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UNITED STATES MARINE CORPS

MARINE CORPS BASE HAWAII

BOX 63002

KANEOHE BAY, HAWAII 96863-3002
                                                                                                                                              IN REPLY REFER TO:

                                                            BaseO 4200.4                  

                                                   LSC

                                                         12 OCT 99

BASE ORDER 4200.4
From:  Commanding General

To:    Distribution List

Subj:  GOVERNMENT-WIDE COMMERCIAL PURCHASE CARD PROGRAM

Ref:   (a) GSA Contract GS-23F-98006

       (b) Federal Acquisition Regulations (FAR), Part 13

       (c) Defense Federal Acquisition Regulations (DFARS) 202.101

       (d) Navy Acquisition Publications Supplement (NAPS) 5202.101

       (e) NAVSUPINST 4200.94

       (f) NAVSUP 486 Vol 1, Ch 1 to Rev 3 

       (g) BUPERINST 1710.13

       (h) OPNAVINST 5290.1A

Encl:  (1) Standing Operating Procedures

       (2) Items Requiring Special Attention

1.  Purpose.  To establish procedures, responsibilities, and guidance regarding the use of the Government-Wide Commercial Purchase Card to procure items below $2,500.

2.  Background.  The General Services Administration, Federal Supply Service awarded a contract for Government-Wide Commercial Purchase Card Services to Citibank.  This action now enables civilian and military government employees to use the Government-Wide Commercial Purchase Card for official government purchases.

3.  Policy.  Marine Corps Base Hawaii policy is to use the Government-Wide Commercial Purchase Card for purchases under $2,500.  The Supply Services Division (Code LSC2) shall manage this program for Marine Corps Base Hawaii (Kaneohe Bay and Camp Smith) and for all authorized tenant units, to ensure that all transactions comply with references (a) through (h), the procedures established by enclosures (1) and (2), and all other applicable regulations.

4.  Applicability.  This Order applies to all Base departments and tenant activities that use appropriated funds for open purchase services provided by the Base Supply Department.







M. L. OLSON







Deputy Commander

DISTRIBUTION:  A

                                                              BaseO 4200.4

LOCAL INTERNAL OPERATING PROCEDURES FOR USE WITH THE

GOVERNMENT PURCHASE CARD PROGRAM

1.  General

    a.  The Department of Navy has issued a “Task Order" (#0003) per reference (a) to obtain a purchase card services from Citibank.  These internal operating procedures provide guidance on the appropriate use of the purchase card by Marine Corps Base Hawaii personnel.

The policy of Marine Corps Base Hawaii is to use the purchase card for all supplies and services at or below the micro purchase threshold ($2,500) as either a procurement method or a method of payment.  All purchase must be accomplished IAW references (a) through (h) and this internal operating procedure. 

Marine Corps Base Hawaii cardholders shall only use the purchase card for authorized purchases in accordance with this “Internal Operating Procedure.”

2.  Definitions
    a.  Agency Program Coordinator (APC).  The individual designated by the Commanding Officer or Head of the Activity who shall have overall responsibility for the management, administration, and day-to-day operations of the purchase card program at the activity.

    b.  Approving Official.  The individual responsible for reviewing and verifying the monthly purchase card statements of the cardholders under his/her purview.  The approving official must verify that all purchases were necessary and for official government purposes in accordance with applicable directives.  Unless otherwise specified, the approving official must also be the “Certifying Officer” for his/her cardholder(s) and in that capacity must certify the monthly billing statement and forward it to the appropriate office for payment. 

    c.  Billing Cycle.  The billing cycle is the 30 day billing period cardholders may use their purchase card to charge within.  For Department of the Navy (DON) the billing cycle ends on the 21st of the month. 

    d.  Billing Cycle Purchase Limit.  The spending limit assigned each cardholder’s cumulative purchases and transactions with a given billing cycle. 

    e.  Bulk funding.  An advance reservation of funds where a commitment or obligation is recorded in the aggregate rather than by individual transactions. 

