu-
nicate to you via e-mail. 

Most of the initiatives the CCSC will roll out are identified in the Departmental Regulation 
(DR) or CCSC User Guides. In efforts to run a more successful program we are now asking 
for your help in ensuring all compliance goals are met. You can expect to receive several 
communications that clarify each of these processes in more detail. Three communica-
tions have been sent to APCs identifying the bulleted items:  

Purchase Cardholder Training Requirements (Coming in July, Will be Ongoing, New Applicants Only) 

Questionable Transactions Report (Already Rolled Out, Ongoing, Monthly) 

Dormant Account List Report (Already Rolled Out, Ongoing, Monthly) 

If you have not had a chance to review the communications, the next few pages in the newsletter introduce 
these processes in detail and include instructions. Communications will be distributed in the near future identify-
ing goals, rollout dates, and reasoning for several other new processes. The following table identifies these over-
sight activities for which the CCSC has sent communications to the APCs. These processes are ongoing and you 
can expect to receive regular communications from the CCSC.  

If you have any questions on these oversight processes, please send an e-mail to the CCSC Inbox. 

 

A P C  Q u a r t e r l y  N e w s l e t t e r   

 

Oversight Activity Send Date  Page Start Date Due Date 

New Training Certification         

Requirements 

Ongoing 4 July 1, 2013 Ongoing 

Questionable Transaction Report 

Program 

15th of each Month 4–5 June 3, 2013 15 Days After 

Dormant Accounts List Report 1st Week of each 6 April 19, 2013 2 Weeks After 

CCSC Oversight Support 

mailto:ccsc@dm.usda.gov
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New Training  

Requirements 

for  

Applicants 

begins 

 July 1, 2013 

 New Training Certification Requirements  

In efforts to comply with the current De-
partmental Regulation (DR) and CCSC Pro-
gram Guides, the CCSC will now require 
copies of certificates for all required train-
ing to be included in any new cardholder 
application. 

Up until this point, the CCSC only required 
the Access Online WBT Training certificates. 
Beginning July 1, 2013, the CCSC requires 
the following additional four certificates to 
be included in any purchase cardholder ap-
plication: 

USDA Government Purchase Card Ethics 
Training 

New Green Purchasing Training for 
Cardholders 

Section 508 Compliance 

AbilityOne Program Training 

These certificates are in addition to the cer-
tificate the CCSC already requires, U.S. Bank 
Access® Online Web-Based Training. 

The links for each training item take you to 
the appropriate training portal. The CCSC 
will return any purchase cardholder applica-
tion, submitted on or after July 1, 2013, that 
does not include all five training certificates 
for the proper documentation.  

Although the CCSC did not previously re-
quire copies of these training certificates 

with applications, APCs should have been 
collecting them for their cardholders files. 
The CCSC would like to thank the many APCs 
that are already in the practice of sending all 
five certificates to the CCSC. 

Please see DR 5013-6: Use of the Purchase 
Card and Related Alternative Payment Meth-
ods (November 2012) for further informa-
tion on the program and training policy as 
cited in the following sections: 

DR 5013-6, Section 7a, Definitions, Abili-
tyOne Program (formerly Javits-Wagner-
O'Day Act Program). 

DR 5013-6, Section 18, Training Require-
ments. 

By request, the CCSC is currently looking into 
verifying that the courses posted on AgLearn 
meet the departmental requirements for the 
courses the CCSC currently requires. In the 
meantime, please use the endorsed course 
links provided to ensure uniformity across 
agencies. The CCSC will notify you of any 
changes to this process in the future. 

We appreciate your cooperation in our ef-
fort to keep the charge card program effi-
cient and compliant. If you have any further 
questions on this process, please contact the 
CCSC Inbox.  
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Questionable Transactions Report Program 

The CCSC is implementing an oversight and 
compliance program that ensure the CCSC is 
in compliance with the Departmental Regula-
tion (DR) 5013-6 and Office of Management 
and Budget (OMB) Circular A-123 in its imple-
mentation of the charge card program.  

