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What is the purpose of this directive?

What is the scope of this directive? C)

Does this directive cancel existing FHWA directives? (b

What is the background of this directive? Q

What authorities govern this directive? /\

What definitions are used in this directive? (l//\

What is FHWA'’s purchase card policy?

What are the responsibilities of the A

What are the responsibilities of the F@ al L{és Hi@éy Division Offices’
PCPCs? A

What are the responsibilities of, Cardhglders and AOs?
Where can | find additional?\ out he Purchase Card Program?

What is the purpose of t ctl he purpose of this directive is to
prescribe the policy, requ@mtle d procedures governing the

implementation and the Government Purchase Card Program
within the Federal |strat|on (FHWA). This directive is to be used
in conjunction wuth urchase Card Manual, available on StaffNet.

What is the fﬁe of thls directive? The provisions of this directive are
applicabl FHWA participants in the Government Purchase Card Program,
including chase Cardholders, Approving Officials (AO), and Purchase Card
Program Coordinators (PCPC).

Does this directive cancel existing FHWA directives? Yes. This directive
cancels FHWA Order 2770.3A, Implementation of the Governmentwide
Commercial Credit Card Service Program, dated October 21, 1994, and Change
1 to that Order, dated December 15, 1997.

What is the background of this directive? The FHWA Order 2770.3A was
issued to govern the implementation and management of the Government
Purchase Card Program within FHWA. Since 1989, the General Services
Administration (GSA) has administered the Federal Government’'s SmartPay
Government Purchase Card Program. The Government Purchase Card Program
was created as a way for agencies to streamline Federal acquisition processes



by providing a low-cost and efficient vehicle for obtaining goods and services
directly from vendors. The Federal Acquisition Regulation (FAR) designated the
purchase card as the preferred method for micro-purchases. The FAR defines a
micro-purchase as any purchase under $3,000. In addition, part 13 of the FAR,
Simplified Acquisition Procedures, establishes criteria for using the purchase
card to place orders and make payments.

What authorities govern this directive?

a.

Government Charge Card Abuse Prevention Act of 2012, Public Law 112-
194, issued October 5, 2012

Federal Acquisition Regulation, issued July 1, 2012 C)

OMB Circular A-123, Appendix B, Revised, Improvj % Management of
Government Charge Card Programs, ISSUEd Janﬂk 5, 2009

GSA Federal Supply Service, Contract Gu1de‘¢8 23F-98002, dated
November 1998

Treasury Financial Manual Vﬂ&g rﬂ% 4. Chapter 4500,

Government Credit Cards(\

Transportation Acqu%&n Mgﬂam Subchapter 1213, Appendix B,

Department of TransBo DQR¥Urchase/Credit Card Program

FHWA Purchase Cam%Manua‘bﬁgs\ued October 2008

Acquisition Proc@ura%orandum (APM), APM-024-A, Validation and
Approval of N@hase rd Transactions

APM Olesé ProceQ:ing Convenience Checks for FHWA Offices

What deiGjlions are used in this directive?

a.

Government Purchase Card Program. This program was established
by GSA to provide charge cards to Agencies and Departments within the
U.S. Government. The Government Purchase Card Program streamlines
the procurement and payment process by reducing the paperwork
involved with the issuance of the Standard Form 44, Purchase Order.

Head of the Contracting Activity (HCA). This is the person responsible
for the overall management of the Washington Headquarters and regional
acquisition programs. In FHWA, the HCA is the Executive Director.

Chief of the Contracting Office (COCO). This is the person responsible
for overall management of a contracting office.
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Agency Program Coordinator (APC). This is the employee designated
by the COCO to coordinate the Purchase Card Program for the entire
FHWA. This position is located in the Acquisition Planning and Policy
Division within the Office of Acquisition Management (HAAM). An
Alternate Agency Program Coordinator may be designated as well.

Approving Official (AO). This is the FHWA employee who has the
responsibility for one or more Government Purchase Cardholders under
his or her purview. The AO determines if Cardholders’ purchases are
made in accordance with the applicable regulations, policies, and
procedures. Typically, the AO would be within the supervisory chain of
the Purchase Cardholder. The criteria for designating AQs are listed in
paragraph 7g of this directive. (b

Continuity of Operations Plan (COOP). The C ]S a contingency
plan to ensure that the capability exists to contbﬁ\$ ssential functions
across a wide range of potential emergenme olving localized acts of
nature, accidents, and technolo ical and/arsattack ated emergencies.

Delegation of Procuremen % fﬁlge DPA is the document

issued by the COCO gra spec rocurament limits to the individual
employee who will be i rd The issuance of the DPA
can be delegated to Y&he a Ofﬂcer within HAAM. This DPA
does not substitute a ti | under FAR Part 1.603.

Electronic Banking em&FHWA’s contract with the bank that
manages the Goyéfnent Rirchase Card Program allows Purchase
Cardholders an s to age their respective accounts online in a
secured envh@ment.

(1) rchasQardholders must use the applicable electronic
king system to “approve” purchases listed on their monthly
statement.

(2)  All AOs must use the applicable electronic banking system to “final
approve” the Purchase Cardholder’s purchases listed on the
Purchase Cardholder's monthly statement.

Inactive Accounts. Accounts without any transactions within the
preceding 12-month period are considered “inactive.”

Micro-purchase. Under FAR, “micro-purchase” means an acquisition of
supplies or services using simplified acquisition procedures, the aggregate
amount of which does not exceed the micro-purchase threshold.



Monthly credit limit. This is the maximum dollar amount a cardholder

may expend over a 30-day period. In FHWA, this amount is determined
by the Purchase Cardholder's AO and approved by the COCO, or his or
her designee, ensuring the amount does not exceed statutory authonty

The amount is stated in the cardholder’s DPA.

Non-expendable property. Property that has a normal life of more than
1 year, is not consumed in use, is either considered sensitive or has an
acquisition cost of $300 or more. Examples include cellular telephones,
furniture, televisions, cameras, facsimile equipment, video equipment,
computer hardware, and software, or any associated maintenance and/or
local training.

