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National Aeronautics and

Space Administration
Washington, DC 20546
Procurement Notice
PN 15-09
November 25, 2015
REVISION OF 1813.301
Incorporate Procurement Information Circulars (PICs) 10-14A and 12-05, and add the requirements of NPD 2521.1 pertaining to NASA communications and material review
PURPOSE:  Amend NASA FAR Supplement (NFS) 1813.301, Governmentwide commercial purchase card, by updating, consolidating, and incorporating the requirements pertaining to Special Approvals and Prohibited Items, and related non-regulatory requirements prescribed by PIC 10-14A, Special Approvals for Purchase Card Transactions, PIC 12-05, Authorized Promotional and Personal Use Items, and NPD 2521.1, NASA Communications and Material Review.
BACKGROUND:  At the initiative of the HQ Office of Procurement, it was determined that the NASA purchase card program, including the purchase card holders and approvers, would be benefited by having and maintaining a single repository for all policy, guidance, and regulation pertaining to the NASA purchase card program.
ACQUISITIONS AFFECTED BY CHANGES:  This revised policy is applicable to all new NASA purchase card transactions initiated after the effective date of this PN.
ACTION REQUIRED BY CONTRACTING OFFICERS:  Dissemination and compliance with the revised policy.  The changes prescribed herein are applicable to all purchase cardholders, purchase card approving officials, and Center Program Coordinators (CPCs).
CLAUSE CHANGES:  None.

PARTS AFFECTED:  Part 1813 is revised and PIC 10-14A is cancelled in its entirety.  References to PIC 12-05 have been incorporated via this NFS change, however, PIC 12-05 has applicability beyond the purchase card.  Accordingly, PIC 12-05 remains active and unchanged by this action.
TYPE OF RULE AND PUBLICATION DATE:  These changes do not have a significant effect beyond the internal operating procedures of NASA and do not have a significant cost or administrative impact on contractors or offerors, and therefore do not require codification in the Code of Federal Regulations (CFR) or publication for public comment.

HEADQUARTERS CONTACT:  Todd Lacks, Contract and Grant Policy Division, 202-358-0799, email todd.lacks@nasa.gov.
               /s/                
William P. McNally

Assistant Administrator for Procurement

Enclosure

PART 1813
SIMPLIFIED ACQUISITION PROCEDURES
Subpart 1813.3—Simplified Acquisition Procedures
*
*
*
*
*
1813.301  Governmentwide commercial purchase card.

*
*
*
*
*


(b)(2)  Use of the purchase card on orders above the micro-purchase threshold does not relieve the cardholder from complying with all applicable statutory and regulatory requirements, including, but not limited to, soliciting competitive quotations, verifying price reasonableness, reserving for small businesses, including the appropriate terms and conditions, and reporting to the Federal Procurement Data System [– Next Generation] (FPDS[-NG]).

*
*
*
*
*
1813.301-70 Purchase card program participant and roles.

*
*
*
*
*

(a)  NPD 9070.2[5104.1], Government Charge Cards, establishes internal controls for the management, use, and continuous evaluation of all charge cards, including air, fleet, travel, and purchase card.  The NPD identifies the responsibilities of NASA organizations and staff involved in charge card use and management.  The key officials and offices responsible for purchase card management are addressed in this section.

*
*
*
*
*

(c)  Agency Program Coordinator (APC).  The APC is a Government employee, located at the NASA Shared Service Center (NSSC), who manages the purchase card program, oversees and provides operational support to the Center/Agency Program Coordinators (CAPC) [serves as the Agency-wide lead, focal point, and subject matter expert for the oversight and management of the Agency’s purchase card program, in accordance with OMB Circular A-123, Appendix B, and other regulatory requirements and the primary interface] as well as interfaces with the GSA Office of Charge Card Management and the contractor bank.  The APC [also] collects data from CAPCs[Center Program Coordinators (CPCs)] and submits all Agency reports as required in accordance with OMB Circular A-123, Appendix B.
(d)  Center/Agency Program Coordinator (CAPC).  Each Center shall have a CAPC who is a Government employee [that is] appointed, in writing, by the c[C]enter procurement officer.  The CAPC is responsible for overall management of the Center’s purchase card program.  The CAPC is the liaison between the NASA Center, the bank contractor, and the APC.  [The] CAPCs are [is] responsible for—

