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Internal Controls Governing the FSA Government Purchase Card 


Introduction

The U.S. Department of Education Policy Directive ACS OCFO: 3-104 titled “Government-wide

Commercial Purchase Card Program” provides employees with directives on the acquisition and use of the government purchase card.

The Department’s Office of Chief Financial Officer (OCFO) has provided detailed guidelines to Purchase Cardholders, Supervisors, and Approving Officials on the use of the Government Purchase Card.  These guidelines are available on the Department’s intranet at the following address:

http://connectediis/ed/ocfo/Documents/co097.doc   

In addition to ED’s detailed guidelines, easy to do on-line training is available at the following web site:

http://tln/cbt1/purchase%20card/index.htm  

Additional procedures can be found on OCFO’s Procedures that Work library, located at the following address:

http://connectediis/ed/ocfo/OCFODocTemplate.cfm?OCFO_Data_ID=2&Main_ID=5
Government Purchase Cardholders (hereafter called FSA Purchase Cardholder) in FSA are reminded that OCFO has outlined the following 12 basic steps in making purchases using the government purchase card.

1. Verify the Supervisor/Program manager’s approval in all purchase requests using the purchase card.

2. Verify the single purchase limit.

3. Check the monthly spending limit.

4. Identify the need for restrictions and clearances.

5. Identify the funds.

6. Review the priority and mandatory sources.

7. Select a potential source.

8. Ask for a price quotation.

9. Determine whether the goods/services can be supplied within the delivery terms at a reasonable price.

    10.   Place the order.

    11.   Record the purchase and associated documentation.

    12.   Receive the goods/services and match the credit card statement.

The following document provides FSA Purchase Cardholders, Supervisors, and their Approving Officials additional information specific to FSA Purchase Card Operation.  In addition, the purpose of this document is to outline the internal controls FSA has put in place for single purchases under $2,500.  And to ensure that FSA is in compliance with the Department’s directives and OCFO’s guidelines governing the government purchase cards. 

Physical Control Over Vulnerable Assets

FSA Purchase Cardholders must safeguard the purchase card and the account number at all times.  To the maximum extent possible, purchase cards must be kept in a secured location at the place of employment.  Purchase cards shall be safeguarded in the same manner as cash. Purchase cards when not in the hands of the authorized user should be kept in a locked, secured place except when performing authorized purchases.
Lost/Stolen

If a purchase card is lost or stolen, the FSA Purchase Cardholder should implement the following procedures:

· Contact the Bank of America. (1-800-472-1424)
· Contact the Purchase Cardholder Coordinator in the FSA Administration:
Spencer Sakai

Office of FSA/CFO/Administration

202-377-3430 (UCP-51B1)
Failure by the FSA Purchase Cardholder to report a lost or stolen card immediately, or not taking action, could result in the Purchase Cardholder being held liable for the purchases made on a lost or stolen card.  The FSA Purchase Cardholder coordinator will contact the Department CPO Office to request a new purchase card.  A purchase card that is subsequently found after being reported lost or stolen must be cut in half and forwarded to the FSA Purchase Cardholder Coordinator.   The FSA Purchase Cardholder Coordinator will then contact CPO.
The FSA Purchase Cardholder should provide the Purchase Cardholder Coordinator a lost/stolen card report containing the following information.

1. purchase cardholder’s complete name.
2. card number.
3. date and location of loss or theft.
4. date and time the purchase card contractor was notified.
5. any government purchases made on the day the card was lost or stolen.
In cases of loss or theft, the Purchase Cardholder should contact Bank of America immediately as described above.  However, in all other instances, CPO is the only agent authorized to call Bank of America to cancel the card.  In FSA, Purchase Cardholder Coordinator will assist cardholders in resolving various problems related to the purchase card processing.
Inappropriate Use of the Purchase Card

Anyone knowing of fraud, waste, or abuse involving the FSA Purchase Card program, should contact the Office of the Inspector General’s Hotline toll free number 1-800-MIS-USED or write by email: oig.hotline@ed.gov
Inappropriate use of the card includes, but is not limited to:

· Using the purchase card for personal reasons.

· Allowing a friend or family member to use the card.

· Allowing a co-worker or supervisor to use the card.

Surrender of Card by the Cardholder

The FSA Purchase Cardholder must surrender his/her purchase card to his/her Approving Official when he/she: 

· separates from FSA.

· transfers to another principal office within the department (including a detail to another principal office).
· no longer requires a purchase card to perform his/her duties.  
Purchase cards are not transferable.  The FSA Approving Official should cut the surrendered card in half and return it to the FSA Purchase Cardholder Coordinator.