The program area is the Questionable Trans-
action Report (QTR). The CCSC’s Compliance 
Section (CS) will conduct a routine review of 

cardholder transactions to identify poten-
tial fraud, misuse, and abuse via the QTR. 
The report identifies questionable transac-
tions related to both the purchase card and 
convenience check transactions. 

The following describes in detail the pro-
gram area, process for the program area, 
and when the program begins. 

 

V o l u m e  I X  

http://www.usda-ethics.net/training/module_20/index.htm
http://www.usda-ethics.net/training/module_20/index.htm
http://www.dm.usda.gov/procurement/ccsc/docs/pctraining/GSABuyGreenV2.pdf
http://www.dm.usda.gov/procurement/ccsc/docs/pctraining/GSABuyGreenV2.pdf
http://www.section508.gov/index.cfm
https://aglearn.usda.gov/plateau/user/deeplink.do?linkId=ONLINE_CONTENT_STRUCTURE&componentID=USDA-AbilityOneTraining&componentTypeID=Web%2BBased&revisionDate=1245944640000
https://wbt.access.usbank.com/
https://wbt.access.usbank.com/
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/docs/pcref/DR5013-6.pdf
mailto:ccsc@dm.usda.gov
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1. The CCSC sends each agency APC the QTR (in a 
spreadsheet) monthly that requires a response.  

2. The CCSC names the spreadsheet as [Agency] 
[MM] 2013 QTR.xlxs. Within the spreadsheet, 
there are two worksheets (tabs): 

Purchase Card Transactions 

Convenient Check Transactions 

3. The APC completes each worksheet (tab) by com-
pleting the following columns for each transac-
tion:  

Findings 

Action Taken 

APC/LAPC’s Comments  

4. Within 15 calendar days of receiving the CCSC’s e-
mail, the APC sends the updated spreadsheet to 
the CCSC Inbox, using the following in the subject 
line of the e-mail, “*Agency+ *Month+ *Year+ Ques-
tionable Transactions Report,” for example, FS 
May 2013 Questionable Transactions Report.  

5.  The CCSC reviews the responses to the QTR for     
adherence to program policies and contacts the 
APC as needed.  

QTR Program Area Begin Date 

The CCSC sent the first QTR report on June 3, 2013. 
The CCSC will send subsequent QTR reports to the 
agencies/divisions on the 10th of each month and re-
quests a response to the QTR report and each of the 
transactions within 15 business days of receipt.  

Summary 

With the implementation of this program, the CCSC 
objective is to provide support to the agencies in re-
ducing and/or mitigating risk or fraud, abuse, and 
misuse within the agencies. Again, the CCSC’s intent 
with this program is to help the agencies increase the 
integrity of their programs, apply the best practices, 
and to ensure that the agencies are in compliance 
with the DR 5013-6.  

We appreciate your cooperation in this endeavor as 
we strive to make USDA’s charge card program the 
most secure, efficient, and innovative charge card 
program in the United States.  

Questionable Transactions Report Program Area 

A QTR is sent to the agencies/divisions’ APCs that 
identify purchase card transactions and the conven-
ience check transactions that have been flagged by 
the CCSC’s Compliance Section. 

The first QTR the CCSC sent contained transactions 
selected and reviewed from the cardholder transac-
tions for the month of March 2013. 

Subsequent QTR sent to the APCs will contain card-
holder transactions for April 2013, May 2013, and so 
on, respectively.  

Criteria for Transactions Included in the QTR 

Compliance Section will use, but is not limited to, 
the following criteria for selecting transactions to 
include in the QTR:  

Blocked Merchant Category Code (MCC): An-
tique Shops, Massage Parlors, Billiard/Pool Es-
tablishment, Membership Clubs (Sports), and 
Betting/Casino/Lotto 

Other Transactions: Restaurants, Bowling Alleys, 
Motion Picture Theaters, and Fuel Service Sta-
tions 

Possible Single Purchase Limit Violation 

Split Transactions (Split transactions so that pur-
chases are below the purchase limits) 

Convenience Check: Illegible Payee 

Convenience Check: Written over $2,500 

Convenience Check: Written to individual named 
party (People’s Names) 