    f.  Cardholder.  Any “Government Employee” who is designated by the Head of the Activity or Designee to be issued a purchase card or purchase card account.
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    g.  Commonly Used Hazardous Materials.  For the purposes of this instruction, “commonly used HAZMAT” means; hazardous materials or products that are customarily sold to the general public, to be used for non-governmental purposes (commercial products), which are in the same size and packaging found commercially and subject to procedures found later in this instruction.  Examples of those materials or products include those required on a routine basis to meet daily operational needs; such as, lubricants, batteries, toner cartridges, detergents, etc.

    h.  Credit Limit.  The maximum dollar threshold assigned at the approving official/billing level limiting the amount an account can have outstanding at any one time.  The bank automatically sets the amount at three times the corresponding billing accounts 30 day limit. 

    i.  Disputes.  Instances where the cardholder statements do not agree with entries in the log or retained receipts.  This may include circumstances where the cardholder did not make the transaction, the amount of the transaction is incorrect or the quality or service is an issue.

    j.  Head of the Contracting Activity (HCA).  The official at one of the twenty-three DON components listed in references (c) and (e) who has overall responsibility for managing contracting authority within his/her contracting chain of command.  The official is responsible for the delegation, redelegation and use of contracting authority including use of the purchase card by DON commands, DON activities and DON personnel under his/her contracting cognizance.

    k.  Head of the Activity.  For the purposes of this instruction, the Head of the Activity is the military officer in command or the civilian executive in charge of the mission of a DON command or activity which has been granted contracting authority by the cognizant HCA; and who has overall responsibility for managing the delegation and use of this authority by personnel under his/her command.

    l.  Purchase Card.  The purchase card is the “credit card-like” purchase account established with the bank that enables properly authorized government personnel to buy and pay for mission requirements.

    m.  Purchase Card Log.  A manual or automated log which the cardholder documents screening for mandatory government sources and individual transactions using the purchase card.  Entries in the “purchase card log” should be supported by internal command documentation.  The purchase card documentation should provide an audit trail supporting the decision to use the card and any required special approvals that were obtained.
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    n.  Merchant Category Code (MCC).  A four-digit code assigned to a participating purchase card vendor based on industry classification.  Agency Program Coordinators can limit cardholders transactions by type of merchant by blocking out certain categories of vendors for use by activity cardholders.

    o.  Monthly Cardholders Statement.  The statement of charges forwarded to the cardholder at the end of the billing cycle detailing all of the charges during that period.

    p.  Monthly Billing Statement.  The monthly billing statement is the official invoice, for payment purposes, which is provided to the approving official.  The billing statement identifies all of the purchase card transactions of his/her cardholders during a billing cycle. 

    q.  Services.  For the purposes of this instruction, services are firm fixed priced (including unpriced orders with an established ceiling), non-personal, commercially available requirements in which we directly engage the time and effort of the contractor to perform a task.  (e.g. repairs, maintenance, annual maintenance agreements, etc.). 

    r.  Single Purchase Limit.  The dollar threshold assigned to each cardholder for a single purchase/payment action. 

    s.  Reconciliation.  The process, which his/her cardholder/approving official reviews his/her monthly statement, reconciles against available vendor receipts and purchase card log and authorizes payment of those charges provided on the monthly invoice.

    t.  Transaction Type.  The transaction type is the method which an order is placed when using the purchase card.  Purchase card buys may be made over-the-counter, over-the-phone or via the Internet.

3.  Designation of Offices under Purchase Card Program
    a.  Agency Program Coordinator (APC).  As a minimum, the specific duties should include management and oversight of local program.

    b.  Approving Official (AO).  Include as a minimum, duties as “Certifying Officer” and requirement to review cardholder’s monthly purchase card statements. 

    c.  Cardholder (C/H).  Person authorized to use the purchase card to buy/pay for supplies or services. 

    d.  Designated Billing Office.  Designated DFAS Operating Location (OPLOC)(Insert supporting OPLOC).
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    e.  Comptroller.  Financial/Comptroller person responsible for managing command funding.  Comptroller and APC should work together to ensure funds approval process is streamlined to the maximum extent practicable.  In addition, the Comptroller and APC must coordinate efforts to establish account limits for Approving Officials and Cardholders.

4.  Establishing Local Accounts
    a.  The Agency Program Coordinator for Marine Corps Base Hawaii is Ms. Patricia Lee at 257-0044.  She is the command point of contact (POC) for providing management and oversight for the Marine Corps Base Hawaii Purchase Card Program.  In addition, she is the command point of contact for establishing purchase card accounts.