*
*
*
*
*


(3)  Conducting and documenting reviews of cardholder and approving official activity as required by NASA's Purchase Card Internal Review Guide for CAPCs; 

*
*
*
*
*

(e)  The approving official.  The approving official shall be a Government employee.  Approving officials are responsible for:

*
*
*
*
*



(7)  Reporting suspected misuse, fraudulent or potentially fraudulent activity, to the CAPC and center Acquisition Integrity Program official;



(8)  Notifying the CAPC when the approving official, personally, or a cardholder, will be on extended leave, has transferred to another organization, is leaving NASA, or will no longer be an approving official or cardholder.

*
*
*
*
*

(f)  Every purchase cardholder shall have an approving official.  The approving official is typically a supervisor who is responsible for ensuring that the purchase card is used properly.  The approving official is the primary source of quality assurance and oversight of the purchase card[.] and shall be at an appropriate level within the organization to manage and oversee proper use of the purchase card by the cardholders.  The approving official [is typically] should be the cardholder’s immediate supervisor or, at a minimum, be within the cardholder’s management chain.  [The approving official shall be designated at an appropriate level within the organization to ensure proper management and oversight of the cardholder’s transactions.]  In no instance may a cardholder be the approving official on his or her own card transactions.  Approving officials shall not have more than six cardholders reporting to them, unless a waiver has been approved by the c[C]enter procurement officer (see 1813.301-72(d)).  Approving officials must have direct knowledge of their cardholder’s transactions and the ability to verify receipt of the purchases made by his or her cardholders[.] 


(g)  The cardholder/approving official’s management is[shall be] responsible for ensuring approving officials are available to review and approve cardholder transactions within their organizations.  Alternate approving officials should[shall] be appointed to approve purchases when the primary approving official is unavailable, such as when on leave or travel.  The CAPC may approve cardholders’ transactions on behalf of an approving official, in order to meet reconciliation deadlines, so that prompt payment may be made.  In these cases, the CAPC shall document the reason for approving on behalf of the approving official.  The CAPC shall document the transactions approved and provide a copy of this documentation to the approving official.  CAPC approval of transactions shall only be used as a last resort, on a temporary basis.

*
*
*
*
*


(h)  Cardholders.  Cardholders must be Government employees.  Cardholders are responsible for using their cards ethically and in accordance with Federal and NASA policy and regulation for purchases in support of NASA mission requirements or institutional operations. Cardholders shall—

*
*
*
*
*


(7)  Promptly notify the CAPC when they will be leaving their organization, leaving NASA on extended leave, or no longer using the card; 



(8)  Promptly report lost or stolen cards to the contractor bank and CAPC; and



(9)  Report suspected misuse or fraudulent activity to the CAPC and center Acquisition Integrity Program [(AIP)] official; and[.]


(10)  Ensure that the requesting official has coordinated and obtained the necessary approvals of the Center CIO and the Enterprise License Management Team Program Office prior to purchasing any software requirements using a purchase card (See NFS 1807.70).

1813.301-71 Training requirements.

*
*
*
*
*

(d)  Except as provided in the NASA Procurement Career Development and Training Policy, cardholders with procurement authority over the micro-purchase threshold must be warranted contracting officers.   See the P[p]olicy for exceptions concerning BPA call ordering officers and cardholders with authority limited to procuring emergency goods and services.  This policy may be viewed or downloaded from the NASA Procurement Library at https://prod.nais.nasa.gov/portals/pl/career_development.html.


(e)  For the latest information on the NASA purchase card program, CAPCs, cardholders, and approving officials are encouraged to visit the NASA Purchase Card web site at https://www.nssc.nasa.gov/purchasecard.

1813.301-72. Requesting an approving official or cardholder account.


(a)  Requests for new cardholders or approving official accounts shall be submitted to the CAPC from the proposed cardholder’s or approving official’s supervisor.  When nominating cardholders, the nominating official shall consider the complexity of items the cardholder will buy, and the candidate's general experience, training, education, business acumen, judgment, character, and reputation.  The CAPC will review the account request and, if the required documentation is complete, the CAPC will recommend to the c[C]enter procurement officer or deputy procurement officer that a delegation of authority be issued.