Purchase Card Program Coordinator (PCPC). The EBbs are
appointed by the applicable COCO or Federal Lan way Division
Office Engineer to coordinate the Purchase Car %ram for the Federal
Lands Highway Division Offices and act as theoﬁ}/1 ary liaison between
the Federal Lands Highway Division Office, and the APC in
matters related to the Government Purch Card rogram There is a
PCPC assigned to each ofthe eral ay Division Offices
(Eastern, Central, and Wesj %

Purchase Cardholder @ [ ndlvl}qa{ government employee within
FHWA to whom a w?&« DR beeQissued by the COCO, or his or
her designee, granting th hage&ardholder the authority to use a
government purchase . Th@ria for Purchase Cardholders are
listed in paragraph 7f.of this d@

Single Purchas imi '@s is the spending limit imposed on a
cardholder fi @lndiw&\al purchase card transaction. The amount
establishe &ate@the individual cardholder's DPA.

TraRsportation’s (DOT) online learning management system. The TMS
allows employees to take self-paced online training, search and register
for training modules, and view training histories.

Tal&;’é\wnagement System (TMS). The TMS is the U.S. Department of

Transportation Acquisition Manual (TAM). The TAM contains the DOT
policies and procedures relating to procurement and the Government
Purchase Card Program.

Warranted Personnel. These are FHWA employees who have been
issued a formal appointment of contracting authority by the COCO in
accordance with FAR Part 1.603.

What is FHWA'’s purchase card policy?
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General policy. The policy of FHWA is to comply with all related
directives and regulations in administering all requirements regarding the
Government Purchase Card Program. The DOT policies and procedures
relating to the Government Purchase Card Program are contained in the
TAM, Subchapter 1213, Appendix B.

Micro-purchases Threshold. The FHWA employees will make use of
the purchase card for micro-purchases ($3,000 or less, per 48 CFR 2.101)
throughout the entire Agency. The Purchase Card is also the preferred
method for acquiring all training services ($3,000 or less). The micro-
purchase threshold is $3,000 except:

(1)  For acquisitions of construction subject to the Dayis-Bacon Act (41
U.S.C. 428a), in which the micro-purchase threpg is $2,000;

(2) For acquisition of services subject to the S%?é Contract Act, in
which the micro-purchase threshold is Z\Q $OF

(3) For acquisitions of supplies or servj
of the Agency when use sup
facilitate defense aga

as defermined by the head
ency operation or to
r Clear, biological,

chemical, or radjo I atta /as desefibed in the FAR Part

13.201(a)(1), or tructlbcq subject to the Davis-Bacon

Act (41 U. S @ ch micro-purchase threshold is:

(a) $15, 000 | ny contract to be awarded and
perforrr@—-or ase to be made—inside the United
St te

(b) 000 ﬁe case of any contract to be awarded and

erfo —or purchase to be made—outside the United
(\CJ States(48 CFR 2.101).

Seﬁdfa%on of duties. “Responsibilities of the HCA, [APC], AOs,
Cardholders, and finance personnel shall not overlap. A separation of
duties shall exist among the key participants of the program to ensure the
program’s integrity. There must be no conflict of interest. For example,
cardholders should never be AOs for their supervisors. A single
individual should not buy, receive, and certify funds availability for
purchases [for example, the Purchase Cardholder should not receive
the goods that the purchase cardholder purchased; another member
of the staff must receive the goods and acknowledge receipt of
goods]. Assignment of duties such as authorizing, approving and
recording transactions, receiving assets, approving cardholders
statements, making payments, certifying funds, reviewing or auditing
should be assigned to separate individuals to the greatest extent
possible.” TAM, Subchapter 1213, Appendix B, Part VI.
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d. Purchase Cardholder Authorization Limits.

(1)

(2)

Monthly credit limit. The monthly credit limit is determined by the
Purchase Cardholder's AO and approved by the COCO or his or
her designee. Within FHWA, the monthly credit limit shall not
exceed:

(a) $25,000, the maximum monthly limit for non-warranted
personnel, unless specifically authorized by the HCA; or

(b) $100,000, the maximum monthly limit for warranted
personnel.

Single purchase limit. The single purchas g?ls determined by
the Purchase Cardholder's AO and approvx%y the COCO or his
or her designee. The COCO may estapfi single purchase limit
less than or equal to the maximum Ilm |th|n FHWA, the single
purchase limit shall not exceed

(a)  $3,000, the m@% @@se limit for non-
warranted p(s nnel, ss sp fically authorized by the

HCA; or .&
(b)  $25, OOO t x:mu@ghgle purchase limit for warranted
personne
e. Establishing p accounts To establish an FHWA
Purchase Card uéyl t, the following steps must be taken:
ica st complete the required “initial” purchase card
mg in t

(2)C)The PCPC or the AO for the applicant must fully complete the

(3)

following account set-up forms:

(a8)  The Purchase Cardholder Application Form (must include
the AO’s name).

(b)  The Approving Official/Purchase Cardholder Certification
Form (must be signed by both the AO and the Cardholder).

Purchase Cardholders may request authority to process
convenience checks on their initial application or later if the need
arises. The APC determines if the prospective Purchase
Cardholder is granted the authority to process convenience checks.



(4)

(5)

(6)

(a)

(b)

(c)

Upon request by the APC, Federal Lands Highway Division
Office Purchase Cardholders who are requesting the
authority to process convenience checks must have either
their PCPC or their AO provide written justification to the
APC.

Upon request by the APC, written justification for the use of
convenience checks must be provided by the AOs for
Purchase Cardholders from Headquarters Program Offices,
the Resource Center, and Federal-aid highway Division
Offices.

the APC must include a listing of produ lor services
typically ordered and associated venders that do not accept
government purchase cards for suof%e s and services.
The supporting documentation i ct to verification by
APC.

The written justification provided by the P% or the AO to

The AO or PCPC must ard img’u Cardholder
application form to th&& y the following:

(@)

(b)

(c)

An Appr ardﬁ‘older Certification Form signed
by the d r and the AO stating they
understan res ilities;

A com ed traiping certificate for the Purchase Cardholder
frog urchase Card Training Module in TMS; and

% Contracting Officer’'s warrant for warranted
ers&l

@%PA will be issued by the COCO or their designee through the
C)APC if the application is approved.

