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1. PURPOSE AND SCOPE. To provide standards and guidelines to

i npl enment, use, and manage the Governnentw de Commercial Credit
Card Program (currently VISA) throughout Federal Prison

| ndustries (FPlI). This program provides for del egating

Car dhol der authority to Cost Center Managers and their designees.
This Program Statenent is updated to incorporate autonated credit
card acquisitions and permt acquisitions of raw materials within
t he cardhol der’ s del egated authority.

The Attorney Ceneral has endorsed the use of the Credit Card
Program as one of the National Performance Review initiatives to
enpower enpl oyees and reduce adm nistrative costs.

2. PROGRAM OBJECTIVES. The expected results of this program
are:

a. Procurenent and paynent procedures will be streanined and
sinplified.

b. Staff will be given the opportunity to make practi cal
busi ness deci sions in obtaining products or services for which
t hey are know edgeabl e.

c. Cost Center Managers nmanagenent control and deci sion making
w Il be inproved.

3. DI RECTI VES AFFECTED

a. Directive Rescinded. None.

b. Directive Referenced

PS 4100. 03 BOP Acqui sitions (9\16\96)

4. STANDARDS REFERENCED. None.
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5. RESPONSIBILITIES. The Controller, Financial Managenent
Branch (FMB), and the Chief, Mterial Mnagenent Branch, shal
share direct overall responsibility for the Credit Card Program
within FPI. FPI's Agency Program Coordi nator (Level 111) shal
be the Financial Manager, FMB, and shall be FPI's primary
representative to the contractor. The Business Mnager/ Pl ant
Controller at each FPI site (Level 1V Agency Program

Coordi nator), shall have direct overall responsibility for the
Credit Card Program at each location. The Departnent of Commerce
BankCard Center currently provides adm nistrative support for a
fee assessed to FPI.

6. DEFI N TI ONS/ RESPONSI BI LI TI ES/ PROCEDURES. Definitions of
positions, forms, reports, and terns, as well as responsibilities
and detail ed procedures, are located in the attached "Federal
Prison Industries Credit Card Handbook" (Attachnment A).

7. PROGRAM REQUI REMENTS. The credit card shall be nade
avai l abl e to enpl oyees the CCM designates. CCMs are advi sed that
use of the card is not solely for enmergency situations, but usage
shall be mandatory for day-to-day purchases of $2,500 or |ess.

Exceptions to mandatory use i ncl ude:

, appropriate vendor does not accept the card;

, Supplies or services listed under prohibited itens in this
Program St at enent; and,

, When special circunstances nake use of the card
I nappropri ate.

Car dhol der authority may be del egated above the m cro purchase
threshold at the discretion of the Chief of Material Managenent
provi di ng the cardhol der neets the requirenments for higher |evel
procurenent authority. Use of the credit card in no way

di m ni shes the Cost Center Manager's responsibility for sound
internal controls and fiscal accountability.

a. Establishing Accounts. Each site shall issue a delivery
order to the Bank through the Comrerce BankCard Center to cover
its facility.

Each | ocation shall provide the information listed in the
Handbook to the Commrerce BankCard Center at the tinme of
subm ssion of the initial Cardhol der and Approving Ofici al
applications. This will allow the Conmerce BankCard Center to
adm ni ster FPlI accounts.

b. Eliqgibility. Personnel designated to becone "Cardhol ders”
or "Approving Oficials" nust first receive approved ethics and
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credit card purchasing training. Cardholders requesting
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aut hority above the mcro purchase threshold nust conplete the
training requirenents for the |level of authority requested as
defined by UAP Part 1.

c. Training. Applicants may be credited for the ethics
portion of the training if they have conpleted the Cost Center
Manager course, the Contracting Oficer's Techni cal
Representative self study course, or Procurenent Integrity
training. At a mninmum credit card purchasing training shall be
conpl eted by view ng the Departnent of Commerce video, "Using
Your BankCard.? Upon conpleting the ethics and training
requi renent, the applicant nmust request Cardhol der authority from
the Chief, Mterial Managenent Branch.

8. PRCH BITED ITEMS. 1In accordance with the GSA contract, the
credit card may not, under any circunstances, be used for:

, cash advances;
, rental or lease of |and or buildings;

, travel (may be used for travel, |odging, and neals in
i nstances where the GSA contractor-issued travel charge card
i's not accepted);

, telecommunications (tel ephone services); or,
, any personal itens.
O her disall owed purchases under the credit card are:

nmeal s;

| odgi ng;

uni form al | owance itens;

rental or |ease of vehicles for travel purposes;
controll ed substances or property (drugs, ammunition,
weapons, etc.); or

, advisory and assi stance services.

Under no circunmstances shall the credit card be used for personal
pur chases.

