Revisions to August 29, 2008, Version of DoD Government Charge Card Guide




April 30, 2009






	Assigned Number
	Page Number
	Change
	Rationale
	Source

	1
	i
	Date changed to “April 30, 2009”
	Significant update to guidebook.
	N/A

	2
	2-5
	Added: “No programs shall be established without the existence of clearly delegated procurement authority.”
	Purchase card is a procurement tool that is based on delegated procurement authority. An organization must have this authority to establish a program.  Delegated procurement authority must flow down directly down to a cardholder.
	DPAP

	3
	2-7
	Added: “Mandatory: Manage delinquent billing and CH accounts to minimize the payment of Prompt Payment Interest and penalties, and the suspension of accounts.”
	Functional responsibility of Military Component.
	OSD Comptroller,  DPAP 

	4
	2-8
	Added “Mandatory: Approve and certify billing statements in a timely manner to minimize delinquent payments and suspension of accounts.”
	Functional responsibility of Military Component.
	OSD Comptroller,  DPAP 

	
	
	Changed “Maintain receipts and other documentation regarding the purchase” to “Obtain receipts and other documents indicating receipt (e.g., packing slips), purchase logs, and other documentation regarding the purchase. Maintain purchase logs that include, at a minimum, name of the requestor for item purchased, description of the item, purchase cost, quantity, date purchased and date received.”
	Regulatory.
	OMB

	5
	2-9
	Added “Mandatory: Comply with the provisions of Section 508 of the Rehabilitation Act.”
	Legislative.
	Congress

	
	
	Added: “, to include reporting on the American Recovery and Reinvestment Act of 2009 (ARRA).”
	Regulatory. Compliance with ARRA.
	Congress

	
	
	(Re: “Establish and maintain electronic interface(s).”)

Added: “and maintain”

Added: “(s)”
	Functional responsibility. 
	DFAS/DPAP

	6
	2-10
	Added: “and refresher training, DAU course numbers CLG001 and CLG004, respectively.”
	Regulatory.
	OMB

	7
	A-1
	Added: “Mandatory: Foreign nationals may be designated as Departmental Accountable Officials (DAOs) provided they are direct hires. Therefore, purchase cards may be issued to foreign national employees of the Department if they meet DAO requirements. However, Commanders/Directors should consider the consequences of hiring foreign nationals as DAOs in countries where Status of Forces Agreements (SOFAs) and local laws do not subject foreign national employees to the same pecuniary liability or disciplinary actions for card misuse as U.S. citizens.”
	All cardholders must be accountable and subject to the same range of penalties for card misuse.
	DPAP



	
	
	Added: “Mandatory: The purchase card program will conform to all Executive Branch initiatives to ensure and promote transparency in Government.”
	Regulatory.
	OMB

	8
	A-2
	Added: “New hierarchy Level 3s will not be established without the existence of clear delegations of procurement authority.”
	Same as assigned #2.
	DPAP

	
	
	Added: “Level 3 A/OPCs will maintain Level 4/5 hierarchies.”
	Functional responsibility of Military Components.
	DPAP

	
	
	Added: “Financial management hierarchies will be maintained by the Comptroller/Resource Management offices that control the obligation and expenditure of funds used by the purchase card.”
	Functional responsibility of Military Components.
	DPAP

	
	
	Revised (change in brackets): “In addition to those identified in Chapter 2, the roles and responsibilities of the Level [4/5] A/OPC are as follows:”
	To recognize additional program level in the Navy card program.
	DPAP

	9
	A-4
	Revised (change in brackets): “Establish CH authorization controls. [In conjunction with the financial manager,] set reasonable transaction and monthly spend limits based on [historical] needs. Where possible, limit allowable MCCs to those needed by the CH to perform his/her duties.
	Functional responsibility of Military Components.
	DPAP

	
	
	Added: “In most instances, a manageable ratio of CHs to AO/BO should not exceed a 7:1 ratio.”
	Regulatory
	DPAP

	
	
	Added: “Notify A/OPC of requirement to close accounts as necessary due to personnel turnover.”
	Functional responsibility of Military Components.
	DPAP

	
	
	Added: “as defined in the cited DoDI”
	Regulatory
	OMB

	10
	A-5
	Added: “and are in support of organizational mission”
	Regulatory
	OMB

	
	
	Added: “paying particular attention to ensuring accountable property has been recorded in applicable property books.”
	Regulatory
	OMB

	
	
	Added: “Mandatory: Verify that CHs have complied with independent receipt and acceptance procedures for all accountable property (pilferable and sensitive) acquired with the purchase card.”
	Regulatory
	OMB

	
	
	Added: “Mandatory: Notify A/OPC of organizational changes or personnel changes that may require CH or managing account closure.”
	Functional responsibility of Military Component.
	DPAP

	
	
	Changed from “In accordance with Volume 5, Chapter 33, of the DoDFMR, heads of activity; i.e., installation, unit, and local commanders, and activity directors or their designees, will select and issue formal appointments (or re-delegate this authority) to the CO for purposes of certifying payments for GPC invoices.” to “In accordance with Volume 5, Chapter 33, of the DoDFMR, heads of DoD Components (or their designees) shall appoint certifying officers for purposes of certifying payments for GPC invoices.”
	Functional responsibility of Military Components.
	DPAP

	
	
	Added: “For some organizations,”
	Regulatory.
	OSD Comptroller

	11
	A-6
	Added “Mandatory: See the 11/07/08 OUSD(C) memorandum titled “Government Purchase Card (GPC) Certifying Officer and Departmental Accountable Official Responsibilities,” which includes a GPC Monthly Review Checklist as a reference tool for AO and certifying officer use.”
	Functional responsibility of Military Components.