The APC will establish a purchase card account for the applicant by
entering the information into the applicable an online electronic
banking system for issuance of the purchase card.

(a)

(b)

The purchase card should be delivered to the Purchase
Cardholder within 10 days from the date the account was
established in the applicable electronic banking system.

If a Purchase Cardholder does not receive the purchase
card within 10 days from the date the purchase card account
was established:



f.

(7)

|—

Purchase Cardholders from a Headquarters
Program Office, the Resource Center, an
Administrative Service Team, or a Federal-aid
highway Division Office should notify their AO and
the APC that the purchase card was lost or stolen.

[[\V]

Purchase Cardholders from a Federal Lands
Highway Division should notify their AO and their
PCPC that the purchase card was lost or stolen; in
turn the applicable Federal Lands PCPC will notify
the APC that the purchase card was lost or stolen.

Once the purchase card account is created in thesonline electronic
banking system, the APC will: (b

(a)
(b)

(©)

(d)

0

(f)

PCPC.

(1)

()

Forward the DPA to the Purchase %%élder;

Mail instructions to the Purchasgbardholder that detail how
to activate the purchase car@pon d&@ipt;

Provide infor a@' b ering supplies from the
16 Blanket ase eme BPA) vendors that were
awarded %ugh'fhe‘*Federal Strategic Sourcing
lnltlatlv

Provide i |n :g;tl emall on how to register in the
applncah% elec r@ anklng system—all Purchase
Ca d

register in the applicable electronic
in order to review, validate, and approve
\é‘r reée tive purchase transactions;
Prov& online training opportunities for Purchase
Cardholders in the Web-Based Training site that is managed
and maintained by the electronic banking system; and

Upon receipt of the purchase card, the Purchase Cardholder
must follow the instructions listed on the activation lefter that
was received with the DPA.

FHWA PCPCs are designated by the Federal Lands Highway
Division Engineers.

To create or update an account for a PCPC, the following
documentation is needed:



AOs.

(1)

(2)

(@  An email from an authorized official nominating the
prospective PCPC—a PCPC can also be designated as an
alternate AO (the email should also include the effective date
and the reporting hierarchies; if the PCPC is also an
alternate AO, then the names of the cardholders that will be
under the alternate AO’s purview must be included);

(b) A completed FHWA Purchase Card Program Training
Certificate for the prospective PCPC; and

(c) If the PCPC will also be serving as an alternate AO, they will
also need an Approving Official/Purchase Cardholder
Certification Form signed by the PCPC and-the Cardholder.

>

The AOs are typically supervisors and generally co-located with
the purchase cardholders. The AOs e a GS-09 or higher. If

due to limited staffing, ffice mu rithan AO that is less
than a GS-09, then the %s Lg:bwalver from the APC
for the AO to be lessthh ﬁ terim basis; this interim

0
period can last no r tha

The FHWA A ate ﬁy the Associate Administrators,
the Director of rvic Chief Financial Officer, the Chief
Counsel, the Dlr or of | ative Program Delivery, the Director

of Technical Se%nces irector of the Resource Center, Federal
Lands ng& 8&1 ngineers, or Division Administrators.

ﬁ Division Administrator, or Head of the Office
OGs ilable, the AO can be designated by their Deputy.

C)@ If a Federal Lands Division Engineer is not available, the AO

(3)

can be nominated by the Division Engineer’'s designee.

To create or update an account for an AO or alternate AO, the
following documentation is needed:

(@) An email from an authorized official nominating the
prospective AO or prospective alternate AO (the email
should also include the effective date, the reporting
hierarchy, and the name of the Purchase Cardholders that
will be under the AO’s or alternate AO’s purview);

(b) A completed FHWA Purchase Card Training Certificate for
the prospective AO or prospective alternate AO; and



h.

()  An Approving Official/Cardholder Certification Form signed
by both the Cardholder and either the prospective AO or
prospective alternate AO, whichever is applicable.

Required Purchase Card Program training.
(1)  Initial purchase card training.
(a)  The purchase card training is located in TMS.

(b)  Each prospective Purchase Cardholder and AO must first
complete FHWA Purchase Card Training in TMS.

1 In the Federal Lands Highway Divi:gp), both
Purchase Cardholders and AQ t print the

certificate that is displayed en after completion
and then:

a rd a cop @@& the dertificate to PCPC and

the Cin ard copy to APC; and

\@amtam o \ﬂﬁ the Purchase
«Lta

@) S@der{ thase card files.

X’: dq@s Program Offices, the Resource
Cehiér,’an ederal-aid highway Division Offices,
bcﬁh urﬁ e Cardholders and AOs must print the
‘Q ifi at is displayed on screen after completion

log

N

%
C)Q\ d_o Forward a copy of the certificate to the APC;
and

Q

Maintain a copy with the Purchase
Cardholder’s purchase card files.

(2) Refresher purchase card training.

(@) Purchase Cardholders and AOs are required to take
refresher training on an annual basis.

(b)  Refresher training may be accomplished by accessing the
Government Purchase Card Program training module in
TMS.

1 In the Federal Lands Highway Division, both
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Purchase Cardholders and AOs must print the
certificate that is displayed on screen after completion
and then:

a Forward a copy of the certificate to PCPC and
the PCPC in turn will forward copy to the APC;
and

o

Maintain a copy with the Purchase
Cardholder’s purchase card files.

N

In the Headquarters Program Offlcem'ne Resource
Center and the Federal-aid highw, ision Offices,
both Purchase Cardholders an@ must print the
certificate that is dlsplayed o} en after completion
and then:

FonNard a cop@((}\/ e dertificate to the APC;
a“"fa

lntal v(vlﬁ the Purchase
er s rchase card files.

% §
Rules governing the'u gék ase card.

(1) The individual.)&gose appears on the purchase card is
the only per ed to use the purchase card.