9. RAWNMATERI AL CREDIT CARD ACQUI SI TI ONS

a. Al credit card acquisitions for raw materials shall be
performed in the SYM X, Procurenent Action System (PAS). Credit
card purchases above $2,500 shall be processed only by warranted
Contracting Oficers with cardhol der authority, using standard
procurenent processes and designating (C) as the paynent type in
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the purchase order. The Chief, MVB, shall approve exceptions to
the requirenent that all purchases over the m cro-purchase
t hreshol d be done via purchase order.

b. Simlar to creating a standard purchase request, a credit
card requisition for raw materials shall only contain raw
material itens.

c. Credit card acquisitions for UNICOR contract itens are not
permtted unless the contract specifically permts credit card
or deri ng.

d. Al PAS credit card acquisitions shall contain the
"war ehouse" as the deliver to location. The material nust be
recei ved under normal receiving procedures against the
est abl i shed VI SA Account purchase order. The credit cardhol der
may verify receipt of the material for reconciliation purposes by
viewng the line iteminformation contained in the VISA Account
purchase order or by viewing reports in the outputs nenu.

10. OVERSIGHT. The Cardhol der has overall responsibility for
the Credit Card Programis integrity. However, the Approving

O ficial shall ensure each purchase is in accordance wth policy,
and in the best interest of the Government. Accordingly, Program
Revi ew obj ectives shall be used to nonitor program conpliance.
The primary Contracting O ficer at each field | ocation shal
conduct a nonthly, randomreview of credit card purchases.
Additionally, the Material Managenent Branch shall review credit
card acquisitions as part of normal oversight responsibilities.

11. CARD SECURITY. It is the Cardholder's responsibility to
safeguard the credit card and account nunber at all tinmes. Staff
are rem nded to take the necessary precautions to ensure that
under no circunstances are inmates to have access to a card
nunmber (i.e., by processing/filing records, when placing orders
by tel ephone, when receiving orders, etc.). The Cardhol der nust
not allow anyone to use his or her card or account nunber. A
violation of this security and trust may result in disciplinary
action.

12. ASSI STANCE. Contracting questions should first be addressed
to the Field Contracting Oficer. Concerns regarding Del egation
of Cardhol der Authority or designation of officials or

Car dhol ders shoul d first be addressed to the |ocal agency program
coordi nator, usually the Business Manager or Plant Controller.
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/sl
Kat hl een Hawk Sawyer
Director
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1. PURPGSE OF THE FEDERAL PRI SON | NDUSTRI ES CREDI T CARD HANDBOOK

The purpose of this Handbook is to provide standards and
gui delines for the inplenentation, managenent, and use of the
Gover nnentwi de Commercial Credit Card Program

2.  BACKGROUND

The Credit Card Programis intended to streamine and sinplify
procurenent and paynment procedures; give staff the opportunity to
make practical business decisions in obtaining products or
services for which they are know edgeabl e; and enable CCMs toO

i nprove managenent control and deci sion nmaking.

The Attorney Ceneral has endorsed the use of the Credit Card
Program as one of the National Performance Review initiatives to
enpower enpl oyees and reduce adm nistrative burdens. The program
del egates small purchasing authority to each CCM (and their

desi gnees).

The Chief, Material Mnagenent Branch, and the Controller, FMB,
shall share direct overall responsibility for the Credit Card
Programw thin FPI. FPlI's Agency Program Coordi nator (Leve

I11), shall be located in FMB, and shall be FPI's primary
representative to the bank. The Busi ness Manager/ Pl ant
Controller (Level IV Agency Program Coordinator), shall have
direct overall responsibility for the Credit Card Program at each
| ocati on.

3. GU DELINES FOR | MPLEMENTI NG THE CREDI T CARD PROGRAM AT LOCAL
OFFI CES

a. In order to initiate participation in the program each
| ocation nust establish an internal docunent to facilitate the
establ i shnment of accruals for paynents of the credit card
statement .

b. In order to allow the Cormerce BankCard Center to
adm ni ster the FPI accounts, each |ocation shall provide the
followng information to the Commerce BankCard Center at the tine
of subm ssion of the initial Cardhol der and Approving O ficial
appl i cations:

(1) Institution nane, address, telephone nunber;

(2) Institution Allotment Code (three-digit identification
nunber preceded by 0);

(3) Level 1V Agency Program Coordi nator (APC) (Business
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Manager or Plant Controller), to include nanme, address, telephone
nunber; and,
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c. Locations shall use the Departnent of Conmmerce BankCard
Center to provide adm nistrative support.

d. The local Business Ofice is responsible for paynents to
the contractor. The cost of the adm nistrative support fromthe
Department of Commrerce, will be paid by OPAC, by the Centra
Ofice for all local offices.

e. Paynent Support. The Bank provides a sumrary invoice at
the concl usion of each billing cycle. FPlI Business Managers are
responsi ble for: ensuring accruals are properly established for
credit card purchases; ensuring the credit card paynent
transactions are properly recorded in the FPI SYM X; and for
reconciling the contractor’s invoice against the Approving
Oficial’s nonthly statenent.