Convenience Check: Written without Debt Col-
lection Improvement Act Waivers 

Convenience Check: Written to Visa Merchants 
(merchants that accept the VISA card) 

Convenience Check: Written over $600 for ser-
vices with no vendor tax identification number 
(TIN) in the Access Online system 

How to Respond to the QTR Program Area 

The following provides the process steps required by 
the APCs to successfully respond to the CCSC:  

 

A P C  Q u a r t e r l y  N e w s l e t t e r   

mailto:ccsc@dm.usda.gov
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CCSC’s Dormant Accounts Process 

The CCSC runs the Dormant Account Report on a monthly basis, of all open purchase cards 
with no account activity in the last twelve months and sends the results to the APCs. One of 
the reasons for this action is to support the agency’s effort to reduce the Department’s risk 
for fraud.  

As an oversight effort please review the e-mail report sent to you, identifying cardholders in 
your agency who have not had any account activity in the last 12 months. 

As a reminder any purchase card that does not have transactional activity for a period of 
22 months will be purged (closed) by US Bank indefinitely.  

Action Required by the APCs 

Confirm to the CCSC that corrective action has been taken by stated time in e-mail. Confirmation from each 
agency report should be sent to the CCSC Inbox mailbox and should reflect one of the statements: 

Agency has taken corrective action and terminated (T9) all dormant purchase cards in Access Online. 

Agency has taken corrective action and terminated (T9) some purchase cards in Access Online, but will keep 
the following purchase cards active (attach list).  

For accounts that will be kept active, please identify the reason why and for what time period you anticipate 
to keep the purchase card open 

If you have any further questions on this process, please send an e-mail to the CCSC Inbox.  

V o l u m e  I X  

Effective Monday June 3, 2013, Access Online no longer displays the User Line Items tab in Transaction Man-
agement. Cardholders can continue to reallocate transactions using the Allocations tab.  

Use of the tab created an invalid accounting code error on transactions where the field was used. Once the 
change is effective, reallocation information previously input into this tab is no longer visible in Transaction 
Management. Figure 2 displays where the User Line Items tab was located in Transaction Management. 

The Transaction Line Items (L3 data that is passed by the Merchant) will continue to display when provided by 
the merchant. 

 

Removal of User Line Items Tab in Access Online  

Figure 2. User Line Items Tab (for Newsletter purposes only) 

mailto:ccsc@dm.usda.gov
mailto:ccsc@dm.usda.gov
javascript:void(0)
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Green Purchasing Program Score Card 
The CCSC is providing you with a GPP Score Card (refer to figure 3, on page 8) that shows 
how many green transactions each agency made in Q2 FY13. The score card also com-
pares each agency’s green transaction totals to overall transaction totals for the quarter. 
The agencies highlighted in green had a variance over 1%, which means over 1% of their 
total transactions made were green purchases. 

Convenience Check Usage by Agency 
In addition, the CCSC provides you with monthly convenience checks metrics by Agency 
(refer to figures 5-6, on page 10). The CCSC uses these statistics to track and monitor the 
checks usage to ensure that the annual reduction goal of 25% is being met.  

 

Convenience Check Score Card 
As a reminder and in accordance with the AGAR ADVISORY No. 52, agencies and cardholders may not use conven-
ience checks for purchases or payments unless there is an applicable electronic funds waiver number that allows 
such use. Refer to the Code of Federal Regulations (CFR), Part 208—Management of Federal Agency Disbursements, 
Section 208.4 Waivers (31 CFR 208.4) for details on the waivers.  

Agencies are expected to significantly reduce, and to eventually eliminate, the use of convenience checks. Agencies 
are also expected to sharply reduce their number of authorized check writers and check stock, eventually eliminating 
this duty altogether. 

APCs/LAPCs shall advise their cardholders that convenience checks may not be used to make purchases or payments 
absent an applicable waiver. LAPCs must review cardholders’ authorization to have checks and shall cancel check-
writing authorizations of cardholders who do not purchase supplies or services in the scope of authorized agency 
waivers. They must also collect, record, and destroy unneeded blank check stocks. APCs/LAPCs shall develop proce-
dures to eliminate convenience checks pursuant to AGAR Advisory No. 52. Agencies shall continue to explore alterna-
tive payment methods for categories of transactions covered by waivers. 