Location of FSA Purchase Card Documents and Files

Each FSA Approving Official should designate a secured place for their Purchase Cardholder ‘s statements, logs, and supporting documentation. The documents must be easily retrievable upon request.  

Purchase card documents include the following:

· written request from the purchase requisitioners.

· purchase card pre-approval form.

· records of oral quotations.

· written solicitation and any written responses.

· record of invoice and receipt.

· Bankcard statement.

· CPSS reports and supporting documents.

· dispute forms and dispute documents.

· any other pertinent purchase card purchase transaction information.

When Approving Officials designate the point of contact location of their files, Executive Officer of FSA Administration will need to be informed of those additional locations.  This will allow FSA Administration to maintain an up-to-date listing of all file locations in the FSA Offices.  The Executive Officer of FSA will notify the Department CPO and provide a copy of the document locations and the designated storage spaces.

Once the central location has been selected by the Approving Official, the FSA Purchase Cardholder Coordinator must be notified with the following information:

· name of the point of contact.

· telephone number of the point of contact in charge of the secured files.

· the designated location of the secured files.

The Approving Officials and Purchase Cardholders must maintain purchase card records for three years from the final payment date.  After that time, the records may be destroyed.  The payment date should be considered to be 30 days after the statement date.  Files should be kept of monthly transactions organized by fiscal year.  Specific contents of the records are described in the previous section 6. 
The Approving Officials are responsible for maintaining the records.  If any Purchase Cardholder separates from FSA, or is re-assigned, the Approving Official is responsible for ensuring the records are maintained for three years after statement reconciliation.  

Current point of contact and the location of the records:  See attachment 3.
Requirement to Process Purchase Card 

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

http://actest.sfa.ed.gov:8532/cfo/purchasing/cfo_form.html  1 

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 and it is good business practice to review all proposed purchases prior to initiating actual procurement actions.

When you need to have a purchase made for you, please complete the FSA Purchase Card Purchase Request Form, have your Supervisor/Program Manager sign it, and provide the form to the Purchase Cardholder.

Other Information

Purchase Cardholders are required to adhere to their single and monthly purchase limits, as defined in the terms of agreement provided to the Purchase Cardholder upon issuance of a card.  

FSA Purchase Cardholders are responsible for entering all required information of Purchase Card Transactions into CPSS – Customer Worksheet – Quick Purchases screen. This information must be entered immediately after the purchase is made. Purchase Cardholders are advised to check funds before each transaction and are required to perform a funds check and an obligation after the transaction has been completed. Purchase Cardholders should verify the accounting information and contact the EDCAPS Help Desk at (202) 401-6238 as needed for assistance.

Statements and Reconciliation
The CPSS Reconciliation Process has been enhanced to allow Purchase Cardholders to reconcile purchase card statements electronically. FSA Purchase Cardholders will receive the Bank of America statement electronically in CPSS by the 20th or 21st of each month.  They are due to the Department CPSS by the FSA Approving Official no later than the fifth day of the succeeding month.  Purchase Cardholders and Approving Officials must adhere to all deadlines.

Upon receipt of the electronic statement, Purchase Cardholders should perform the following activities:

1. Create and Print the Statement of Transaction Report. *
2. Adjust /Receive/Dispute.

3. Group.

4. Match.

5. Create Activity Log Report. **
6. Print reports out, sign, and submit them along with their statement and other backup documentation to the FSA Approving Official.

*The Statement Transaction Report is imported from Bank of America and replaces the paper statements from Bank of America.

**The Activity Log Report shows all Purchase Card obligations entered into CPSS by the cardholder. 

Current Purchase Cardholders and Approving Officials in FSA

See Attachment 2.

FSA’s Official Contact to the Department of Education on Purchase Card Program

Lynda Snyder

Executive Officer

FSA Administration

Linda.A.Snyder@ed.gov

Tel. 202-377-3407

UCP-054C2

830 First Street, NE

Washington, DC  20202 
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FSA PURCHASE CARD PURCHASE REQUEST FORM
	REQUESTOR’S INFORMATION 

DATE: ___________________                

REQUESTOR’S NAME: ________________________________________________                           

PHONE NUMBER: ___________________

REQUESTOR’S LOCATION (include information needed for the delivery of the item(s)):

DESCRIPTION OF ITEM(S) TO BE PURCHASED: (What do you need? Please provide specific information such as the size, color, type, how many, etc.):




	VENDOR INFORMATION:
NAME: ___________________________________________ * optional
TELEPHONE: ___________________ * optional


	APPROVALS:
By signing this document, the Program Manager/Supervisor is ensuring that the purchase being made is for government use and appropriate.