f. Individual charges placed against the credit card shall not
be reported in the Federal Procurenent Data System ( FPDS)

4. DEFI NI TI ONS

The foll ow ng definitions supplenent those set forth in the
current GSA FSS Governnmentw de Commercial Credit Card Program
contract.

a. Definition of Positions

(1) Agency/ Organi zation Program Coordi nator (APC) (Leve
V). The Business Manager or Plant Controller shall be the APC
for each site. This official shall oversee the technica
adm ni strative aspects of the contract. The APC shall be the
point of contact to serve as coordi nator between the Contractor,
FMB, and the Departnment of Commerce BankCard Center. Al
applications, renovals, changes to limts or nerchant activity
codes, etc., shall be forwarded through the APC to the Departnent
of Commerce BankCard Center, who will forward themto bank

(2) Approving Oficial. The Approving Oficial, hereafter
referred to as Cost Center Manager (CCM, shall reconmend who
shal | be Cardhol ders. The CCM shoul d have enough Cardhol ders
under his or her control to distribute the workload anong his or
her staff. The CCMis responsible for the approval of al
Car dhol der purchases, and nonthly reconciliation of each of his
or her Cardholder's statenents and verifying that al
transactions were nmade for necessary Governnent purchases, and in
accordance wth Federal procurenment guidelines. The CCM nust
establish a nonthly Iimt for each Cardhol der to ensure they
operate within the budget.
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An Approving O ficial nust be organi zationally above his or
her Cardhol ders; additionally, may not be his or her own
Approving Oficial. Therefore, if a CCM holds a card, a separate
Approving O ficial nust be designated within the organization.

(3) Cardholder. The individual Governnment enpl oyee granted
a witten Del egation of Cardholder Authority to use the credit
card. The card shall be in the enployee's nane and can be used
only by the individual to pay for official purchases in
conpliance with the Federal Acquisition Regulation and FPI's
i nternal procedures.

(4) Departnment of Commerce BankCard Center. The Depart nment
of Conmmerce BankCard Center will provide service to support FP
during the contract, as arranged by the Central Ofice. This
office aids the APC in account set-up, coordination, training,

di sputes, etc., of the Credit Card Program

(5) Disputes Ofice Contact (DOC). The Departnment of
Commer ce BankCard Center shall coordinate resolution of disputes
for the Credit Card Program The Departnent of Conmerce BankCard
Center is capable of providing additional reports, if necessary.

(6) Financial Managenent Branch (FMB). The Busi ness
Manager/ Pl ant Controller (or respective designee) shall be
responsi ble for nonthly verification of his or her organization's
credit card charges. Mnthly charge totals fromthe bank shal
be reconciled with the cardholder’s statenments. This position
shall al so be the coordinator (through the Departnment of Comrerce
BankCard Center) for the settlenment of discrepancies or disputes
that arise fromdefective, faulty, unreceived, or returned
mer chandi se, credits for sales tax refunds, and credits for
billing errors with the bank (only after the Cardhol der has
exhausted all avenues for disputes).

(7) Field Contracting Oficer. The Field Contracting Oficer
shal | be responsible for providing technical advice regarding
procurenent regulations to all staff involved in the use of the
Credit Card Program Field Contracting Oficers may becone a
cardhol der. They are restricted to purchases exceedi ng $2, 500,
and wil| process these using standard procurenent procedures.
Their card shall be used for paynent purposes only.

(8) Card Issuing Bank. The Contractor, shall produce and
dissem nate credit card statenents and investigate all anounts
di sputed by the Cardhol der and D sputes Ofice Contact.

(9) Chief of Procurenent. The Chief, Mterial Managenent
Branch, shall be the "Cardhol der Issuing Authority.” This
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authority may not be further del egated.

b. Definition of Reports. The Contractor is capable of
providing a series of standard reports to participating
| ocations. During the inplenentation process, the ordering
| ocation will determne its own reporting requirenents, and
establish which of the available reports are necessary for its
particul ar need. Several on-line reports may be hel pful in
oversight inplenentation (e.g., Cardholder Activity Report, Daily
Transaction List, Quarterly Merchant Activity Report, Detai
Transaction File, D sputed Transaction Status Report, Declined
Transactions Report). However, at a mininum the follow ng hard
copi es shall be required:

(1) Cardhol der Statenent/Statenent of Account. A nonthly
statenent sent by the Contractor to each Cardhol der item zing al
credit card transactions nade within the established billing
peri od.

(2) Approving Oficial Report/Business Account Summary. A
mont hly report sent by the Contractor to each CCM sunmari zi ng the
purchase and credits of each Cardhol der under the CCM s control.

