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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 Ch 1











      LSC

BASE ORDER 4200.4 Ch 1

From:  Commanding General

To:    Distribution List

Subj:  GOVERNMENT-WIDE COMMERCIAL PURCHASE CARD PROGRAM

Encl:  (1) New page insert to BaseO 4200.4

1. Purpose.  To transmit new page insert and direct pen changes to the basic Order.

2. Action
a.  Change page 3, paragraph p, second sentence to read: “The billing statement, either 

on-line or paper method, identifies all of the purchase card transactions of his/her cardholders during a billing cycle.”

b.  Change page 3, paragraph s, first sentence to read: “The process, which his/her

cardholder/approving official reviews his/her monthly statement, either on-line or paper method, reconciles against available vendor receipts and purchase card log and authorizes payment of those charges provided on the monthly invoice.”

c.  Change page 3, paragraph 3d, to read:  “Designated DFAS Operating Location (OPLOC)

(DFAS Ford Island, 000318). 

d.  Remove page 6, of the basic Order and replace with page 6 contained in enclosure

(1).

3. Change Notation:  Paragraphs denoted by an asterisk (*) symbol contain changes not

previously published.

4. Filing Instructions:  This change will be filed immediately following the signature

page of the basic Order.

5. Certification:  Reviewed and approved this date.

     J. A. LEMOINE

     Deputy Commander

DISTRIBUTION: A

BaseO 4200.4

*
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 in Citidirect internet web-based eStatement verifying their accuracy against cardholder records.  The cardholder shall review all information on the eStatement, verifying any changes, credits, outstanding disputes or refunds.  After review Cardholders certifies for payment by submitting electronically to Approving Official.  If transactions or credits are not included on the current statement, the cardholders must retain the applicable documentation until the transactions or credit appears and can be reconciled.  If the cardholder is unable to review in a timely manner, the Approving Official must review and certify the cardholder’s transactions in the Approving Official box in Citidirect.

(2) Approving Official.  Marine Corps Base Hawaii Approving Officials, unless 

otherwise specified, shall be the Certifying Officer for his/her cardholders monthly eStatement in Citidirect.  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.

(3) 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 certify on line and submit eStatement via Citidirect to DFAS Ford Island for payment, and maintain the documentation in accordance with Agency procedures.

(4) 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).

Enclosure (1)
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