)

o

(2) Procur@ent Reﬁast (Authority to Spend Funds). The use of an
lnd al Pb‘@rement Request (PR) for each purchase card
ction Is’required. The PR provides the authority to obligate
ds—justifications and approvals are required—and shows the
C)ewdence of funds (FAR 4.803).

(3) In accordance with 48 CFR Part 13.301, purchase cards can be
used to:

(@)  Make micro-purchases ($3.000 or less);

(b) Place tasks or delivery orders, if authorized in the basic
contract, basic ordering agreement, or BPA; and

(c)  Make payments when the vendor/merchant agrees to accept
payment by purchase card.
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(4)

©)
(6)

(7)

(8)

O

)

Purchase Cardholders who are making purchases in excess of the
micro-purchase threshold ($3,000) must:

(a) Possess a DPA in excess of $3,000;
(b)  Possess a Contracting Officer's Warrant; and

(c) Follow all appropriate requirements as defined in 48 CFR
Part 13, including notice, competition, and documentation.

Purchase cards cannot substitute for the acquisition process.

Purchase cards may be used as a payment mecref}ism, but not a
contracting mechanism. (b

Each FHWA office is authorized to make r:rﬂ%nly payments with
the government purchase card providi e*total purchase does

not exceed the single purchase limit o cardholder’s DPA:

(@) For non—warrant urch ers the monthly
payment cann urchase threshold
($3,000) or \Purch Card der’s single purchase limit

as state |f thé DPA single purchase limit is less
than th?-n %{hreshold
Pur,

(b) For warra e Cardholders, the monthly payment
cannot ceed the'single purchase limit on the purchase

car&
(c) ‘@ S? urement with an aggregate total of $3,000 or
tﬁ

G or n annual contract, a Purchase Order must be
created in the Procurement Request Information System
Management (PRISM). The purchase card may still be used
to make the payment if the monthly payment does not
exceed the single purchase limit on the cardholder’'s DPA;

(d)  For non-warranted Purchase Cardholders with any
procurement with an aggregate total of $3,000 or more for a
single purchase, a Purchase Order must be used.

A single purchase card transaction may consist of the purchase of
a number of individual items, the sum of which (including any
shipping costs) may not exceed the single transaction purchase
limit. An authorized purchase that would exceed an individual
cardholder's single purchase limit shall not be divided or "split" into
two or more transactions to stay under the single purchase limit.
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(9)

(10)

(@)  When a requirement exceeds a Purchase Cardholder’s
single transaction purchase limit, the Purchase Cardholder
shall contact their AO; the AO can contact the APC via email
and request a temporary increase in the Purchase
Cardholder’s single purchase limit as long as the total
requirement does not exceed the micro-purchase threshold
of $3,000;

(b)  The single transaction purchase limit for non-warranted
personnel generally may not exceed $3,000. The APCs
must consider the requirements in Section VII, C, 1 before
authorizing a single purchase limit over $3,000.

Only government personnel who have received(ééroper training
in the use of the purchase card shall be autherized to purchase
supplies and services with the purchase

The Purchase Cardholder must safegl their purchase card,

convenience checks anderchase da obgnt number at all
times.

(@) A Purchas holdtg/ho makeés an unauthorized
purchase b Iﬁme to tthgency for the total amount of

the uné?h ri e&;rch , which may be recovered via
salary offs k\g&we ice-of Management and Budget (OMB)

Circular A , Ap ix B, Chapter 4, titled “Risk
Manag ent,” iscusses disciplinary actions that may be
tak ‘@ rchase Cardholders. Improper, fraudulent,

ligent use of any government charge card is
|b| he Agency may impose disciplinary action for
G ar érd infractions, including removal for serious or
Q repeated infractions. Appropriate Agency personnel may
impose, but are not limited to, the following administrative
and/or disciplinary actions for negligence, misuse, abuse, or

fraud:

1 Verbally counsel and issue a letter of
counseling/reprimand to the Purchase Cardholder;

2 Deactivate, suspend, or cancel the Purchase
Cardholder’s account; and

3 Impose additional disciplinary actions deemed

appropriate by the Agency.

(b) Permitting someone else to use an individual Purchase
Cardholder’s purchase card, even within the same program
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(1

(12)

(13)
(14b

(15)

office/activity, is never allowed; if this happens, it may result
in disciplinary action and/or cancelation of Purchase
Cardholder privileges; OMB Circular A-123, Appendix B,
Chapter 4, titled “Risk Management,” discusses disciplinary
actions that may be taken against Purchase Cardholders.

The purchase card shall not be issued to or used by contractor
personnel under any circumstances.

All purchase transactions made by a Purchase Cardholder must be
supported by a signed PR. The PR must be signed by a
responsible fiscal authority (Fund Certifying Official) and an
Authorized Requisitioner. There are two types of PRs: an individual
PR and a Bulk Funding PR. (b

(@) Individual PR — A document that deég?es the goods or
services to be obtained and on is of which a
procurement action is initiated. individual PR is an

authorization from a responsi ahauthority to obligate
funds for a specn urch @)‘ceed a specified sum.

(b) Bulk Funded@ -A Q Funded PR allows multiple
purch usm@a‘speouﬂed lump sum of funds
foras d of e. The Purchase Cardholder
receives a t%\z a responsible fiscal authority to
obligate f s'an an Authorized Requisitioner
&gmfym%the p ses serve a bona fide need.

A Fund @ufwr@cnal must determine the availability of funds
and a horij equisitioner must consent to the purchase prior
to tbﬂlardl&r placing any order for goods or services.

purchases made by a purchase card must be supported by an
accountable document (e.g., a purchase card receipt or a
telephone log entry that shows the date of purchase, name of
authorizing official, vendor name, item description, and the amount
of purchase).

State Sales Tax. Purchases by the Federal Government are
generally exempt from a State’s sales tax (the purchase card also
bears this notation). A toll free number is included on the back of
the purchase card for the merchant to contact if they have any
questions regarding sales tax. The U.S. Constitution specifically
prohibits states from charging the Federal Government taxes.
States will exempt any centrally billed accounts that are paid by the
Federal Government. States are well aware that the Federal
Government pays the bills directly for these types of purchases.
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(16)

°

(17)

(18)

(@)  The cardholder may also request that the APC provide him
or her with a copy of their State sales tax agreement letter or
the Web address. Federal Lands Highway Division
cardholders may request that their PCPC provide them with
the applicable sales tax information. If the PCPC cannot
provide the information, the PCPC may contact the APC.