(3) Finance Ofice Report/Financial Sunmmary Report. A
monthly report for each Financial Mnagenent O fice summari zi ng
nmont hl y charge accounts at the particular site. This report is
to be used as FPI's notice of nonthly charges paid by FMB.

C. For ns

(1) Contractor Supplied Forns. Cardhol der setup, Cardhol der
account update, approving official setup, approving official
account update, and questioned itemforns are available fromthe
contractor. When a Cardhol der di scovers an incorrect anmount has
been charged for goods or services, the Cardhol der nust
i mredi ately seek to resolve the problemw th the vendor.

However, if the Cardholder is unable to resolve the issue with
the vendor within a short period of time, the Cardhol der shal
conplete a Statenment of Questioned Iten(s)(furnished by the
Contractor), indicating the nature of the problem and forwarding
it to the Departnent of Comrerce BankCard Center.

The Departnent of Commerce BankCard Center shall notify the
bank of this dispute. A copy nust also be forwarded along with
the Cardhol der's Statenent of Account to the CCM Note: If the
di spute invol ves sales tax charged erroneously by the vendor, the
anount of the tax cannot be disputed. Odering agencies nust pay
the tax, and Cardhol ders shoul d nake every effort to obtain a
credit fromthe vendor for the anount of the tax.
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(2) Request for Delegation of Cardhol der Authority
(Attachnent B). The application formto obtain a Del egation of
Aut hority for Cardhol ders.
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d. General Definitions

(1) Account Set-Up Information. The specific information
requi red by the Contractor for each Cardhol der so that an active
account can be established for that Cardholder. This information
is supplied to the Contractor (through the APC and forwarded to
t he Departnent of Conmerce BankCard Center) by the CCM at each
ordering location, by conpleting the Cardhol der Set-up form and
the Approving Oficial Set-up form

(2) Del egation of Cardholder Authority. After receiving
the required training, and prior to making application to the
Contractor, each prospective Cardhol der shall request specific
purchase authority for use of the credit card. This shall be
acconplished via witten request fromthe Cardhol der (see Exhibit
B). Once granted, this delegation shall be nade in witing by
the Chief, Mterial Managenent Branch, for the anount requested.

(3) Single Purchase Limt. The limtation on the anount a
Cardhol der is permtted to purchase at any one tine. The
Contractor will not authorize a purchase if the purchase exceeds
the Cardholder's single purchase limt. This limt (set by the
CCM applies to total anmount, not per itemor line itemtotal.
The single purchase |imtation shall normally be limted to a
maxi mum of the Cardhol der's Del egati on of Cardhol der Authority.

(4) Monthly Cardhol der Purchase Limt. The nonthly
purchase Iimtation (set by the CCM is the anmobunt that each
Car dhol der may purchase during the nonthly billing cycle.

(5 Mnthly Ofice Limt. The office limtation
established for each CCMis specified on their application.
ldeally, this is the aggregate limtation of the dollar anount of
possi bl e purchases nade on all cards under the CCM s
responsibility wwthin a nmonthly billing cycle.

(6) Merchant Activity Code. Cardhol der use may be
restricted by a prohibition against, or a restriction to certain
types of vendors as described by that vendor's Standard
I ndustrial Classification code, which is part of the vendor's
record at the credit card cl earinghouse. A choice of restriction
categories is provided by the Contractor, who can al so nmake
avai | abl e new conbi nati ons of the defined nmerchant category codes
shoul d this be desired by the user.

It should be noted, Merchant Activity Codes affect
merchants, not types of goods. Therefore, due to the potenti al
anount of excessive Cardhol der declinations, the Merchant
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Activity Code may be unrestricted, with a code of 000.
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5. DELEGATI ONS/ RESPONSI BI LI TI ES

a. Cardholder. Upon receipt of Del egation of Cardhol der
Aut hority, individual staff nenbers may be approved for a credit
card by being nom nated by the CCM (through the APC, and
forwarded to the Departnent of Comrerce BankCard Center, who wll
submt the application to the Contractor). Upon nom nation, each
Car dhol der shall be given, by the Busi ness Manager/ Pl ant
Controller, the booklets entitled "Cardhol der Instructions,” (as
furni shed by the Contractor) prior to receiving the credit card.
The Cardhol der shall be guided by this booklet, as well as being
responsi ble for the followi ng activities:

(1) Imediately use the Voice Response Unit to activate the
card.

(2) Abide by the procurenent guidelines and docunentation
requi renents as trained, and described in Section 5. Designated
Contracting O ficer or Field Procurenent Advisor shall provide
techni cal procurenent assistance, if questions arise regarding
procurenent regul ations.

(3) Mintain item zed recei pts and packing slips.

(4) Followup with vendor concerning any undelivered
or ders.

(5) Each nonth, the Contractor will provide a Statenent of
Account for purchases made wth the Cardholder's credit card.
Upon recei pt, the Cardhol der shall performthe foll ow ng duties:

(a) Date-stanp or otherwi se note the date of receipt
on the face of the Statenent of Account.