Program Manager/Supervisor: ___________________________________    Date:  __________

Signature Required: ___________________________________        Date: ___________ 

ACCOUNTING INFORMATION PURCHASE IS TO BE CHARGED AGAINST:

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

ACCOUNTING STRING FOR CODING:

CODE DESCRIPTION
NUMBER OF CHARACTERS LONG
 
1
2
3
4
5
6
7
8
9
FUND CODE
 
 
 
 
 
 
 
 
 
CATEGORY
A








BUDGET FISCAL YEAR
2
0
0
 





ORGANIZATION CODE
E
N
 
 
 
 
 
 

LIMITATION
 
 
 






BOC (BUDGET OBJECT CLASS)
 
 
 
 
 




ACTIVITY CODE
 
 
 






CFDA CODE
0
0
0






COHORT CODE
0
0
0
0





FUTURE USE 2
0
0
0
0
0
0



NOTE: Hard Coded box is shaded and no data entry is required


	CARDHOLDER SECTION:
EDCAPS IMPAC Number for order: IMPAC- _________________________        

Amount of Obligation: $ _______________

Date Order Placed: ______________        Expected Date of Delivery: _______________

Date Order Received: _______________        Order Received by: ___________________ 

(As part of the reconciliation procedure, a receipt is posted before the purchase card can be reconciled. Whenever possible, the cardholder should obtain verification in writing that the item(s) has (have) been received (if you are not the receiver).)


PRINT FORM
       

RETURN TO FORM
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	FEDERAL STUDENT AID/UPDATED 08/31/04

	LIST OF PCARDHOLDERS, PROXYS, SUPERVISORS, APPROVING OFFICIALS, AND ALTERNATE APPROVING OFFICIALS

	 
	 
	 
	 
	 
	 
	 
	 

	FSA BY OFFICE     HQTR/REGION
	NO
	PCARDHOLDER'S                NAME
	PCARDHOLDER'S       PROXY                
	SUPERVISOR
	APPROVING OFFICIAL
	ALTERNATE APPROVING OFFICIAL
	LOCATION OF DOCUMENTS

	HQTR - COO
	1
	Bailey, Tracey
	Cook, Elise (Cordelia)
	Price, Deborah
	Flamm, Doug
	Holland, Linda
	UCP - RM31K3

	HQTR - COO
	2
	Farr, Chris
	Cook, Elise (Cordelia)
	Thares, Susan
	Flamm, Doug
	Holland, Linda
	UCP - RM112D2

	HQTR - Ombudsman
	3
	Lewis, Melissa
	Hill, Cynthia
	DeMoss, Joyce
	Sakai, Spencer
	Branner, Tim
	UCP - RM41F5

	HQTR - Borr Serv.    (60)
	4
	Childs, Norma
	Hill, Cynthia
	Hopkins, Gary
	Branner, Tim
	Dorn, Pat
	UCP - RM041C1

	HQTR - Borr Serv     (60)
	5
	Hill, Cynthia
	Childs, Norma
	Vigna, Dwight
	Branner, Tim
	Dorn, Pat
	UCP - RM043A1

	HQTR - Student C.   (70)
	6
	Fails, Tia
	Sharps, Janet
	Muncie, Mary K     
	Brown, Michele
	Cho, Michael
	UCP - RM031J1

	HQTR - Student C.   (70)
	7
	Sharps, Janet
	Fails, Tia
	Muncie, Mary K     
	Brown, Michele
	Cho, Michael
	UCP - RM031J1

	Region IV - Std. C.   (65) 
	8
	Young, Marie A.
	Dobbins, Opal J.
	Swanson-Hall, Erin
	Swanson-Hall, Erin
	Sakai, Spencer
	ATL - RM19T30

	Region IX - Std. C.   (50)
	9
	Chase, Barbara A.
	Wu, Kim
	Bryson, Jane
	Bryson, Jane
	Sakai, Spencer
	SF - R09 - 220

	HQTR - ASEDS       (130)
	10
	Calvin, Lucille
	Melton, Malika
	Cho, Michael
	Morsell, Jeannette
	Cho, Michael
	UCP - RM081G2

	HQTR - ASEDS         (14)
	11
	Melton, Malika
	Quade, Tammy
	Claiborne, Bruce
	Connelly, Tammy
	Zeck, Erik
	UCP - RM082B1

	HQTR - ASEDS         (80)
	12
	Peterson, Delores
	Jasper, Adrienne
	Holman, Jane
	Connelly, Tammy
	Zeck, Erik
	UCP - RM64C2

