PURCHASE CARD RESPONSIBILITIES


Program Responsibilities

(See attached page for definitions of each role and other useful definitions)
Agency Program

Coordinator (APC)
Alternate

APC
Comptroller

(TSD 76)
Contract  Policy

(TSD 2574)
Purchase Card

Advisory Board
Eval & Controls

(TSD 80G)
Requestor/ End User
Cardholder
Approving/ Certifying

 Official

1. Suggest ways to streamline the internal process
Primary
Primary
Primary
Primary
Primary
Primary
Primary
Primary
Primary

2. Establish appropriate authority and Delegation of Contracting Authority to cardholder
APC only - Cannot be delegated lower
Secondary








3. Set up and maintain user accounts,

· changes to dollar limits;

· changing cardholders from one AO to another; 

· issue delegation of authority;

· authorize merchant codes; 

· request replacement cards; and 

· destruction of cards.

· Researches invoices received in error and forwards to the cognizant Approving Official or Cardholder
Primary
Secondary 
Primary (Financial)







4. Provide new user training and refresher training as required.

· Brief on internal procedures and provide a copy of the internal procedures including flow charts, samples, etc.

· Provide backup documents or handouts as appropriate to support changes from the internal instructions
Primary
Secondary
Team Support
Team Support
Team Support
Team Support

(provide lessons learned)




5. Review transactions to ensure compliance with applicable procurement and financial regulations.
Secondary
Secondary

Secondary

Primary




6. Monitor transaction reports from the bank for irregularities (e.g., ------------to be added by 80G)
Primary
Secondary



Secondary




7. Monitor the program to ensure compliance with applicable procurement and financial regulations.
Primary
Secondary

Primary

Primary




8. Maintain a master list of all cardholders and Approving Officials 
Primary
Secondary








9. Maintain statistical data
Primary
Secondary
Primary







10. Provide general liaison between NAVSUP, Citibank (DON servicing bank) and TSD cardholders and Approving Officials 
Primary
Secondary 
Primary (Financial)

Secondary





11. Acts to solve problems, answer questions, resolve issues when they occur (i.e., day to day issues, not process issues)
Primary 
Secondary 
Primary (Financial)







12. Identify specific problem areas in the program and provide solutions (e.g. Direct Cite, DD 282, DD 1556)
Primary
Secondary
Team Support
Team Support
Team Support
Team Support
Team Support
Team Support
Team Support

13. Provide and update information in the TSD Acquisition Guide on both external sources of policy and guidance (hypertext linked websites in the Reference library) and clear and accessible information about internal purchase card procedures, using process flowcharts, sample completed forms, etc, as appropriate.  This information should parallel the guidance in the TSD Local Procedures Guide.
Primary
Team Support
Team Support
Team Support
Team Support
Team Support
Provide feedback
Provide feedback
Provide feedback

14. Provide and update information in the TSD Local Procedures Guide on both internal purchase card procedures, using process flowcharts, sample completed forms, etc, as appropriate. Provide information on external sources of policy and guidance 
Primary
Secondary
Team Support
Team Support
Team Support
Team Support




15. Issue TSD 257 SOPs  pertaining to use of the Purchase Card as a Method of Payment and Purchase Card impact on Contracts.
Team Support
Team Support
Team Support
Primary
Team Support
Team Support




16. Communicate information about changes in external or internal policy, using the most efficient available media (e.g., intranet, datashare, or in-person training)
Primary
Team Support
Primary (Financial)
Team Support
Team Support
Team Support




17. Recommend changes to internal policy as needed  in response to external policy change (e.g., the implementation of CitiDirect) or to increase the efficiency and effectiveness of the internal process
Primary
Team Support
Team Support
Primary
Team Support
Team Support




18. Notify the APC and Team of any perceived irregularities or problem areas of the program.
Team Support
Team Support
Primary (Financial)
Team Support
Team Support
Primary




19. Implement the online CitiDirect system, by providing information and training,
Primary
Secondary
Secondary
Team Support
Team Support
Team Support




20. Recommend individual Cardholder and dollar limits for Cardholder account
Secondary







Primary

21. Establish requirement and prepare the Bankcard Purchase Request form






Primary
If requestor
If requestor

22. Obtain realistic price estimate for goods and services requested






Primary
If requestor
If requestor

23. Obtain Supervisory/PM approval






Primary
If requestor


24. Obtain Fund Approval






Primary
If requestor


25. Obtain Special Approvals






Primary
If requestor


26. Screen requirements for Mandatory sources (JWOD (formerly NIB/NISH) and UNICOR)






Primary
Secondary


27. Contact a vendor for  final price and availability.







Primary


28. Place the order and complete the Bankcard Purchase Request form







Primary


29. Maintain a Purchase Card Log (manual or CitiDirect*)







Primary


30. Approve any purchase that violates the rule on separation of functons.







Primary
Provides Approval

31. Consolidate all documentation, including any carbon copies, register receipts, packing slips, notes, and etc. Keep all parts of each transaction in a separate “package” for ease in reconciliation.







Primary
Secondary

32. Forward a copy of Purchase Request according to distribution instructions







Primary
Secondary

33. Verify receipt of material or service.







Primary
Secondary

34. Reconcile the monthly Cardholders Statement forward to Approving Official (manual system only).







Primary
Secondary

35. Initiate Dispute Resolution Process when applicable.







Primary
Secondary

36. Reconcile and Certify the monthly billing statement (official invoice) and forward it to the appropriate office for payment (manual system only)


Secondary





Primary

37. Forward the Monthly billing statement w/Original Dispute Form to the OPLOC (not required under CitiDirect*)


Primary







*CitiDirect


CitiBank's web-based, on-line program for Navy Purchase Card logging and reconciliation.  Coming soon.  Program will not be available to STRICOM users.

  

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. 



Alternate Agency Program 

                 Coordinator / (Alt APC)


Fills in the day to day operations in the absence of the APC.  

Comptroller

(TSD 76) 


Provides financial guidance to the APC and program users. Comptroller and APC should work together to ensure funds approval process is streamlined to the maximum extent practicable. In addition, comptroller and APC must coordinate efforts to establish account limits for Approving Officials and Cardholders.

Contract Policy

(TSD 2574)


Provides procurement policy guidance.  Issues Standard Operating Procedures that pertain to use of the card as a Method of Payment.

Purchase Card 

Process Action Team (PAT) - PURCHASE CARD ADVISORY BOARD


Composed of membership from TSD 11UB, TSD 2.5.7, TSD 762, the APC, and alternate APC.  The current PAT will evolve into an Advisory Board that works as a team to meet the requirements of NAWCTSD employees for information, training, procedures and guidance on the Purchase Card Program.

Evaluation and Controls 

(TSD 80G)

 
Responsible for semi-annual reviews of the program and cardholder transactions.  Reports irregularities to the APC for disposition.

Requestor/End User


The individual who requires the material or service to be purchased.  When the requestor is also the Cardholder, the Cardholder must perform the duties of both functions.  When the Cardholder is the Requestor, the Buyer, and the Receiving Agent, the Approving Official must pre-authorize the purchase.

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. 

Approving/Certifying 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. 

Team Support
Various Subject Matter Experts providing guidance and recommendations to the team for questionable issues.  Other than primary or secondary support. 

Secondary
Primary in the absence of the primary.

Designated Billing Office 


Designated DFAS Operating Location (OPLOC)

Navy: San Diego

Army: Rock Island
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