(b) By running the Credit Card Reconciliation Report
in SYM X for the individual cardhol der, the cardhol der nust
verify the Statenent of Account with their docunentation of each
item quantity, price and line itemtotal. (Reconciliation
report is available in the output section of the Request for
Purchase/ Credit Card Purchase subsystem (P)urchasing, (1) Request
for Purchase/ Credit Card Purchase subsystem (O utput, and (9)
Credit Card Reconciliation.)

(c) Assign the correct accounting classification
information to each credit expenditure (if different fromthe
default accounting code).

(d) Attach the Reconciliation Report to the statenent,
maki ng sure the report lists the details for each purchase.



PS 8582.01
6/ 29/ 98
Attachnment A, Page 10

(e) Sign the Statenment of Account, attach all item zed
recei pts or packing slips, and forward to the CCMwi thin 10
cal endar days of the statenent date.

(6) If unable to resolve any discrepancy with the vendor,
imedi ately forward Statenent of Questioned Itenm(s) to the
Depart ment of Comrerce BankCard Center and aid in any
i nvestigation of disputed charges (see Section 9(b), "D sputed
Char ges").

(7) Mutilate and return the credit card to the APC upon
term nati on/ change of position or demand nade by the CCM or APC.

b. Agency/ Organi zati on Program Coordi nator (APC). The
Busi ness Manager or Plant Controller shall be the APC for each
site. This official shall oversee the technical adm nistrative
aspects of the contract at each location. The APC shall be the
poi nt of contact to serve as coordi nator between the Contractor,
the FVMB, and the Departnent of Comrerce BankCard Center.

Al'l applications, renovals, changes to limts or nerchant
activity codes, etc., shall be forwarded through the APC to the
Departnent of Comrerce BankCard Center, who will forward to the
Contractor. APC responsibilities include:

(1) Receiving Approving O ficial's applications and
collecting any information needed (and forward application to the
Departnent of Comrerce BankCard Center, who will forward to the
Contractor). Prior to forwarding, the APC shall ensure that al
Approving Oficial applicants have received the training
specified in Section 7, "REQU RED TRAI NI NG "

(2) Receiving Cardhol der's applications, ensuring
appropriate training, and collecting any infornmation needed.

Ensuring each application has the approved single purchase
limt (as shown on the Cardhol der Del egati on of Authority), and
the nonthly purchase |imt, as specified by the Cost Center
Manager .

(3) Forwarding Cardhol der and Approving O ficial
applications to the Departnent of Commerce BankCard Center, who
will electronically forward to the Contractor.

(4) Keeping a master |ist of Cardhol ders for each Approving
O ficial.

(5) Ensuring accruals are properly established for credit
card purchases.
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(6) Ensuring the credit card paynent transactions are
properly recorded in the FPI SYM X accounts payabl e nodul e.

(7) Reconciling the nmonthly Approving Oficial’ s statenent
with the bank’s credit card charge statenents.
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(8) Collecting credit cards and renovi ng Cardhol ders when
appropriate. Disposal of cards as appropriate.

(9) Providing witten or electronic confirnmation of al
card cancellations to the Contractor (through the Departnent of
Commer ce BankCard Center).

c. Approving Oficial. Upon verification of training by the
APC, each Cost Center Manager (CCM nmay be designated as an
Approving Oficial. Each proposed Approving Oficial shal
conplete an application and forward to the APC. An Approving
O ficial must be organizationally above his or her Cardhol ders;
and may not hold a card under his or her control.

Therefore, if a CCM desires to becone a Cardhol der, a separate
Approving O ficial nust be designated within the organi zation.
CCM responsi bilities include:

(1) Satisfying the training requirenents as specified in
Section 7, "REQUI RED TRAI NI NG'.

(2) CObtaining a copy of "Approving Oficial Instructions,”
fromthe Contractor.

(3) Nom nating Cardholders and initiating i ssuance of
credit cards (through the APC).

(4) Specifying the single purchase limt, nonthly purchase
limt, and the authorized Merchant Activity Codes for al
Cardhol ders within his or her responsibility.

(5) Tracking budgetary restraints in accordance with
national policy and |ocal supplenents, and authori zi ng individual
purchases on the Credit Card Purchase Form for Cardhol ders under
their responsibility.

(6) Receiving, nonthly, Statenments of Account, from each
Car dhol der under their responsibility. Upon receipt, the CCM
shall performthe foll ow ng:

(a) Review each Statenent of Account to determine if the
purchases are appropriate and correct.

(b) Verify the charges appearing on the Cardhol der's
nmont hl 'y st at enent.

(c) Sign each Statenment of Account and forward to the
Fi nanci al Managenent O fice within 15 cal endar days of the
stat enent date.