(b)  Charges processed with sales tax must be resolved between
the Purchase Cardholder and the vendor/merchant.

(c)  The contractor bank (card issuer) cannot assist the
Purchase Cardholder in resolving disputes@ sales tax.

Merchants in the United States and its U.S. n; ies are permitted
to impose a surcharge on credit card pur . Asurcharge is a
fee that the retailer adds to the cost of r hase when a customer
uses a credit card, including the governrpent purchase card.
Surcharges are the result of a settl nt of litigation brought by a
group of U.S. retailers. all m a Il impose surcharges.
Merchants that do im t Ccha ust inform the purchase
card user before th(ﬂ rchase~ Merchafits must show surcharge
amounts on rec ven{\gh the merchant assess a

surcharge a . Q‘&

(a) Ifthe mer& ing in excess of 4 percent, the
cardholdSr can the merchant and have the merchant
adj su rge. If the merchant refuses to lower the

éoarg the cardholder can report that the merchant
@har ng.excessive purchase card surcharges.

(Q\Q Curr&ly, 10 States have surcharging restrictions:
California, Colorado, Connecticut, Florida, Kansas, Maine,
Massachusetts, New York, Oklahoma, and Texas.

Purchases that require prior administrative approval shall not be
made until the proper authority has approved the purchase(s). For
example, a waiver to use Online Money Transfer Services must be
approved by one level above the AO (see paragraph 7k of this
directive). Consult internal office operating procedures for further
guidance.

Purchase Cardholders shall review all potential acquisitions to

determine if the procurement can be accomplished through the use
of the Government Purchase Card Program (SmartPay 2).
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(@) If the vendor/merchant accepts the purchase card, the
purchase shall be made in accordance with procedures
outlined in the TAM and the FHWA Purchase Card Manual.

(b)  With the exception of items listed in paragraph 7k, the
purchase card may be used for over-the-counter, telephone,
and online purchases from participating vendors.

Rules governing the use of convenience checks.

(1)

(2)

3)

(4)

(6)

O’b

Convenience checks are for official use and shall only be used
when a merchant does not accept the purchase card or a Purchase

Order. C)

Convenience checks shall never be made p%l‘ to FHWA

employees. /\

Convenience checks are another way Glpaying for goods and
services and shall be treated the s as tie purchase card; the
same rules that govern purc C applicable to

convenience checks. A O (L

At FHWA Washi uarté?ﬁ *HAAM will be the only office
that has the a eé&gvemence checks.

(a) Purchase hol at FHWA Washington Headquarters
who ne ce checks must forward the request

thr ugm 6& AAM.

gasmn ces that do not have Purchase Cardholders with
&bﬂty to process convenience checks must forward
the r st through PRISM to the Lakewood Administrative
Service Team.

The processing of convenience checks via PRISM is
covered in an Acquisition Procedural Memorandum (APM).
APM-014A, titled “Processing of Convenience Checks for
FHWA Offices,” details the step-by-step procedures for
processing convenience checks via PRISM.

The contractor bank cannot assist cardholders in disputing
convenience checks; any concerns regarding purchases made with
convenience checks must be resolved directly with the vendor.

A stop payment request is permitted on a convenience check if the
convenience check has not been posted to the Purchase

Cardholder’s account; stop payment actions take 24 hours.
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(7)  When not in use, convenience checks are to be kept in a secured
area to protect the checks from being stolen or misused.

(8)  On a quarterly basis, AOs should conduct an inventory of unused
convenience checks. If any convenience checks are missing, the
contractor bank and the APC should be notified immediately. If
AOs desire to conduct more frequent inventories (i.e., monthly) of
convenience checks, that is strictly up to the discretion of the AO.

Rules governing the use of Online Money Transfer Services.
Purchases made utilizing online money transfer services (e.g., PayPal,
c2it by Citibank, EBay) are prohibited, unless approved level above
the AO. These purchases lack transparency (i.e., purﬁgs are often
categorized under general Merchant Category Cod d are not
covered under the bank’s disputes/charge back ures.

(1)  In FHWA, the APC or alternate APC fcfr},he Government Purchase
Card Program is considered as theév ove the AO.

(2) Touse Online Mon%ﬁ%s@e r purchases, FHWA

Purchase Cardhol ) rd request by email to the
APC and receiv @ova m the APC or alternate APC.

Unauthorized use o rd Prohibited Purchases. The
purchase card may not se e following types of purchases:

(1)  Personal B@iebA

(2) Cash nce

S R
3) A{&é bus,@oat, or train tickets;
(4) C)Rental or lease of motor vehicles;
(5) Meals, beverages, or lodging;

(6) Repairs, gasoline, or oil for GSA motor vehicles or other
commercially leased vehicles;

(7)  Promotional materials (unless the purchaser has specific statutory
authority);

(8)  “After the Fact” purchases (purchases made by an unauthorized
individual);

(9) Payments of attorney fees;
17



(10) Purchases of entertainment or recreation;

(11) Payments of personal membership fees;

(12) Payments of personal expense items, such as gifts for employees,
entry fees for contests, and medals or trophies (unless they fall
under the “Award/Incentive Programs”); or

(13) Open market purchases of items available from mandatory

sources.

Washington Headquarters Offices, which inclu
telecommunications, furniture, other accoun e-and/or sensitive
equipment, data communication lines, hard\%ﬁ, software, or
services. Please reference the FHWA Eﬂrc ase Card Manual for

procedures related to purchasing non %%pendable property at
FHWA Field Offices.