        (1) Prior to establishing purchase card accounts for local command personnel the APC will ensure that the prospective cardholder has received proper training in;

    Standards of conduct

    DON purchase card training (CD Rom/classroom training/etc.)

    Internal operating procedures

        (2) Personnel wishing to become purchase cardholders shall;

    - Provide a request to the APC (Identifying any required

      account limits)

    - Attend DON required training including training on local

      procedures (Contact APC for internal training requirements)

    - Obtain a Letter of Delegation or Contracting Officer’s

      warrant (SF1402) from the APC

    b.  Cardholder Account limits.  Use of the purchase card at Marine Corps Base Hawaii is subject to a single purchase limit (normally $2,500), a monthly cardholder limit, and a monthly office limit.  The purpose of these dollar limits is:

        (1) Single Purchase Limit.  A limitation on the purchase authority delegated to the purchase cardholder by the Head of the Activity or designee.  This dollar limit cannot be exceeded unless a revised delegation of authority is issued to the cardholder raising his/her limit.

        (2) Billing Cycle Purchase Limit.  The spending limit assigned the purchase cardholder’s cumulative purchases in a billing cycle.

        (3) Billing Cycle Office Limit.  The limit assigned the approving official for the cumulative totals of the purchase cardholders reporting to them.
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5.  Internal Processes
    a.  Purchase Request Process.  Marine Corps Base Hawaii cardholders shall ensure that appropriate funding is verified and available to meet the requirement of the purchase card action.  A NavCompt Form 2035 is submitted with each monthly statement so that Managerial Accounting can verify this requirement.

    b.  Screening.  Marine Corps Base Hawaii cardholders are required to screen all requirements from the statutory sources of supply (i.e. JWOD/UNICOR).  In addition, the screening must be documented on manual or automated log.

    c.  Solicitation and Award Procedures
        (1) Solicitation Procedures.  Marine Corps Base Hawaii cardholders are authorized to use the purchase either over-the-counter, over-the-phone or via the Internet (APC can limit to one or authorize all).  Quotations of price and delivery for mission requirements shall be obtained from contractors and documented in the manual or automated log. 

        (2) Award Procedures.  Marine Corps Base Hawaii cardholders shall only award purchase card orders to responsible contractors who offer fair and reasonable prices.  In addition all purchase card awards are documented on the purchase cardholders log (either manual or automated).

    d.  Receipt and Acceptance Procedures.  Marine Corps Base Hawaii cardholders are responsible for verifying receipt of all transactions before payment is authorized.  The cardholder must also certify that the quantity and quality of the items furnished by the agreement with the vendor.  The cardholder must save all receipt documentation in order to properly reconcile the purchase card statement at the end of the billing cycle.

If receipt documentation is not available, the cardholder must contact the end user, central receiving department or other person or persons responsible for receipt to obtain verification that the supplies or services have been received.  The purchase card log or purchase file must be documented to indicate that proper receipt and acceptance has been accomplished. 

Missing Documentation.  If for some reason the cardholder does not have documentation of the transaction to send to the approving official, he/she must attach an explanation that includes a description of the item, the date purchased, the merchants name, and why there is no supporting documentation.
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    e.  Reconciling Purchase Card Accounts
        (1) Cardholders.  Marine Corps Base Hawaii cardholders shall at the end of each billing cycle (the 21st of the month for DON cardholders) reconcile the transactions appearing on his/her monthly statements by verifying their accuracy against cardholder records.  The cardholder shall review all information on the monthly statement, verifying any changes, credits, outstanding disputes or refunds.  If transactions or credits are not included on the current statement the cardholder must retain the applicable documentation until the transactions or credit appears and can be reconciled.  The cardholder must then sign the statement and forward the package to their “approving official” or alternate.  If the cardholder is unable to review their statement in a timely manner, the approving official or alternate or APC must review and certify the cardholder’s monthly statement.  The cardholder upon his return must review the monthly statement and resolve any discrepancies with the approving official or APC.

        (2) Approving official.  Marine Corps Base Hawaii approving officials, unless otherwise specified, shall be the certifying officer for his/her cardholders monthly invoice.  The approving official/certifying officer is responsible for ensuring that all purchases made by the cardholder(s) within his/her cognizance are appropriate, charges accurate, and by applicable regulations and instructions. 