PS 8582.01
6/ 29/ 98
Attachnent A, Page 13



PS 8582. 01
6/ 29/ 98
Attachnment A, Page 14

(7) Receiving the Monthly Approving Oficial Summary
Statenment, which is a conposite of all charges by the individua
Cardhol ders assigned to each Approving Oficial (Business Account
Summary Report).

(8) Authorizing the Contractor (through the APC) to accept
devi ations fromthe pre-established single purchase and/ or
monthly dollar limts in enmergency situations.

d. The Departnment of Commerce BankCard Center. The Conmerce
BankCard Center shall provide selected adm nistrative support for
the Credit Card Program as arranged by the Central Ofice. The
Depart ment of Commrerce BankCard Center's duties include:

(1) Receiving Cardhol der and Approving Oficial's
applications and collecting any additional information needed
(and forward electronically to the Contractor).

(2) Keeping a nmaster list of Approving Oficials and
Car dhol ders for each office |ocation

(3) Providing witten or electronic confirnmation of al
card cancellations to the Contractor upon receipt fromthe APC

(4) Serving as each location's official Disputes Oficer.

(5) Providing training, guidance, and general oversight to
each participating |ocation. Possible procurenent violations
observed during oversight shall be reported to the APC for each
| ocati on.

e. Financial Mnagenent Ofice. Responsibilities of the
Fi nanci al Managenent O fice include the foll ow ng:

(1) Reconcile nmonthly Approving Oficial's Statenents to
t he charges made by the contractor

(2) Assist in resolution of disputes regarding credit card
charges, and report to the APC.

f. Field Contracting Oficer. The Field Contracting Oficer
shal | serve as technical procurenent advisor to Cardhol ders, CCMs
and others involved in the program They will also perform
oversight of their location's credit card purchases.

g. Wirehouse Staff. The follow ng procedures shall be
i npl emented for receiving procedures:
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(1) Credit card acquisitions shall be received in the sane
manner as purchase/delivery orders are received for credit card
acquisitions issued in PAS. The credit card goods/services are
to be received against the appropriate line itemestablished in
the PAS Credit Card Purchase O der

(2) Any discrepancy, in quantity, or type shall be
forwarded by warehouse personnel to the cardhol der. The
cardhol der shall be responsible for resolving any discrepanci es.

(3) Manual receiving reports shall not be prepared for
credit card purchases.

6. REQU RED TRAI NI NG

Federal Acquisition Regul ation, Subpart 13 governs use of the
credit card. Personnel designated to becone "Cardhol ders" or
"Approving O ficials,” nust first receive approved ethics and
credit card purchasing training. Personnel designated to be

Car dhol ders nmust al so obtain a Del egati on of Cardhol der
Authority. Applicants may be credited for the ethics portion of
the training if they have conpl eted the Cost Center Manager self-
study course, the Contracting Oficer's Technical Representative
sel f-study course, or Procurenment Integrity training.

At a mnimum procurenment training for the Credit Card Program
shal |l be conpleted by viewi ng the Departnent of Comrerce video,
Usi ng your BankCard. The training shall cover the fundanental

M cro- Purchase regul ati ons such as mandatory sources, and

addi tional prohibitions against the use of the credit card. Sone
exanpl es of these prohibitions are for incidentals such as travel
or per diem cash, |ease, tel ecommunications services, or

personal itens.

When an individual has conpleted the required training, the |ocal
Enpl oyee Devel opnment Manager or Enpl oyee Devel opnent

Adm ni strator shall issue a nmenorandum certifying training

conpl etion. Personnel requesting credit card authority above the
m cro purchase threshold nust also neet the requirenents for a

| evel | warrant per UAP Part 1.

7. AUTHORI ZED PURCHASES

The card may be used to pay for commercially avail abl e goods.
However, sone procurenents shall be [imted:

a. Prohibited Itens. The credit card may not, under any
circunst ances, be used for: cash advances, rental or |ease of
| and or buildings, travel (unless vendor does not accept the GSA
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contractor-issued travel card), teleconmunications (tel ephone
services), or personal use itens. Note: The purchase of
prohibited itens may result in disciplinary action

b. Requl ated Purchases. The use of the credit card is limted
in the foll ow ng ways:

(1) Due to accountability requirenents, and as specified by
FPI's internal controls or various policies, the foll ow ng shal
not be purchased with a credit card: neals; |odging; uniform
al l omance itens; rental or |ease of vehicles in conjunction with
travel; controlled substances or property (drugs, amrunition,
weapons, etc.); or advisory and assi stance servi ces.

(2) Due to requirenents specified in various FPlI Program
Statenents, the follow ng may be procured with the use of credit
cards, once the advance approvals and/or other requirenents have
been net: paid advertisenents; tenporary services; |ease or
purchase of Automatic Data Processing (ADP) supplies, software,
or equi pnent; small, energency photocopying services (when
unavai l abl e through FPI); or any itemrequiring a special
approval. |If appropriate approvals are first obtained, the
purchase of such itens/services may be acconplished with the
credit card.

