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GOVERNMENT PURCHASE CARD POLICY





1.  REASON FOR ISSUE:  This directive sets forth policy for the use of the government purchase card for official purchases at the Veterans Benefit Administration (VBA).





2.  SUMMARY OF CONTENTS/MAJOR CHANGES:  The government purchase card shall be used by VBA and staff offices in accordance with policies in this directive.  





3.  RESPONSIBLE OFFICE:  The Office of Resource Management (ORM/24) and the Financial Operations Division (241G).





4.  RELATED HANDBOOK:  VA Handbook 4080, Government Purchase Card Procedures, VA Directive, Government Purchase Card Policy and VBA Handbook 4080, Management of the Government Purchase Card Program.  





5.  RESCISSION:  None.
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GOVERNMENT PURCHASE CARD POLICY





1.  PURPOSE.  This Directive establishes policy for the use of the government purchase card within the Veterans Benefit Administration.  The government purchase card program is intended to meet the following objectives:





a.  Reduce paperwork and administrative costs for the acquisition of supplies and services within the existing Federal Acquisition Regulation (FAR) and Veterans Administration Acquisition Regulation (VAAR).





b.  Streamline payment procedures and improve reconciliation and internal control practices.  Take advantage of opportunities to obtain more favorable prices on purchase card buys using established contracts.  Reduce the use of imprest funds.





c.  Provide procedural checks and feedback to improve management control and decision making.





d.  Strengthen internal controls and provide greater management oversight to ensure VA policy is followed in order to prevent and detect fraud and improper use of the purchase card.   


	


2.  POLICY.  Government purchase cards will be used for all micro-purchases (acquisitions of supplies and services, the aggregate amount of which does not exceed $2,500, except construction procurements, where the limit is $2,000).  In addition, government purchase cards will be used, to the maximum extent practicable, for all purchases up to the simplified acquisition threshold, currently $100,000, where appropriate warranting has been completed.





3. RESPONSIBILITIES.   Provided are the VBA purchase card primary contact responsibilities.  The VBA Handbook 4080 provides more specific responsibilities.





a.  VA Chief Financial Officer (CFO).  VA’s CFO is responsible for implementation and oversight of the government purchase card program within the Department.  VA’s CFO shall manage the government purchase card program, and establish overall program procedures.  The Office of Financial Operations (047F) will carry out these responsibilities under the direction of VA’s CFO.





b.  The Director, VBA Headquarters, Office of Resource Management (ORM/24), has overall responsibility for organizational implementation and oversight of the government purchase card program within VBA.  Any purchase card waiver request will be coordinated through the Director, ORM.
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 VBA/VACO Financial Operations (241G) will work closely with the VACO  Office of Financial Systems (047E) to effectively maintain management controls and ensure the integrity of the Purchase Card Program in VBA.





VBA ORM (24) and Financial Operations (241G) will monitor use of the purchase card program by providing Administrative oversight, training and conducting periodic reviews as required.





The Director, ORM is responsible for the materials contained in this handbook.  If you have any questions on this handbook or the VBA Purchase Card Program, please contact the Financial Operations (241G), Purchase Card Point of Contact.





c.  Financial Services Center (FSC).  The FSC, located in Austin, Texas, is the designated payment office responsible for making payments to the card contractor; providing random sampling reports on a monthly basis to the finance/fiscal officer; and providing rebate and appropriate documentation to the finance/fiscal officer.





d.  Veterans Benefits Regional Office (RO) Director and/or Assistant  Directors serves in the same capacity as the Head of the Contracting Activity (HCA) at the station level.  The RO Director and/or Assistant Director or other VBA Facility Directors are responsible for:





 Implementing the purchase card program at the RO Office and providing


management support to the program.





 Delegating, in writing a Program Coordinator, Alternate Program 


Coordinator,  Billing Office Official and Dispute Officer.  The Program Coordinator can also serve as the Dispute Officer, but not as the Billing Official.





 Appointing contracting officers and purchase cardholders in accordance 


with VA Acquisition Regulations (VAAR) (for authority exceeding $2,500). 





e.  The Program Coordinator/and or Alternate Program Coordinator as


designated by the facility director, will manage the purchase card  program, and


serve as the liaison between the stations, VA Central Office, VBA Headquarters


and the contract bank.  This individual cannot be a cardholder or approving official.  This individual can serve as the station Dispute Official, but not as the Billing Official.  The Program Coordinator also known as the Agency Organization Program Coordinator (A/OPC) is responsible for:





 Implementing and managing the program by adhering to all applicable regulations governing the program.
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Completing the GSA Smart Pay Web-Based Training - A/OPC Purchase Card Training  prior to assuming the A/OPC responsibilities and/or attend the GSA SmartPay Annual conference.   





(3)	Providing guidance and information disseminated by oversight offices to cardholders, approving officials, billing officers and dispute officers.





(4)	Ensuring that mandatory training is provided to cardholders and approving officials prior to issuance of purchase cards.





f.   The Approving Official is responsible for:  





Approving, Verifying, and Reviewing transactions that the cardholders within his/her authority make.   





Accepting responsibilities of an AO by attending acquisition training and signing VA Form 0242 after completion of training.  Will aide in the accountability of the program.





(3)  Recommending employees to the Director/HCA for appointments as cardholders.  





(4)	 Ensuring that approved cardholders attend Purchase Card Training.





(5)  Recommending single and monthly purchase limits for approved cardholders to the Program Coordinator.





g.	The Billing Official (normally an employee of Finance) is responsible for: 


              


Providing the default master accounting code (MAC) for card accounts and appropriate billing of procurements to the requesting service or office.





Ensuring that single purchase and monthly purchase limits are within fund control limits.





Note: The Billing Official cannot be a Program Coordinator, Approving Official or Cardholder.





h.  The Dispute Officer will coordinate, process and monitor all disputed


procurements, credits and billing errors.  The dispute officer will communicate dispute issues with the approving official and billing office.  For better oversight of the dispute process, we highly recommend that the facility program coordinator and the dispute officer designee is the same individual.  The Dispute Officer cannot be a Billing Official, AO, or cardholder.
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     i.  Cardholders are responsible for:





Taking the appropriate mandatory training that will allow them to acquisition goods or services that are less than the $2,500 micro-purchase threshold.  When applicable, warranted purchases exceeding this limit will be approved by the Station Director or HCA.  Ensure VA Form 0242 is signed and dated to certify training completion.





 Being accountable for all transactions and procurements made with the purchase card.





    j.  The Chief Support Services/Finance Officer is responsible for:


    


   (1)  Training cardholders on correct costing, reconciliation, and records maintenance procedures.





   (2)  Reviewing random monthly credit card samples received from the FSC and certifying its accuracy.  Forward to station A/OPC for appropriate action.





  (3)  Reviewing purchase card statistics and reports received from VBA Financial Operations (241G) and Headquarters VACO.
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