(b)  The following information/documentation is required before an account may be opened—[:]
*
*
*
*
*



(3)  Explanation of the typical [General description of the types of] purchases to be made and how the purchases support the mission of the requesting activity;
*
*
*
*
*
(d)  The total number of cardholders within an organization shall be limited to ensure that appropriate oversight is maintained to avoid card misuse.  The ratio of cardholders to approving officials within an organization shall be no more than 6:1 unless waived by the [Center] procurement officer.  A request to waive the 6:1 ratio must be submitted in writing and include:  the name of approving official, list cardholders proposed to be assigned to that approving official, and a rationale for why the waiver should be granted.  The number of cardholders assigned to an approving official should be reasonable, considering the volume of cardholder activity and the organizational structure.  The request will be considered in light of the following:  proposed cardholder to approving official ratio; volume of usage of all cards assigned to that approving official; review of the approving official and cardholders’ record of reconciliation timeliness, CAPC audit records, and physical location(s) of cardholders and approving official.
1813.301-73  Delegation of authority.
The [Center] procurement officer or deputy procurement officer shall delegate cardholder or approving official authority only to qualified Government employees.  The delegation shall be in writing, specifying the duties and responsibilities of the cardholder or approving official. For cardholders, the delegation shall specify the single purchase limit, and monthly spending limit.  Cardholders and approving officials within the procurement organization, even those who already have contracting officer warrants, shall be issued a separate delegation for their cardholder or approving official authority.
*
*
*
*
*

1813.301-75 Required file documentation.


(a)  Cardholders shall create an order log in the NASA on-line P-Card Web Solution system prior to placing an order to record their orders and ensure that adequate funds are available before ordering.  The system order log records the funding information so that funding necessary for completion of the purchase can be committed.  Cardholders shall use the order log to record information regarding the items ordered including, but not limited to, the requester’s name, item description, quantity, unit price and total value.  [When making self-generated purchases,] C[c]ardholders shall obtain prior approval from their immediate supervisor before making self-generated purchases [annotate in the “Comments” section of the order log that the purchase was self-generated.  Approving officials shall review self-generated purchases by the cardholder to ensure their appropriateness].

(b)  A hard copy or an electronic copy of the order log, and other supporting documentation, such as receipts; order confirmations; vendor invoices or alternative evidence of costs such as a quote or a screen print for Internet purchases; necessary expense justifications, or documentation of any problems, disputes, or unusual circumstances surrounding an order shall be kept in the purchase card files for three years from the date of final payment.  Purchase card files must be kept current and be readily available for examination.  Purchase card files belong to the cardholder’s organization and must be maintained by that organization after the cardholder or approving official leaves.  The order log and supporting documentation is subject to audit by the NASA officials designated in NPD 9070.2[5104.1] as well as the Government Accountability Office and other external organizations.


(c)  Cardholders and A[a]pproving O[o]fficials shall maintain a copy of the[their respective] letter[s] of delegation signed by the [Center] P[p]rocurement O[o]fficer, as well as the[their] training completion certificates from SATERN for the NASA P[p]urchase C[c]ard initial training and periodic refresher training for inspection and audits from various internal and external organizations.  [Approving officials are not required to maintain a duplicate file for their cardholder’s letter of delegation or training records.  However, approving officials shall periodically review and validate that the cardholder’s delegation and training are current.]

(d)  Purchase card files are official Agency records and shall comply with Agency and Federal record keeping requirements.  (See Chapter 5 of NPR 1441.1 National[, NASA] Records Management Program[,] and FAR 4.805(b) for applicable guidance.)
*
*
*
*
*
1813.301-76  Prohibited transactions.

All Agency cardholders are prohibited from using the card for:[–]

(a)  Cash advances;

(b)  Prepaid gift or cash cards;


(c)  Individual travel-related expenses, such as per diem, lodging, and transportation;

(d)  Gasoline, oil, or similar items for Government-owned fleet vehicles; or


(e)  Promotional and personal use items prohibited for purchase by the Mission Support Council [(MSC)] and Administrator.  (See PIC 12-05 [and MSC Decision Memorandum MSC-2011-12-001.])
*
*
*
*
*
1813.301-79  Supporting Federal policies, regulations, and NASA procedural requirements.
Cardholders are responsible for compliance with Federal policies, regulations, and NASA procedural requirements when placing orders, by following the procedures listed below.  [The following are additional requirements:]