Notification of lost or stol w (§ e Purchase Cardholder
is responsible for securin&SQ or hewplrchasé/card. In the eventa
purchase card is lo he c ho[ders responsibility to
contact the card iss @ely

(1)  The Purchase C t forward written confirmation to their
AO and to the.§ g them that their purchase card was lost
or stolen an rd issuer has been notified;

(14) The purchase card cannot be used for non-ex;z;*ig’ble property at
I

(2) Federal@ands @way Division Offices’ Purchase Cardholders
must@rwar 'Qitten confirmation to their AO, to their PCPC and
he AP€] notifying them that their purchase card was lost or
C) len and that the card issuer has been notified.

Notification of lost or stolen convenience checks. The Purchase
Cardholder is responsible for securing their convenience checks. In the
event convenience checks are lost or stolen, it is the Purchase
Cardholder’s responsibility to contact the contractor bank immediately.

(1) The Purchase Cardholder must forward written confirmation to their
AO and to the APC, notifying them that their convenience checks
were lost or stolen and that the contractor bank has been notified.

(2) Federal Lands Highway Division Offices’ cardholders must notify
the contractor bank immediately. Federal Lands cardholders must
forward written confirmation to their PCPC and copy the APC,
notifying them that the contractor bank has been notified.
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(3)

To ensure that the lost or stolen convenience checks reporting
process is firmly adhered to by Purchase Cardholders, AOs should
conduct an inventory of unused convenience checks on a quarterly
basis. If any convenience checks are missing, the contractor bank
and the APC should be notified immediately. If AOs desire to
conduct more frequent inventories (i.e., monthly) of convenience
checks, that is strictly up to the discretion of the AO.

Reporting purchase card fraud.

(1)

(2)

©)

()

All Purchase Cardholders are responsible for reviewing their
purchase card account and the accompanying monthly statement
to look for indicators of fraud; if fraud is suspec%‘ﬁurchase
Cardholders should report the suspected fra ediately to the
contractor bank, their AO, and the APC. FA@QI Lands Purchase
Cardholders should report the suspect aud immediately to the
contractor bank, their AO, and their P ;in turn the PCPC will
report the suspected fraud to the A

All AOs are responsiblg,| @F r@& @L(k:rchase Cardholder’'s
g conv:

purchase card acmgﬁt inclu ience checks, if
applicable, and cc ylndmmthly statement to look for
indicators of f ; if is suspected, AOs should report the
suspected fraud i lat he Purchase Cardholder, the
contractor bank, he . Federal Lands AOs should report
the suspected ud im lately to the contractor bank, their

Purchase C nd their PCPC; in turn the PCPC will report
the suspe@d fr the APC.

If fr is d d, the Purchase Cardholder must report it to his or
spective AO, the PCPC (Federal Lands cardholders only), the
, and the Office of Inspector General. If the Purchase
Cardholder is not available, then the AO must assume the role of
the Purchase Cardholder and report the fraud to the APC and the
Office of Inspector General.

If fraud is detected, the Purchase Cardholder must immediately
dispute the transaction. The FHWA and the contractor bank will
resolve disputed charges in accordance with the terms of the
Governmentwide GSA Purchase Card contract.

If fraud is detected, the Purchase Cardholder must notify the
contractor bank to report the fraud. If the Purchase Cardholder is
not available, the AO assumes the role of the Purchase Cardholder
and then the AO must notify the contractor bank to report the fraud.
The FHWA and the contractor bank will resolve disputed charges in
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accordance with the terms of the Governmentwide GSA Purchase
Card contract.

p. Inactive Accounts.

(1)

()

(1)

(2)

(3)

The APC shall cancel inactive accounts unless there are
extenuating circumstances, such as the Purchase Cardholder being
designated a COOP cardholder. Other examples of extenuating
circumstances include expectations of future purchase
requirements after the retirement or separation of a primary
cardholder, or a change in responsibilities of the primary cardholder
due to reassignment.

The APC shall perform an annual review of purg%.sé card usage
and identify purchase card accounts that appear40 be inactive.
The APC shall provide the list of inactive a% ts, excluding
designated COOP cardholder account: ‘f\ s and PCPCs for
Federal Lands Purchase Cardholders. ?T}ae APC will request
justifications to retain the accountsgﬁ '\

N\

(a) Failure of AOSQ(Q'O ﬁ«equ stifications will result in

cancelatlon e ina acco

(b) Failure% nd RCPCS to provide required
justificat res ancelation of the inactive
accounts. ce of the PCPC, Federal Lands AOs
must prokide th@lred justifications or this will result in
the cé@ the inactive accounts.

Cancelatlon‘@pur@ card account.

he erptlon of lost or stolen purchase cards, the APC is

C) ponsible for cancelling any purchase card accounts under his or
he

r purview. In the case of lost or stolen cards, the contractor bank
will automatically cancel the purchase card.

The AOs or PCPCs must promptly forward an email or send a fax
to the APC to cancel any Purchase Cardholder’s account who:

(@) Retires, resigns, or dies; or

(b) Is terminated, reassigned to another position, or is no longer
qualified as a cardholder.

The AOs must ensure that the cardholder’s purchase card and
convenience checks (if applicable) were destroyed before the APC
can cancel the purchase card account. The AOs must confirm via
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(4)

email that the purchase card and convenience checks were
destroyed. The AOs must also confirm via email to the APC that all
purchase card transactions on the cardholder’s account have been
validated.

Federal Lands PCPCs and AOs must ensure that the Purchase
Cardholder’s purchase card and convenience checks (if applicable)
are destroyed before the APC can cancel the purchase card
account. The PCPCs must confirm via email that the purchase
card and convenience checks were destroyed. The PCPCs must
also confirm via email to the APC that all purchase card
transactions on the cardholder’'s account have been validated.

r. Validation of purchase card transactions. (bC)

(1)

(2)

(3)

Per the TAM, the AO must ensure that all @\ése Cardholders
validate account purchases and credits_ifémized on the
cardholder’s statements within 7 calenﬁ}p days after receipt of the
monthly statement. In the absence anned\or otherwise) of the

cardholder, the AO mus onci P se Cardholder’s

monthly statements WJ,m 7 @o ar after receipt.

(@) The “vali " is When both the Purchase
Cardh tch the transactions in the
electron with the supporting
documen oice, receipt, etc.) and agree that the
purcha are I and are being charged to the proper
acco sﬁ )

(b) the “validation process,” the Purchase

ard@er and the AO must respectively “approve” and
QO “final'approve” the purchase card transactions in the
)y  electronic banking online system.