He/she must resolve all questionable purchases with the cardholder.  In the event an unauthorized purchase is detected, the approving official must notify the APC and other appropriate personnel within the command.  After review, the approving official/certifying officer will sign the cardholders monthly statement and maintain the documentation in accordance with Agency procedures.  In addition, the approving official/certifying officer is responsible for certifying the monthly invoice resulting from the purchase/transactions of his/her cardholders. 

As the certifying officer of the purchase cardholder the approving official assumes pecuniary liability for certifying duplicate or inappropriate charges resulting from purchase card purchases.

6.  Restrictions of the Use of the Purchase Card
    (See Enclosure (1), Items Requiring Special Attention).

7.  Unauthorized Uses of the Purchase Card
    a.  Marine Corps Base Hawaii will not be liable for any unauthorized use of the purchase card.  Unauthorized uses of the purchase card include the cardholder using the purchase card in a manner that exceeds his/her delegation of authority.  Exceeding account limits, using the purchase card via a method not specifically authorized (i.e. via the Internet when not authorized), or purchasing an item not authorized under the merchant category code are all considered unauthorized uses of the card.
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    b.  A cardholder who makes unauthorized purchases or who uses the card in an inappropriate manner may be liable to Marine Corps Base Hawaii for the total amount of the unauthorized purchases made in connection with misuse or negligence.

    c.  Unauthorized use of the card may also include the use of the card by anyone other than the cardholder identified on the front of the purchase card. 

8.  Lost or Stolen Cards
     a.  Telephone Notification.  If a purchase card is lost or stolen the Marine Corps Base Hawaii cardholder must immediately notify Citibank at the following phone number.

Citibank Customer Service – (800) 790-7206

    b.  Written Notification.  In addition, on the next working day the cardholder must notify the APC and his/her approving officials.  The notification shall include the following information;

 - the card number;

 - the cardholder’s complete name;

 - the date and location of the loss;

 - if stolen, date reported to police and the date and time

   Citibank was notified;

 - any purchases made on the card the day the card was stolen;

 - any other pertinent information.

9.  Separation of Cardholder

Upon separation from Marine Corps Base Hawaii cardholders will notify his/her approving official of the expected date of leaving.  In addition, prior to final signing out from Marine Corps Base Hawaii the cardholder will surrender their purchase cards to the APC.  The APC will notify Citibank to have the account canceled. 

10.  Billing Errors and Disputes
    a.  Cardholders should attempt to resolve all discrepancies or billing errors with the local merchant first.

    b.  If a cardholder receives a monthly statement that lists a transaction for items that have not been received, he/she should do the following:

        (1) Under “Pay and Confirm” procedures, confirm with the merchant that the items have been shipped or are in the process of being delivered.  Approve the statement charges and follow-up that the goods are delivered prior to the next billing cycle.  If they are not delivered, the cardholder must dispute the charge on the next billing cycle.
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        (2) If the charges are not authorized or items have not been shipped, the purchase cardholder must dispute the charges.  All charges must be disputed within 60 days of the receipt of the invoice on which the charge first appeared.

    c.  Defective Items.  If the items purchased are defective the cardholder should attempt to obtain a replacement or correction of the item from the merchant as soon as possible.  If the vendor refuses to replace or correct the defect or replace the item the cardholder must put the item in dispute. 

11.  Card Security
    a.  Marine Corps Base Hawaii purchase cardholders are responsible for the security of their purchase cards.  The card is printed with the name of the employee who is the Official Government Representative authorized to use the purchase care.  That person SHALL ONLY use the card. 

It is the cardholder’s responsibility to safeguard the purchase card and purchase card account number at all times.  The cardholder must not allow anyone to use or gain access to his or her card or account number.  

12.  Standards of Conduct/Ethics Training
    a.  All Marine Corps Base Hawaii approving officials and purchase cardholders will receive ethics and standards of conduct training in accordance with Agency and Command Policy prior to assuming their duties with the Marine Corps Base Hawaii purchase card program.

    b.  All Marine Corps Base Hawaii approving officials and purchase cardholders hold a public trust, their conduct must meet the highest ethical standard.  All Marine Corps Base Hawaii shall only use their purchase cards to obtain supplies and services within the guidance of this program.
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LIST OF PROHIBITED AND SPECIAL ATTENTION ITEMS

RELATED TO PURCHASE CARD BUYS

Advance Payments
General rule:  Except for requirements such as subscriptions for publications (i.e. Navy Times, Federal Contracts Reporter, Commercial Clearing House Inc., etc.) and Post Office Box rentals advance payments are prohibited.