UNDER NO Cl RCUMSTANCES SHALL THE CARD BE USED FOR PERSONAL
PURCHASES.

8. PROCEDURES

Use of the credit card is governed by regul ations as specified in
t he Federal Acquisition Regulation, Subpart 13 (Sinplified

Acqui sition Procedures), and Subpart 8 (Required Sources of
Supplies and Services).

Vendor sel ection nust be made on the basis of a reasonable price
or value to the Governnent. Cardhol ders should rotate vendors,
and shall not split orders to circunvent their single purchase
[imt.

For raw material itens, the Cardhol der or requestor shall prepare
a credit card purchase request in PAS to initiate a purchase.
Once the credit card request has been approved by the cardhol der
and approving official, the cardhol der shall conplete the order
and performthe procurenent action in SYM X to conplete the
credit card request. If the price of an itemis unknown before
maki ng a purchase by tel ephone or in person, the Cardhol der shal
contact the vendor and get the conplete pricing and delivery
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information. This information is placed in the planned price on
the credit card request. Once the request is approved and the
order is placed, the cardhol der can update the actual price on
the request formin SYM X and conplete the order. Itens other
than raw materials may be purchased using the manual credit card
purchase form

Field Contracting Oficers nay becone a cardholder. They are
restricted to purchases exceedi ng $2, 500 usi ng standard

pur chasi ng procedures. A standard request for purchase and
purchase order must still be processed.

The contracting officer will designate paynent type (C, for
credit card paynent on the purchase order. The card is to be
used for paynent purposes only. Use of the Credit Card by the
Contracting O ficer is not mandatory. The card should be used at
the Contracting Oficer’s discretion when a purchase order nmay
not be accepted or a faster paynent is required.

When purchasing itenms by tel ephone or over the counter, the

Car dhol der nmust informthe nerchant that the purchase is for
official U S. Government purposes and, therefore, is not subject
to state or |l ocal sales tax.

Car dhol ders nmust notify vendors to place the foll ow ng

i nformati on on the shipping docunent, COST CENTER/ LAST NAME OF
REQUESTOR/ VI SA. The vendor should also be infornmed that if the
delivery does not contain the above information, the order may be
returned. Drect the vendor delivering to the institution not to
pl ace the credit card nunber on any of the shipping/invoice
docunents.

Upon recei pt of Cardholder's summary account, the original copy
shall be filed with receipts, packing lists, etc., and retained
for a period not |less than three years.

The Cardhol der shall be responsible for maintenance of al

records, reports, packing slips, or receipts to verify charges
agai nst their nonthly Statenment of Account. These Cardhol der
records shall be retained for future review purposes. |If the

Car dhol der cannot substantiate the purchase was necessary and for
official use, the institution nust address this situation by
requiring reinbursenent by the enployee, and if warranted,
referral to the Ofice of Internal Affairs. The Governnent shal
be liable for use of the credit card by authorized users provided
the use is within the dollar limts and al |l owabl e Merchant
Activity Code, or provided the authorized user nmade a purchase
bel ow the nerchant's credit card floor Iimt (and the purchase
was not electronically authorized).
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a. Federal Procurenent Data System (FPDS) Reporting.
| ndi vi dual charges placed against the credit card shall not be
reported in the FPDS unl ess the acquisition is an order agai nst
an existing contract or exceeds $2,500. Accordingly, internal
docunents devel oped to facilitate accruals shall reflect three
asterisks as the designation code.
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b. D sputed Charges. |If any statenent itemis found to be
incorrect, the Cardhol der shall adhere to the foll ow ng
pr ocedur es:

(1) Imediately attenpt to resolve the disputed charges
with the nerchant involved, so that a credit appears on the next
Car dhol der' s Statenent of Account.

(2) If aresolution with the vendor is not possible, or the
credit does not appear on the next statenent, the Cardhol der
shall imedi ately prepare a Cardhol der Statenment of Questioned
Item(s) (one for each itemin question). The formwll be
provi ded by the Contractor.

(3) Make three additional copies of this conpleted form
one for the docunentation acconpanying the nonthly statenent, one
to be sent to the APC, and one to be retained by the Cardhol der.
The original shall be sent to the Departnent of Conmerce BankCard
Center, who will forward to the Contractor.