	HQTR - ASEDS         (20)
	13
	Quade, Tammy
	Melton, Malika
	Claiborne, Bruce
	Connelly, Tammy
	Zeck, Erik
	UCP - RM082B2

	HQTR - ASEDS         (24)
	14
	Jasper, Adrienne
	Peterson, Delores
	Milidantri, Michaelyn
	Connelly, Tammy
	Zeck, Erik
	UCP - RM063F1

	Region I - ASEDS     (10)
	15
	Smith, Joseph
	Sola, David
	Torpey, Rosemary
	Cho, Michael
	Connelly, Tammy
	UCP - RM082E5

	Region I - ASEDS     (08)
	16
	Sola, David
	Smith, Joseph
	Hicks, Clarence
	Zeck, Erik
	Morsell, Jeannette
	Bost TOB Rm 341

	Region I - ASEDS     (10)
	17
	Torpey, Rosemary
	Wood, Suzanne
	Coombs, Geneva
	Connelly, Tammy
	Zeck, Erik
	Boston, Mas, Rm 706

	Region II - ASEDS    (05)
	18
	DeVito, Linda
	Williams, Arlene
	Sola, David
	Zeck, Erik
	Morsell, Jeannette
	PKP - RM 1206

	Region II - ASEDS    (22)
	19
	Williams, Arlene 
	Planas, Susana
	Swift, William
	Connelly, Tammy
	Zeck, Erik
	75 Park Place 1206

	Region III - ASEDS   (17)
	20
	Laws, Cynthia  
	Wood, Suzanne
	Klingler, Nancy
	Cho, Michael
	Connelly, Tammy
	Phil - WAN - 511

	Region III - ASEDS   (05)
	21
	Smith, Gary
	Shine, Barry
	Hicks, Clarence
	Zeck, Erik
	Morsell, Jeannette
	Phil 2 - 513B

	Region III - ASEDS   (17)
	22
	Wood, Suzanne
	Laws, Cynthia
	Klingler, Nancy
	Cho, Michael
	Connelly, Tammy
	UCP, RM 82E5

	Region IV - ASEDS   (18)
	23
	Berry, Pamela
	Dobbins, Opal J.
	Miller, Chris
	Cho, Michael
	Connelly, Tammy
	Atlanta, GA, RM18T20B

	Region IV - ASEDS   (18)
	24
	Engstrom, Charles
	Berry, Pamela
	Torruella, Angie
	Cho, Michael
	Connelly, Tammy
	UCP - RM82E5

	Region IV - ASEDS   (10)
	25
	Kaschub, Connie
	Dobbins, Opal J.
	Hicks, Clarence
	Zeck, Erik
	Morsell, Jeannette
	ATL - 18T20A

	Region IV - ASEDS   (10)
	26
	Dobbins, Opal J.
	Berry, Pamela
	Kaschub, Connie
	Zeck, Erik
	Morsell, Jeannette
	ATL - 18T20A

	Region V - ASEDS    (10)
	27
	Spencer, David
	Jakymec, Steven
	Gevelinger, George
	Zeck, Erik
	Morsell, Jeannette
	CHI - RM830

	Region V - ASEDS    (19)
	28
	Jakymec, Steven
	Spencer, David
	Parrott, Douglas
	Morsell, Jeannette
	Cho, Michael
	CHI - RM830

	Region VI - ASEDS   (19)
	29
	Perez, Anna
	Svaty, Aileen
	Johnson, Charles
	Morsell, Jeannette
	Cho, Michael
	DLS - RM2721

	Region VII - ASEDS  (20)
	30
	LoBosco, Ralph A.
	Nowell, Cheryl
	Torruella, A., Angelean
	Morsell, Jeannette
	Cho, Michael
	KS - E2061 - 14

	Region VII - ASEDS  (20)
	31
	Nowell, Cheryl
	LoBosco, Ralph
	LoBosco, Ralph
	Morsell, Jeannette
	Cho, Michael
	KS - E2061 - 14

	Region VII - ASEDS  (05)
	32
	Walsh, Mark
	Clark, Mike
	Hicks, Clarence
	Zeck, Erik
	Morsell, Jeannette
	KS - #35 - 2028

	Region VIII - ASEDS (13)
	33
	Cole, Sherry
	Clark, Mike
	Shriver, Harry
	Cho, Michael
	Connelly, Tammy
	DENV - SPE - 800

	Region VIII - ASEDS (07)
	34
	Clark, Mike
	Walsh, Mark
	Hicks, Clarence
	Zeck, Erik
	Morsell, Jeannette
	DENV - CO2 - 800

	Region IX - ASEDS   (18)
	35
	Wu, Kim
	Chase, Barbara
	Castress, James
	Morsell, Jeannette
	Cho, Michael
	SF - Rm - 268