	OSD(C) Vice Comptroller General



	12
	A-7
	Changed “Verify independent receipt of the supplies or services if applicable.” to “Implement independent receipt of the supplies or services in accordance with DoDI 5000.64 for all accountable property (including sensitive/pilferable property) with a unit acquisition cost of $5,000 or greater.”
	Regulatory.
	OMB

	
	
	Changed “Ensure accountable property is properly documented.” To “Ensure accountable/pilferable property is properly documented and recorded in applicable property book systems.”
	Regulatory.
	OMB

	
	
	Added “Maintain unique lines of accounting that identify and support American Recovery and Reinvestment Act of 2009 funding and reporting.”
	Statutory.
	Congress

	13
	A-9
	In “Appointment Letter” and “Controls” sections, changed “must” to “should.”
	Administrative change.
	OMB

	14
	A-10

	Added: “Convenience checks must not be written to vendors who accept the purchase card.”
	Regulatory.
	OMB

	
	
	Added: “for supplies, $2,500 for services, and $2,000 for construction.”
	Regulatory.
	OMB

	
	
	Added: “The following elements must be included in all convenience checks written:  transaction date, pay to the order of, an original signature, and an amount within the applicable threshold.”
	Regulatory.
	OMB

	
	
	Added: “Mandatory: Convenience checks must not be used for employee reimbursements, cash advances, cash awards, travel-related transportation payments, or meals.”
	Regulatory.
	OMB

	15
	A-11
	Changed from “A formal dispute must be filed prior to 60 days after the date of the billing statement in which the item is posted” to “The CH is responsible for notifying the bank of any item in dispute and shall have 60 calendar days from the date that the transaction was included in a bank statement to initiate a dispute.”
	Regulatory.
	GSA/DPAP

	16
	A-12
	Added:  “Using Third-Party Payment Merchants (e.g., PayPal): Where it is identified that the purchase will be processed via a third-party payment merchant, the cardholder should make every attempt to choose another merchant from which to procure the goods and/or services.  If it is still found necessary to procure using a third-party payment merchant, the approving officer must ensure there is adequate supporting documentation showing that there was a detailed review of the purchase and that the use of the third-party payment merchant was unavoidable.  However, transactions made with a third-party payment merchant are considered high risk transactions for both subsequent audit and data mining screening.”
	Using 3rd Party Payment Merchants is unavoidable for some procurements with the card. 


	DPAP



	17
	A-13
	Added: “The cardholder is responsible for notifying the bank of any item in dispute and shall have 60 calendar days from the date that the transaction was included in a bank statement to initiate a dispute.”
	Clarification
	DPAP

	18
	A-16
	Changed from “C.A.R.E.” to “Access Online”

	Administrative change to recognize “new” US Bank Electronic Access System. 
	DPAP



	19
	A-17
	Changed from:

· “Cash advances: Money orders, travelers’ checks, gift certificates, and gift cards are also considered to be cash advances and will not be purchased with the GPC, even to obtain items from merchants that do not accept the GPC.” 

to:

· “Cash advances: including money orders and travelers’ checks.

· Gift certificates and gift cards are also considered to be cash advances and will not be purchased with the GPC, even to obtain items from merchants that do not accept the GPC.”
	No change to current policy.  Needed to emphasize prohibition against use of gift cards and gift certificates.


	DPAP



	20
	A-19
	Deled “Payments on contracts.
	Correction
	DPAP

	
	
	Added “Split purchases.”
	Regulatory.
	DPAP

	21
	I-5
	Changed definition of “Improper Purchases” from: 

“GPC transactions that are intended for government use but are not permitted by law, regulation, or organization policy generally are considered improper. Examples include certain types of purchases of meals or refreshments for government employees within their normal duty stations; purchases split to circumvent micro-purchase or other single purchase limits; and purchases from other than statutorily designated sources, such as the Javits-Wagner-O’Day (JWOD) program.”
to:

“An improper purchase is any purchase that should not have been made or that was made in an incorrect amount under statutory, contractual, administrative, or other legally applicable requirements. Incorrect amounts include overcharges and undercharges. An improper purchase can be one of two types: 1) unauthorized or 2) incorrect.

“Unauthorized purchases consist of items that are intentionally purchased and are outside of the CH’s purchasing authority. For instance, using a government charge card to purchase a tennis racket is an unauthorized purchase. 

“Incorrect purchases are mistakes that are the result of an unintentional error during the purchase process. For example, when a CH is asked to buy one filing cabinet but purchases three cabinets, this is an incorrect purchase. A series of seemingly incorrect purchases may require investigation to determine whether these purchases are actually unauthorized purchases.”
	Regulatory.
	OMB
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