(4) Track disputed itens and ensure all credits due are
i ssued.

c. Card Security. It is the Cardholder's responsibility to
safeguard the credit card and account nunber at all tinmes. Staff
are rem nded to take the necessary precautions to ensure that
under no circunstances are inmates to have access to a card
nunmber (i.e., by processing/filing records, when placing orders
by tel ephone, when receiving orders etc.). The Cardhol der nust
not all ow anyone to use his or her card or account nunber. A
violation of this security and trust may result in disciplinary
action.

d. Lost/Stolen Cards. FPI will not be liable for any
unaut hori zed use of the credit card (this neans the use of a
credit card by a person other than the Cardhol der, who does not
have actual, inplied, or apparent authority for such use, and
fromwhich the Cardhol der receives no benefit). However, FPI may
be responsible for charges against the card if a loss or theft is
not reported to the Contractor within the specified tinme. The
Cardhol der will not be personally responsible for charges on a
| ost or stolen card if reported properly. |If a card is |lost or
stol en, the Cardhol der shall:

(1) Imediately (within one working day) notify the CCM
the APC, the Departnent of Commerce BankCard Center, and the
Contractor via tel ephone.

(a) The Contractor’s toll free tel ephone nunber is (800)
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227-6736. Qutside U S., call collect, (303) 585-7160.
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(b) The Departnent of Conmerce BankCard Center's tol
free tel ephone nunber is (800) 782-2233.

(2) Submt a witten report to the CCMw thin five

wor kdays, which will be forwarded through the APC and the
Departnent of Comrerce BankCard Center, to the Contractor. The
report shall include:

(a) Card Nunber;

(b) Cardholder's conplete nane, as it appears on card;

(c) Date card was stolen or |ost;

(d) Location loss occurred (if known);

(e) |If stolen, date reported to police;

(f) Date the Contractor was notified; and

(g) Purchases nade the day the card was | ost or stolen.

A new card will be mailed within two working days of the
reported | oss or theft.

e. Enploynment Term nation or Transfer of Cardholder. Wen
Cardhol der enploynment is term nated, or the Cardhol der is
transferred, the CCM shall obtain the nutilated card fromthe
Car dhol der, and shal l:

(1) Imediately notify the APC, who shall notify the
Depart ment of Comrerce BankCard Center (who shall notify the
Contractor) via tel ephone (w thin one working day) of the
di sconti nuance of the card.

(2) Submt a witten report within five working days, which
will be forwarded through the APC to the Departnent of Conmerce
BankCard Center. The report shall include:

(a) Card Nunber;

(b) Cardhol der's conpl ete nane, as appears on the card;
(c) Date of termnation of the card;

(d) Date the Contractor was notified; and

(e) Any purchases nmade on the | ast day of enpl oynent.
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9. OVERSIGHT. The overall responsibility for the integrity of
the Credit Card Programis with the Cardhol der. However, the
Approving Oficial shall ensure each purchase is in accordance
with policy, and in the best interest of the Governnent.

Accordi ngly, Program Revi ew obj ectives have been added to nonitor
program conpliance. The primary Contracting O ficer at each
field location shall conduct a nonthly, randomreview of all
credit card purchases that occurred the previous nonth for at

| east two credit cardholders to ensure program conpliance (i.e.,
mandat ory sources, reconciliation of statenents, persona
convenience itenms, splitting orders, etc). A file shall be

mai ntained at the field site docunenting the results of the
review and any corrective action recommended and/ or taken.
Additionally, the Material Managenent Branch shall review credit
card acquisitions as part of normal oversight responsibilities.
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U S. Departnent of Justice
Federal Bureau of Prisons

Washi ngton, DC 20534

MEMORANDUM FOR JACK RI GSBY, CHI EF
MATERI AL MANAGEMENT BRANCH

FROM
Agency Program Coordi nat or ( APC)
(Busi ness Manager/ Pl ant Controll er)
Nane of Institution
SUBJECT: Request for Del egation of Cardhol der Authority for

the Governnentwi de Commercial Credit Card

This shall serve as a request to del egate Cardhol der authority
for use with the Governnentwi de Cormercial Credit Card Programto
t he bel ow naned i ndi vi dual .

Car dhol der Nane/ Ti tl e/ Addr ess:

Single Purchase Limt:

Poi nt of Contact Nane/ Tel ephone Nunber:

Approving Oficial:

Nane/ Titl e/ Si gnature

Attached is the applicant's certification of training conpletion.
At t achnent
"LOCAL REPRODUCTI ON AUTHORI ZED'
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FEDERAL PRI SON | NDUSTRI ES
CREDI T CARD PURCHASE FORM
(Not for Personal Use Itens)

N,
Warehouse Use
VENDOR NAME: PHONE NUMVBER
DEPARTMENT:
CARD HOLDER NAME: DATE:
(PLEASE PRINT)
STOCK UNI T
NO. QUANTI TY UNI T DESCRI PTI ON PRI CE AMOUNT

TOTAL AMOUNT

Accounting Code (If other than default):

Card Hol der Signature: Dat e:
Cost Center Manager: Dat e:
War ehouse: Dat e:

OFFI CE REQ NO. :

Oiginal (Cardholder) Copy 1 (Cost Center Manager) Copy 2 (\Warehouse)
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"LOCAL REPRODUCTI ON AUTHORI ZED'