(a)  Obtain [(1)]Special Approvals.  There are a variety of Federal regulations and NASA P[p]rocedural R[r]equirements that require the cardholder to obtain special approvals before placing an order for certain items.[, to include the following:] These approvals shall be documented in the cardholder’s files. Acceptable documentation includes purchase requests, emails, or blanket authorizations from cognizant officials, such as the Office of General Council.  (See PIC 10-14, Special Approvals for Purchase Card Transactions).
[

	Item
	Special Approval Authority

	Electronic and Information Technology (E&IT), including items such as desktop computers, laptops, iPods, iPads, and cell or smart phones, not purchased under the NASA IT contracts or blanket purchase agreements.
	Center or Installation Chief Information Officer (CIO), or designee


	Equipment, such as shop equipment, construction equipment, power tools, etc., that emit sound at or above 80 dBA, measured at 1 meter distance from equipment surface.


	Center or Installation Buy Quiet Program Coordinator, or designee. 
See NPR 1800.1 

	Pressure systems and their components, such as pressure vessels (including composite overwrapped pressure vessels (COPVs)), gas storage bottles, piping, gas storage bottles, valves, gauges, regulators, and fittings.
	Center or Installation Safety and Mission Assurance Official, or designee

See NASA Standard 8719.17

	Compressors and generators.
	Approvals required from all of the following:

(1) Center or Installation Safety and Mission Assurance Official, or designee;

See NASA Standard 8719.17

(2) Center or Installation Buy Quiet Program Coordinator, or designee; and

(3) Center or Installation Environmental Official, or designee



	Lifting devices and equipment such as cranes, hoists, forklifts, slings, shackles, and related hardware.
	Center or Installation Safety and Mission Assurance Official, or designee

	Critical, complex, or high-risk items subject to quality system requirements and Government surveillance. Note these items require a purchase order to include the quality standards and shall only be purchased by cardholders with the appropriate contracting authority.
	Center or Installation Safety and Mission Assurance Official, or designee
See NPD 8730.5, Appendix A, and NPR 8735.2, Chapter 2

	Flight hardware, critical ground support equipment (GSE).
	Center or Installation GIDEP (Government-Industry Data Exchange Program) Representative, or designee
See NPR 8735.1 

	Moderate or high-impact IT system.
Purchase cardholders shall not acquire moderate or high-impact IT systems unless it is:

(a) Listed on the NASA OCIO’s Assessed and Cleared IT List; or

(b) NASA Form (NF) 1823, Request for Investigation, has been approved by the NASA IT Security Division within the OCIO at NASA Headquarters


	NASA HQ Office of the Chief Information Officer, NASA IT Security Division, or designee  

See PIC 15-03

	Hazardous substances and potentially hazardous substances and articles, such as chemicals, toxic substances, explosives, biological substances, and radioactive materials. 
	Center or Installation Safety and Mission Assurance Official, or designee 

See NPR 1800.1 

	Radio transmitters or items containing radio transmitters.
	Center or Installation Spectrum Manager, or designee
See NPD 2570.5

	Unmanned Aerial Systems (UAS) and drones.
	Center or Installation Flight Operations Representative, or designee

See NPR 7900.3

	Purchase, rent/lease, transfer, or exchange duplicating or copying equipment.
	Center or Installation Printing Management Officer, or designee 

See NPD 1490.1 

	Printing supplies or services.
	Center or Installation Chief Information Officer (CIO), or designee
See NFS 1808.802 

	Business cards.
	Immediate supervisor of the NASA employee making the request

See NPD 1490.6

	Promotional and personal use items.
	Immediate supervisor of the NASA employee making the request

See PIC 12-05 and NASA Mission Support Council (MSC) Decision Memorandum MSC-2011-12-001

	Awards, gifts or other similar items (e.g., food, clothing) shall not be purchased with appropriated funds, unless there is specific statutory authority. 
	Requires consultation with either the Center Office of Chief Counsel or HQ Office of General Counsel
See Necessary Expense Doctrine explained at NFS 1833.301-79(b)

	Non-monetary awards for NASA employees. 
	Immediate supervisor of the NASA employee making the request

See NPR 3451.1, NASA Awards and Recognition Program, and the Center’s award program and procedures

	Clothing.