	Region X - ASEDS    (14)
	36
	Blyden, Linda M.
	Wu, Kim
	Bowder, Susan
	Cho, Michael
	Connelly, Tammy
	Wash - SAV - 1600

	Region X - ASEDS    (09)
	37
	Shine, Barry
	Smith, Gary
	Hicks, Clarence
	Zeck, Erik
	Morsell, Jeannette
	Wash - SAV - 1600

	HQTR - FP               (20)
	 
	 
	Bailey, Tracey
	Fontana, Matt
	Allen, Anna
	Sakai, Spencer
	UCP - RM112I3

	Region II - FP          (13)
	38
	Planas, Susana
	Williams, Arlene
	Fusco, Anne Marie
	Fusco, Anne Marie
	Allen, Anna
	75 - Park Pl - 1206

	Region V - FP          (10)
	39
	McConico, Linda
	Jakymec, Steven
	Russo, Roberta
	Russo, Roberta
	Allen, Anna
	Chi - 830

	Region VI - FP         (08)
	40
	Taylor, Mark
	Perez, Anna
	Halaska, Mirek
	Halaska, Mirek
	Allen, Anna
	DLS - 2720

	Region VI - FP         (08)
	41
	Svaty, Aileen
	Perez, Anna
	Halaska, Mirek
	Halaska, Mirek
	Allen, Anna
	DLS - 2720

	Region IX - FP         (10)
	 
	 
	Wu, Kim
	Chiu, Ben
	Chiu, Ben
	Allen, Anna
	SF - CA1 - 524

	HQTR - CIO              (58)
	42
	Hurtt, Jennifer
	Goldsmith, Dee
	Feely, Harry
	Feely, Harry
	Roland, Marguerite
	UCP - RM102C2

	HQTR - CIO              (58)
	43
	Goldsmith, Dee
	Sheffer, Jennifer
	Feely, Harry
	Feely, Harry
	Roland, Marguerite
	UCP - RM102B4

	HQTR - Enterprise    (48)
	44
	Mills, Cynthia
	Gottschalk, Sarah
	Bradfield, Patrick
	Taylor, Natalie
	Andrade, Anthony
	UCP - RM101G2

	HQTR - Enterprise    (48)
	45
	Clark, Shelia
	Gottschalk, Sarah
	Coffman, James
	Taylor, Natalie
	Andrade, Anthony
	UCP - RM91F3

	HQTR - Enterprise    (27)
	46
	Jones, Tisha
	Banagan, Vickie
	Thomas, Calvin
	Taylor, Natalie
	Andrade, Anthony
	UCP - RM22B1

	HQTR - Enterprise    (27)
	47
	Gottschalk, Sarah
	Mills, Cynthia
	Reynolds, Cyndi
	Taylor, Natalie
	Andrade, Anthony
	UCP - RM094C3

	HQR - Entp  (FSA Wide)
	48
	Banagan, Vickie
	Jones, Tisha
	Thomas, Calvin
	Taylor, Natalie
	Andrade, Anthony
	UCP - RM22B5

	HQTR - Enterprise    (13)
	49
	Cook-Proctor, Elise
	Bailey, Tracey
	O'Brien, Marianna
	Taylor, Natalie
	Andrade, Anthony
	UCP - RM114A2

	HQTR - Enterprise    (36)
	50
	May, Deborah 
	Toye, Diarra
	Reynolds, Richard
	Taylor, Natalie
	Andrade, Anthony
	UCP - RM021C5

	HQTR - Enterprise    (36)
	51
	Toye, Diarra
	May, Deborah
	Reynolds, Richard
	Taylor, Natalie
	Andrade, Anthony
	UCP - RM021L2

	HQTR - CFO (FSA Wide)
	52
	Abell, Rose Annette
	Wrabley, Deborah
	Snyder, Linda
	Sakai, Spencer
	Branner, Tim
	UCP - RM54C2

	HQTR - CFO             (80)
	53
	Parker, Sharron
	Simms, Wanda
	Nelson, Mary
	Sakai, Spencer
	Branner, Tim
	UCP - RM54D3

	HQTR - CFO             (80)
	54
	Simms, Wanda
	Parker, Sharron
	Snyder, Linda
	Sakai, Spencer
	Branner, Tim
	UCP - RM54D4

	 
	 
	 
	 
	 
	 
	 
	 

	Total Number 
	54
	54
	42
	43
	17
	13
	 

	 
	 
	 
	 
	 
	 
	 
	 


1 See Attachment 1 Sample Pre-Approval Form
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