The FHWA developed an APM to supplement the TAM. APM-024-
A establishes the criteria of a 21-day window to validate the
purchase card charges and credits; the 21-day window includes 7
calendar days for the Purchase Cardholder to “approve” the
purchase card charges and credits, and the AO has 14 days to
“final approve” the purchase card charges and credits after the
Purchase Cardholder has approved the charges and credits.

If the Purchase Cardholder and/or AO fail to validate the purchase
card transactions within the 21-day window, the APC can
“Voluntarily Close” the Purchase Cardholder's account or request
that U.S. Bank suspend the account until all applicable purchase
card transactions have been validated.
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(4)  The 45-day window to reconcile the purchase card transactions is
strictly based on the contractual agreement between DOT and the
contractor bank. If all purchase card transactions are not
reconciled within 45 days from the end of the billing cycle (the 19th
of each month), then the contractor bank will suspend the Purchase
Cardholder's account.

Termination of purchase card account due to repeated suspensions.
Purchase Cardholders are subject to termination of their purchase card
account upon repeated suspensions of their purchase card account within
a 12-month period. Per DOT’s agreement with the contracting bank, the
Purchase Cardholder and AO have 45 days from the end-of the billing
cycle (the 19" of each month) to validate the purchasq§) transactions
in the electronic system; if this task is not accompllm. ithin the 45-day
window (see Iltem (p) (4) of this order), then the se card account will
be suspended until the outstanding transactio re validated. The APC
is the final arbiter that determines if the Purc ase Cardholder’s account
will be terminated for repeated suspensnor® s detailed below:

(1)  First suspension. 4(0 OK q’Q

(@ No punltl tio Q(aken Bythe APC.

(b) The AP? li& rchase Cardholder and the AO
that the P hase older has one suspension on their

record. * QQ)

(2) Second é@}pe@a

(a) @fth Q@no valid justification or compelling extenuating
c1rcu tances, the Purchase Cardholder’s account will be

C)fb suspended for 60 days.

(b)  The Purchase Cardholder's AO must submit an email or
memorandum to the APC describing the circumstances that
caused the Purchase Cardholder to fail to reconcile the
purchase card transaction(s) within the 45-day window.

(3)  Third suspension.
(@) The Purchase Cardholder's AO must provide a written
memorandum to the APC on why the Purchase Cardholder

failed to validate the outstanding purchase card transactions
within the 45-day window.
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t. COOP Emergency Us

(1)

()

(b)  Ifthere is no valid justification or a compeiling explanation of
extenuating circumstances provided by the AO to the APC,
the APC will cancel the purchase card account.

(¢)  The purchase card account will not be terminated until the
Purchase Cardholder and the AO have completed the
“validation process” on the outstanding purchase card
transactions.

1 The “validation process” is when both the Purchase
Cardholder and the AO match the transactions in the
electronic banking system with the supporting
documentation (PR, invoice, receipt, etc.) and agree
that the purchases are legal and are being charged to
the proper accounting string. 0.)6

To complete the validation pr @& the Purchase
Cardholder and the AO n}?}a spectively “approve”

N

and “final approve” the p se card transactions in
the electronic banking dQIi e system.

%)
(d)  The Head of g@?@gr can request a
the

postponem elation,of the purchase card

account u re menNg nominated and trained. The
postpo nt wi for.Qo longer than 30 days.

e, 7

< ds-Q(\\Q

Headquart gr: %\‘ﬁces, Federal-aid highway Division

Offices, Federal Lafids Division Offices, Resource Center Offices,

and Adrgigistrat ervice Team Offices may designate a COOP

Purc Ca Ider. The designation of a COOP Purchase

C older @optional. The office’s AO may nominate the primary
holder or an alternate cardholder as the COOP Purchase

ardholder. Offices may request purchase cards for emergency
use without the need to use the cards on a recurring basis.

Requests for emergency use cards must contain an appropriate
justification citing the cardholder’s anticipated participation if the
COORP is activated. The COOP-designated cardholders must
maintain their eligibility by completing annual refresher training
requirements. The COOP-designated cardholders may continue to
use their cards during non-emergencies to purchase products and
services in accordance with the limits on their cards. For single
purchase limits during a contingency operation, refer to paragraph
7b(3)(a).
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u. FHWA liability for unauthorized use of the purchase card.

(1)  The FHWA is liable only for the authorized use of the U.S.
Government purchase card by an authorized cardholder.

(2) The FHWA is not liable for intentional use of a purchase card to
obtain items not authorized for purchase. This is considered an
attempt to commit fraud against the U.S. Government. The OMB
Circular A-123, Appendix B, Chapter 4, titled “Risk Management,”
discusses disciplinary actions that may be taken against Purchase
Cardholders. Improper, fraudulent, abusive, or negligent use of any
government charge card is prohibited. The Agency may impose
disciplinary action for purchase/charge card infra s, including
removal for serious or repeated infractions. Ap mate Agency
personnel may impose, but are not limited to,-the-following
administrative and/or disciplinary actions fo\ ligence, misuse,
abuse, or fraud:

(a) Immediate cancelatlon of th%grchaw\card

(b) Immediate disci rml {jél/ uthorized careless
ces ndi

ach case should be

use. Clrcurnﬁén
conside%e§¢ en minifg the proper type of corrective or

discipli , if any, which may be imposed.

Generally, fincreasingly severe penalties is
suitable. ces, the infraction may warrant the
most severe pe or a first offense. Disciplinary actions

incluéde t%r) t limited to, the following:

\k@ Verhally counsel and issue a letter of counselling or
rimand to the employee;

&)
(b.{\ 2 Deactivate, suspend, or cancel employee account;
C) and
3 Impose additional disciplinary actions deemed

appropriate by the Agency.

(c)  Liability to FHWA for the total dollar value of the
unauthorized purchase.

(d) A fine of not more than $10,000, imprisonment for not more
than 5 years, or both, under 18 U.S.C. 287.