Advertising
General rule:  Unless specific approvals have been obtained, advertising contract actions are not authorized by reference (e).

Exception:  The Chief of Naval Personnel has authorized an increase from $1,000 to $2,500 for the specific media advertising purchase limit for Commanding Officers of Navy Recruiting Districts commensurate with the current micro-purchase threshold.  This authority cannot be redelegated and each advertisement is conditioned upon the use of a properly executed DD Form 1535.

Asbestos and Asbestos-Containing Materials
General rule:  Purchase cardholders are not authorized to purchase asbestos or asbestos-containing materials.

Black Oxide Coated Brass Threaded Fasteners (BOCBTFs)
General rule:  Purchase cardholders are not authorized to procure brass or copper alloy fasteners coated with black oxide.

For information regarding this prohibition contact Mr. Scott Stanko, Naval Inventory Control Point, Code 0541, at 717-605-1361; DSN 430-1361 or via Internet:

scott_a_stanko@icpmech.navy.mil

Buildings and/or Land, Long-Term Rental or Lease of
General rule:  Purchase cardholders are prohibited from entering into long-term rentals or leases for buildings and/or land.

Business Cards
General rule:  Unless approval is obtained from a Flag General Officer, or member of the Senior Executive Service (SES) (requiring printing of business cards per the performance of official duties), purchase cardholders are prohibited from procuring business cards.
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Cash Advances
General rule:  Purchase cardholders are prohibited from using their purchase cards to obtain cash advances.

Christmas and Other Seasonal Decorations
General rule:  Seasonal decorations may be acquired using the purchase card provided local customs and traditions are observed.  Purchase cardholders are not authorized to buy Christmas cards.

Coffee Pots, Coffee, "Refreshments"
General rule:  Unless the purchase of coffee pots, coffee, or refreshments is for an authorized mess, as discussed per references (f) and (g), the purchase of these items are prohibited.  Purchase cardholders are also prohibited from buying refreshments for other government employees.

Exceptions:  The use of Official Representation Funds for official entertainment and Center of Influence events involving Marine Corps and Navy recruiters are exceptions to this rule.  In addition, Marine Corps and Navy recruiters are authorized to use the purchase card to buy meals for recruiting applicants as an out of pocket expense.

Commercial rule:  Purchase cardholders shall not use their cards to purchase commercial vehicles.

General rule:  Purchase cardholders are not authorized to use their purchase cards to rent/lease commercial or GSA vehicles.

Employee Identification Tags
General rule:  Unless the requiring activity/command determines that use of the identification tags are necessary and in support of mission requirements activities may not use appropriated funds to purchase employee identification tags.

Federal Information Processing (FIP) Resources/Year 2000 (Y2K) Project
General rule:  Purchase cardholders should insure all procurements of Information Technology (IT) are Y2K compliant.

Fireworks Display
General rule:  Purchase cardholders may not use appropriated funds to buy fireworks for on ground displays.
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Fuel, Oil, Services, Maintenance and Repairs
General rule:  Purchase cardholders are not authorized to purchase fuel, oil, services, maintenance and repairs of IFMS and GSA Fleet Management Programs (i.e.) repair of GSA leased vehicles).

Hazardous Material (HAZMAT) and Hazardous Waste Disposal
General rule:  Except for commonly used hazardous material or purchase by authorized HAZMAT personnel working in a designated Hazardous Material Center the purchase of HAZMAT by cardholders is prohibited.

Incentive Music and Equipment
General rule:  Except for specifically programmed music, the purchase of music and equipment for broadcasting (inc. radios, automatic record players, or phonographic records) for entertainment purposes is generally not authorized. 

Exception:  Specifically programmed music may be purchased based on a written determination by the Commanding Officer describing how the acquisition would improve morale, benefit the command, etc., and thereby qualify as a "necessary expense" under the necessary expense rules.  This prohibition also does not preclude the expenditure of appropriated funds for the purchase of a pubic address system required for intra-station communication.