Generally, there are three circumstances when a cardholder may purchase clothing—

(1) Required uniforms or clothing with identifying insignia (e.g., NASA logo), and when there is a job-related requirement for the NASA employee to wear this clothing;

(2) Personal protective equipment or clothing, such as footwear or eyewear, and so forth, required for health and safety reasons while performing official duties; or

(3) Awards as discussed herein. 
	Immediate supervisor of the NASA employee making the request

	Food preparation and handling equipment, including but not limited to coffee makers, microwaves, or refrigerators.

(1) Appropriations can be used to pay for items ordinarily considered to be personal in nature, such as kitchen appliances, when the primary benefit of their use accrues to the agency, notwithstanding a collateral benefit to individual NASA employees; and

(2) Center procedural requirements concerning facility safety rules and procedures shall be followed. 
	Immediate supervisor of the NASA employee making the request and a Center or HQ Health/Safety Official, or designee


	Light refreshments or meals.

Cardholders shall not purchase light refreshments, meals or beverages (including alcoholic beverages) unless there is a specific authority allowing for such purchases. The following authorities may allow the use of appropriated funds to purchase such items—

(1) Government Employees Training Act (GETA);

(2) Federal Travel Regulations (as determined by GSA);

(3) Government Employees’ Incentive Awards Act (GEIAA); and

(4) Official Representational Fund (ORF) Authority.
	Immediate supervisor of the NASA employee making the request

For purchase card purchases subject to ORF authority, see NPD 9050.1, as amended



	Membership fees for individual NASA employees in professional associations.

5 U.S.C. 5946(1) prohibits the use of appropriated funds to pay for individual employee memberships in professional associations and societies. However, the use of appropriated funds to pay membership fees in private organizations is not prohibited by Federal regulations when the membership is purchased in the agency’s name. In addition, the membership must primarily benefit NASA, not individual employees.  


	Immediate supervisor of the NASA employee making the request

See 5 U.S.C. 5946(1)

	Design, preparation or creation of NASA-funded communications material for the purpose of conveying information about NASA’s mission, projects, programs, safety practices, and other activities for the consumption of internal and/or external audiences.  NASA-funded communications material includes, but is not limited to: newspapers, posters, bookmarks, brochures, fliers, handouts, customized stationary products, DVD/CD packaging, signage, banners, banner stand and pop-up graphics, infographics, and other design and artwork. 
	NASA Headquarters, Office of Communications, telephone 202-358-1600

See NPD 2521.1

	Purchase of any software requirements.
	Center CIO and the Enterprise License Management Team Program Office, or designee
See NFS 1807.70




(2)  Proper Documentation of Special Approvals.] These [Special] approvals shall be [sufficiently] documented in the cardholder’s files.  Acceptable documentation includes purchase requests, emails, or blanket authorizations from cognizant officials, such as the [Center] Office of General [Chief] Counsel [or the NASA Headquarters Office of General Counsel.


(b)  The Necessary Expense Doctrine.  The Necessary Expense Doctrine allows for expenditures, not specifically provided for in an agency’s appropriation, only if the expenditure is reasonably necessary to carry out an authorized function of an agency, or will contribute materially to the effective accomplishment of an agency’s function, and is not otherwise prohibited by law.  All purchase card orders shall comply with the Necessary Expense Doctrine.  Questionable orders involving the Necessary Expense Doctrine shall be coordinated through the Center Office of Chief Counsel or the NASA Headquarters Office of General Counsel.  Cardholders and approving officials are cautioned that while it may otherwise be permissible to purchase certain items subject to the Necessary Expense Doctrine, agency or center policy may prohibit, restrict, or control the purchase or use of such items.] 
(b[c])  Place Orders with Responsible Businesses.  Contractors debarred, suspended, or proposed for debarment are excluded from receiving orders.  Cardholders shall[are encouraged to] review the Excluded Parties List at https://www.sam.gov to ensure that no award is made to a listed contractor.  While use of electronic commerce is strongly encouraged, cardholders shall ensure all on-line [online]purchases are made only through secure web sites [websites] of responsible businesses.
Renumber 1813.301-79 paragraphs (b) through (g) as (c) through (h).
*
*
*
*
*
1813.301-82  Convenience checks.