Figure 4, page 9, has a new column (To Reduce Use by 25%, Check # Threshold, last column) that displays the maxi-
mum number of checks an agency can use to stay within their 25% reduction rate. The 25% reduction is based off of 
the FY12’s total number of checks used by the agency.  

A P C  Q u a r t e r l y  N e w s l e t t e r   

http://www.dm.usda.gov/procurement/policy/docs/AGARAD52.HTM
http://www.ecfr.gov/cgi-bin/retrieveECFR?gp=&SID=c9264bc81da0905594e436fd8ffd5bc4&n=31y2.1.1.1.7&r=PART&ty=HTML
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Green Purchasing Program Score Card, Q2 FY13 
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Figure 3. Green Purchasing Program Score Card  

V o l u m e  I X  
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Figure 4. Convenience Check Score Card 

Convenience Check Score Card, Q2 FY13 

A P C  Q u a r t e r l y  N e w s l e t t e r   
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Figure 5. Convenience Check Usage ARS, FS, FSA-CE, YTD is through End of Q2 

Figure 6. Convenience Check Usage for All Other Agencies, YTD is through End of Q2 
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In January 2013, the CCSC began identifying updates needed to the CCSC Web site that included layout changes, con-
tent updates, archives, and new material. Please visit the pages to find news items, copies of past quarterly newslet-
ters, reference guides, materials, and forms. The CCSC appreciates your feedback, so please share with us any sug-
gestions or comments you have about the Web site. Visit the CCSC Web site now! 

.  

Updates to the CCSC Web site 

This is a reminder that LAPC Quarterly Review Checklists for January 1–March 31, 2013, were due to APCs by May 31, 
2013. APC Certification of LAPC Quarterly Reviews of all LAPC Quarterly Review Checklists were due to the CCSC by 
June 7, 2013. If you have any further questions on this process please e-mail the CCSC Inbox. 

Quarter Reviewed: For the Months of: Due Date to APC: Due Date to the CCSC: 

Q2 FY13 January – March May 31, 2013 June 7, 2013 

Q3 FY13 April – June August 30, 2013 September 9, 2013 

Q4 FY13 July – September November 29, 2013 December 6, 2013 

Q1 FY14 October – December February 28, 2014 March 7, 2014 

Q2 FY14 January – March May 30, 2014 June 9, 2014 

Q3 FY14 April – June August 29, 2014 September 8, 2014 

Q4 FY14 July – September November 28, 2014 December 8, 2014 

A P C  Q u a r t e r l y  N e w s l e t t e r   

http://www.dm.usda.gov/procurement/ccsc/
mailto:ccsc@dm.usda.gov


 

 

 

 

 

USDA Departmental Management 

Charge Card Service Center 

Reporter's Building 

Washington, DC 20250 

 

The CCSC welcomes your feedback. Please e-mail us at 
the CCSC Inbox about ways we can improve the newslet-
ter, with topics you would like included in upcoming 
newsletters, and/or questions you may have. Thank you!  

Sun Mon Tue Wed Thu Fri Sat 

      1 

2 3 4 5  6 7                      

APC Quarterly 

Checklist Due 

8 

9 10                             

Card                 

Suspensions 

11                    

Suspension Lifts 

12 13                    

APC Quarterly 

Meeting 

14 15 

16 17 18 19 20 21 22 

23 24  25                   

Suspension Lifts 

26 27 28 29 

30       

June 2013  
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The CCSC is planning to deliver webinars to APCs in the near future. The following subjects were found to gen-
erate the most need and/or questions from the community: 

Monthly Reporting 

Card Issuance, and Hierarchy and Maintenance 

60-Day Suspension Process 

More information and details for each webinar is coming soon. The CCSC is interested in your feedback and 
needs. Please let us know via e-mail if you (or your team) would benefit from any other training topics.  

Upcoming Training Webinars  

mailto:ccsc@dm.usda.gov