Lodging and Meals
General rule:  Purchase cardholders are prohibited from using his/her purchase cards for the payment of lodging and meals for employees on temporary duty.

Exception:  Certain reserve activities are authorized to buy meals for Marine Corps and Naval reservists during drill activities.

Luggage
General rule:  Except for military seabags, the purchase of luggage for employees/service members to carry personal belongings while on travel orders is generally not authorized.

Exception:  Seabags issued to service members and briefcases, etc., furnished for the express purpose of carrying official documents associated with the duties of the service member or employee.

Medical and Dental Care From Civilian Non-Federal Sources
General rule:  Purchase cardholders shall not use his/her cards for payment of medical and dental services.
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Membership Dues
General rule:  Except for membership dues which solely benefit the agency or activity the purchase of club, association, organization, and other related membership are prohibited.

Exception:  The use of appropriated funds for membership dues of an activity or agency is permissible if the membership contributes to the fulfillment of the mission of the activity or agency.

Ozone Depleting Substances (ODS)
General rule:  Purchase cardholders are not authorized to purchase ODS materials.

Exception:  Contracting Officer's may use their purchase card as a method of payment provided guidance per reference (d) is strictly adhered to.

Personal Services
General rule:  Unless you have statutory authority purchase cardholders should not contract for personal services using the purchase card.

Pesticides
General rule:  Unless prior approvals are obtained from cognizant Pest Management Consultants at the appropriate NAVFAC division purchase cardholders are not authorized to contract for purchase of pesticides.

Plaques, Ashtrays, Paperweights, and other Mementos as Giveaway Items
General rule:  The use of appropriated funds to buy giveaway items such as plaques, cuff links, hats, T-shirts, license plate covers, bracelets, ashtrays, Christmas cards, paperweights, cigarette lighters, novelty trash cans, key chains and similar items are generally prohibited.

Exception:  The purchase of giveaway items in support of employee recognition programs may be authorized if accomplished per agency policy.
Printing and Duplication
General rule:  Purchase cardholders are prohibited from buying printing or duplication services from agencies other than Defense Automated Printing Service (DAPS).
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Purchase from Government Employees or Businesses Owned or Controlled By Government
General rule:  Purchases from government employees (military or civilian) or from business organizations substantially owned or controlled by government employees are generally prohibited.
Reprographic Equipment
General rule:  Unless the requirements contained in reference (e) are met, the purchase/lease/rental/trial/replacement or change in rental or lease plan of reprographic equipment is not authorized.

Sensitive Compartmented Information In Contracts  

General rule:  Purchase cardholders are not authorized to enter into negotiations that will include requirements for contractor access to Sensitive Compartmented Information (SCI) unless the customer has staffed the requirement through Commander, Office of Naval Intelligence (ONI), Code ONI-532d.

Transportation
General rule:  The purchase card cannot be used to pay for transportation charges.

Travel or Travel Related Expenses
General rule:  The purchase card cannot be used to pay for travel or travel related expenses (i.e. expenses associated with official travel including transportation, lodging, or meals).

Uniform Items
General rule:  Cardholders are not authorized to use appropriated funds to purchase uniform items.

Visual Information (VI) Equipment and Material
General rule:  Per reference (h), acquisition of professional VI equipment by non-VI activities or personnel is prohibited.

Training Audio/Visual Services Center (TAVSC), MCBH is the sole authority for contracting for visual information with in the Marine Corps. 

Visual Information-Audiovisual Production Including Interactive Video Acquisition
General rule:  Unless approval has been granted from TAVSC the acquisition of Audiovisual (AV) production including interactive Video (IVD) in the Federal Government is prohibited, regardless of cost or application.
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Visual Information-Acquisition of Commercial Off-The-Shelf Visual Information Productions
General rule:  Unless prior approval from TAVSC is obtained, purchase cardholders are not authorized to procure commercial off-the-shelf Visual Information (VI) production. 

Withdrawal of Tax-free and Specifically Denatured Alcohol
General rule:  The purchase of tax-free and specifically denatured alcohol is not authorized unless a permit from Bureau of Alcohol, Tobacco, and Firearms has been issued.
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