(a)  The Debt Collection Improvement Act of 1996, as implemented by 31 CFR P[p]art 208, requires that all Federal payments must be made by electronic funds transfer (EFT).  The Department of the Treasury has ruled that convenience checks are not electronic funds transfer (EFT) compliant and therefore cannot be used unless they meet the waiver conditions detailed in the Act.  Convenience checks are a procurement tool which must only be used as a last resort, in limited circumstances, and in compliance with the Act.


(b)  Convenience checks may be used only:[when–]


(1)  Payment is to a recipient within an area designated by the President or an authorized agency administrator as a disaster area.[;  (]This use is limited to payments made within 120 days after the disaster is declared.  (See FAR Part 18, Emergency Acquisitions, for additional information.)



(2)  The need for goods and services is of such unusual and compelling urgency that the Government would be seriously injured unless payment is made by a method other than electronic funds transfer; or where there is only one source for goods or services and the Government would be seriously injured unless payment is made by a method other than electronic funds transfer.[; or]


(3)  The Agency does not expect to make more than one payment to the same recipient within a one-year period, i.e., the payment is non-recurring, and the cost of making the payment via electronic funds transfer exceeds the cost of making the payment by check.


(c)  In addition to the limitations above, c[C]onvenience checks shall not be used for—


(1)  Transactions where the vendor will accept the purchase card;



(2)  Transactions where another method of acquisition, e.g., purchase orders, [and] contracts, etc., could be used;



(3)  Employee reimbursements;



(4)  Cash advances;



(5)  Salary payments, cash awards, or any transaction processed through the payroll system; or



(6)  Travel-related transportation tickets, meals or lodging related to employee travel.  Check writers must document the specific circumstances justifying the use of the check.  Any use of the checks which does not fall in one of the exceptions listed in (b) above is prohibited.

(d)  Not all cardholders are eligible for convenience check writing authority.  This authority must be requested in writing from the cardholder’s approving official to the [center] P[p]rocurement O[o]fficer.  The request must document the items or types of items which warrant use of the check in accordance with the limitations set forth in paragraph (b).  If the need is established, the P[p]rocurement O[o]fficer will issue a written delegation of authority to maintain and use convenience checks to the cardholder.
*
*
*
*
*

(f)  Once the delegation is approved, the CAPC will order checks for the cardholder.  Convenience checks will be printed with the check writer’s name and shall only be used by that person.  The CAPC shall keep a record of all check numbers issued to each authorized user.  Each individual authorized to use convenience checks must comply with internal controls, which include tracking each check by number, safeguarding the checks, and closely overseeing that the checks are used properly.  The destruction of any checks, e.g., because they were voided or the cardholder left the organization, must be documented by the approving official.  Cardholders shall keep a register of all the checks issued to them, by number, and their disposition.  The approving official shall conduct a quarterly physical inventory of the checks.  The cardholder shall store convenience checks in a locked container, such as a safe or locking filing cabinet. 


(g)  Checks must be used in sequential order.  Each convenience check must be entered in a check register and P-Card Web Solution system order log for tracking purposes. To document that a check was used, the check writer shall type “CC,” (for convenience check) the check number, and the payee name in the “supplier field” of the P-Card Solution Order Log.  The check fee shall be entered as a separate line item in the log.  At a minimum, the following information must be entered on each check:



(1)  A date, spelled out (e.g., October 30, 2008[15]).  Checks shall not be pre- or postdated;



(2)  The name of the payee.  Under no circumstances may [The payee line on] convenience checks [shall not] be issued to “cash” nor can the payee line be [or] left blank.  Checks shall not be issued to “self,” the check writer or the approving official;[.]


(3)  The amount of the convenience check shall be written in the spaces provided in numbers and words, e.g., one hundred twenty-six dollars and 39/100 in the applicable space; and[.]


(4)  An original signature.

*
*
*
*
*

(i)  The cardholder may stop payment on a convenience checks by calling the contractor bank’s customer service representative.  The customer service representative will review the account to see if the convenience check has already posted.  The bank must stop payment on a convenience check within 24 hours of notification.  Additionally, the APC or CAPC can stop payments on checks in the PaymentNet system.  If a convenience check has been cleared through the banking process, payment cannot be stopped.


