January 21, 2004
TO ALL FSA EMPLOYEES

NOTICE OF CHANGES IN THE PROCUREMENT PROCEDURE USING THE GOVERNMENT-WIDE COMMERCIAL PURCHASE CARD (Pcard) 

Effective April 1, 2002, all FSA employees who wish to have goods and services procured through the Government purchase card (Pcard) will be required to use the FSA Pcard Purchase Request Form.  This form is available from the FSA/CFO web site and can be downloaded for your use at:

http://fsanet/cfo/administration/pcard_online_request.html
The main purpose for this change is to satisfy pre-purchase approval documentation requirements.  One of the most important internal control activities needed in the purchase card program is the review and approval of requested items for all card purchases by FSA Supervisors/Program Managers prior to making the actual orders.  Currently, these pre-purchase reviews are not uniformly performed at all locations in FSA but it is good business practice to review all proposed purchases prior to initiating actual procurement actions.

When you need to make a purchase, please complete the FSA Pcard Purchase Request Form, have your supervisor/program manager sign the form and forward the form to the Purchase cardholder (Pcardholder).

If you have any questions concerning this notice, please contact Deborah Wrabley at (202) 377-3471.

Thank you for your cooperation
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