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BASE ORDER 4200.4 Ch 2

From:  Commanding General

To:    Distribution List

Subj:  GOVERNMENT-WIDE COMMERCIAL PURCHASE CARD PROGRAM

Encl:  (1) New page inserts to BaseO 4200.4

1. Purpose.  To transmit new page inserts to the basic Order.

2. Action
a.  Remove pages 5 and 6 of the basic Order and replace with pages 5 and 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.

C. H. JACKSON

Duty Commander

DISTRIBUTION A
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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.  Requestor’s name will be noted on every purchase worksheet.

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 merchant’s name, and why there is no supporting documentation.

*In order to protect the integrity of the process, a minimum two way separation of functions is required when using the purchase card (i.e. one person making the purchase and one person accepting and receiving the supplies or services).  If the cardholder is picking up the material at the contractor’s location, the end user or designated receiving personnel should sign for final receipt.  In the event the cardholder is the end user another designated individual must sign the receipt.
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*CH’s and AO’s must maintain purchase related records (e.g., purchase card worksheets, etc.,) for a minimum of 3 years and financial records (e.g. invoices, statements, etc.,) for 6 years and 3 months.

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)