(j)  Cardholders shall reorder checks in writing through their CAPC with a copy to their approving official.  CAPCs, cardholders, and their approving officials are responsible for tracking each check number the cardholder is issued and how it is used.  When the cardholder is leaving the organization or will not be using the checks, the cardholder shall return any unused checks to the CAPC.  The approving official shall ensure that return of the checks to the CAPC is documented.


(k)  Cardholders are required to contact the contractor bank’s customer service department, their approving official, and their CAPC within 24 hours to report incidents of lost or stolen convenience checks.  Because the account information may have been compromised, the account will be closed.  A new account number will be assigned and new convenience checks will be issued.


(l)  Copies of posted convenience checks are retained on file with the contractor bank for three years.  The contractor bank’s electronic access system has electronic images of processed checks available for viewing at any time.  The bank will provide hard copies of processed convenience checks upon request.  Original convenience checks are not returned.


(m)  The Internal Revenue Service (IRS) requires that information be collected for reporting income to the IRS when a convenience check is used for certain purchases.  When checks are written to individuals for services, the cardholder must collect certain tax information.  For IRS Form 1099 reporting, cardholders shall collect and record the following information:


(1)  Full, legal name;[.]


(2)  Complete business address (street, city, zip); and[.]


(3)  Tax identification number for a business or social security number for an individual.

The cardholder shall provide this information to the CAPC upon request.  Failure to file a correct IRS Form 1099 by the due date may result in the IRS imposing a penalty on NASA.  Consequently, cardholders must assure that the necessary information is recorded and provided to the CAPC in a timely manner.


(n)  The convenience check transactions will appear on the cardholder’s monthly statement and the monthly transaction file within P-Card Web Solution.  Transactions shall be reconciled within five working days of receipt of the statement.  No dispute process is available through the contractor bank with the convenience check.  Any concerns over a purchase made with a convenience check must be resolved directly by the cardholder with the merchant.  The Agency will be responsible for paying convenience checks that are signed by the cardholder and posted to their account.  The approving official shall ensure that the cardholder promptly resolves any billing discrepancy with the merchant.  The reconciled transactions shall be reviewed and approved by the approving official within the P-Card Web Solution system.


(o)  If fraud is suspected, the cardholder shall contact the contractor bank to initiate an investigation and immediately notify their CAPC.  See 1813.301-83(h).

1813. 301-83 Purchase card internal controls.


(a)  Oversight of the Purchase Card Program is accomplished on two [many] levels individual and organizational.  Oversight of individual transactions ensures the card is used appropriately and items acquired are authorized in accordance with NASA and Federal policy.  Organizational oversight helps analyze spending data, identify systemic problems and vulnerabilities, and combat fraud, waste, or mismanagement.  Consistent and vigilant oversight is the responsibility of everyone involved in the program.

(b)  Cardholder Oversight.  Cardholders play a vital role in ensuring the card is properly used.  Before placing orders, cardholders must evaluate each request to ensure that the requirement complies with Federal and Agency acquisition and appropriation rules.  Cardholders should discuss any inappropriate or questionable requests with the originator.  If concerns or doubts still remain, cardholders must promptly raise the issue with their approving official, CAPC, or other official, as appropriate.  Cardholders must diligently review their monthly statements, reconcile their transactions within five working days and dispute any erroneous charges within 90 days.

*
*
*
*
*

(d)  CAPC Oversight.  CAPCs shall perform oversight as specified in NASA’s Purchase Card Internal Review Guide for CAPCs.  The Guide is posted on the Purchase Card web site[website] at https://www.nssc.nasa.gov/purchasecard.  Completion of the reviews and any findings shall be reported to the APC with CAPC’s input to the NASA Purchase Card Quarterly Report which is submitted by the APC to the Office of Management and Budget.

*
*
*
*
*

(h[j]) [The] CAPCs, in coordination with their [center] P[p]rocurement O[o]fficers, may suspend or cancel cardholder or approving official accounts in the following instances:



(1) Failure to timely  reconcile[timely reconcile] or approve monthly statements;[.]


(2) Failure to maintain required training;[.]


(3) Misuse of the purchase card (e.g., acquiring prohibited items/[or]services, splitting acquisitions, allowing others to use the purchase card); or[.]


(4) Failure to follow file documentation requirements [(]see 1813.301-75[)].

*
*
*
*
*
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