V. Frequency of Purchase Card Program audits. The FHWA APC wiill
conduct quarterly audits. The audits may be on-site or off-site. The APC
will randomly select purchase card transactions for audit.
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(1) The cardholder or AO will provide all necessary documentation to
the APC within the given deadline.

(2)  For Federal Lands cardholders, the PCPC will collect all necessary
documentation from the cardholder or AO and provide the
necessary documentation to the APC within the given deadline.

W. COCO Waiver Requests. In accordance with the TAM, a COCO that
deems a waiver is needed from any requirement in this directive must
submit a written request justifying the need for an exemption to the APC.
As the technical expert for the Government Purchase Card Program, the
APC will review the documentation, provide guidance, if ded, and
either concur or non-concur before forwarding the reqvéfzr the waiver
through the Associate Administrator for Administrat'@; the HCA.

What are the responsibilities of the APC? The pr}cﬁ{/y\APC responsibilities
are:

S N
a. Overseeing FHWA participatiopg.the @g/mr@l:’urchase Card
Program by: .
OV
(1) Providing continﬁﬁg as 'svmze aﬁ&afdvice to Purchase

Cardholders a Os;
S

(2) Establishing Pur%s C rogram guidelines based on
procurement ruj%; and ations contained in the FAR, the TAM,
and DOT/%—T@\ oliciés;

(3) Providm@h for ﬁr discussion for any matters related to
Govefdmen hase card use;

b. Ser@@?the official liaison between FHWA, DOT, GSA, and contractors;

g Acting in an advisory capacity for cardholders and AOs;

d. Maintaining an up-to-date list of all cardholders and AOs, annotated with
limitations on single transactions and total transactions applicable to the

use of each purchase card;

e. Creating new purchase card accounts after reviewing and approving the
Purchase Cardholder’s application;

E Serving as a focal point for terminating existing purchase card accounts;

g. Establishing a new AQ’s hierarchy and/or changing the existing AO’s
hierarchy when requested by the Agency/office;
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Overseeing and maintaining Initial and Refresher Purchase Card Training
for Purchase Cardholders and AOs;

Performing procurement reviews of the Government Purchase Card
Program;

Receiving and reviewing written requests from AOs, and processing the
following changes in the applicable electronic banking system:

(1) Increasing and decreasing purchase card authorization limits,
(2)  Changing default accounting codes, and C)
(3) Changing cardholders’ reporting and proces%g erarchies;

Conducting periodic reviews of purchase card , identifying inactive
accounts, and determining whether each Pur e Cardholder has a need
for the purchase card;

Reviewing purchase card us o@&a he FAR, the TAM, the
FHWA Purchase Card M and er appl able procurement
regulations;

Revoking purchase ca CY Qﬁedl
NtraeN

DOT’s agreement Wlth
immediately revoked the &
discovered by th

AO, or APC); %} %

Momtonng@@vem@ check usage throughout the Agency; and

fraud or abuse is discovered; per
bank, the purchase card account is
cting bank if fraud or abuse is

ernal source (i.e., Purchase Cardholder,

@QHWA directives on the Government Purchase Card Program,
the A Purchase Card Manual, and StaffNet postings related to
purchase cards.

What are the responsibilities of the Federal Lands Highway Division Offices
PCPC?

a.

The PCPC acts as the official liaison between the Federal Lands Highway
Division Offices’ Purchase Card Program participants and the APC;

Other primary PCPC’ responsibilities include but are not limited to:

(1) Serving as a conduit between AOs, cardholders, and HAAM to
resolve purchase card-related issues;
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)

(3)

(4)

()

(6)
(7)

@)

(9)

(10)

Acting as audit liaison, ensuring internal and external audit requests
are handled properly;

Acting in an advisory capacity for Federal Lands cardholders and
AOs, serving as an in-house expert on purchase card issues;

Ensuring Federal Lands cardholders and AOs follow procurement
rules, regulations, policies, and procedures;

Ensuring proper procedures are followed before requesting
establishment of new purchase card account:

(@) Ensuring each prospective new cardholder@s completed
FHWA Purchase Card Training; (b

(b)  Assisting in completion of new cardhK%r’s’ purchase card
applications;

(¢) Coordinating with AOs to mune aperoprlate single

purchase limit an onthl it

(d)  Ensuring P \ase C@lolders d AOs understand their

responsub nd dardholders must sign a
Cardho g O ial Certification indicating that
they un X

(e) Forwardj ardholder package, including the
Tra nh@ m n Certificate, the Cardholder Application,
e Ca Ider/Approving Official Certification form to

@PC

C matm&hanges of cardholders’ AOs;

orking closely with AOs to determine if cardholders’ single
purchase and monthly credit limits require adjustments;

Coordinating changes with AOs on cardholders’ Default Accounting
Codes;

Reporting purchase card abuse immediately upon discovery, and, if
proven, recommending termination; and

Deleting Purchase Cardholder accounts:

(a) Ensuring all purchases have been reconciled (reviewed,
approved, and final approved),

27



(b) Ensuring the purchase card has been destroyed,

(c) Ensuring any unused convenience checks have been
destroyed,

(d)  Confirming destruction of the purchase card and
convenience checks via email to the APC,

(e) Submitting requests to close purchase card accounts to the
APC, and

(f) Ensuring Purchase Cardholders’ files are maintained for 3
years by the PCPC or AO. C)

10. What are the responsibilities of Purchase Cardholdersgn Os?

a. Purchase Cardholders are responsible for: /\

(1)

(2)

3)

(4)

Securely maintaining a pLQhase c@‘wogﬁf{gdmg all monthly

statements and recelpts

Safeguarding the p«@ase ¢ and ;ﬂéhase card account
number (and co ien cks 'Tfsafppllcable) at all times and not
allowing anyo ir p ase card, convenience checks,

or purchase ca d

Ensuring thatt fu é(;vallable prior to purchase by using the
purchase I orm DOT 4200.1);

Ensurl indi ual purchases and cumulative monthly
gj& exceed single purchase limits and monthly credit
respe

, by adhering to the limits authorized on the DPA

pur
Q@ihe COCO or the COCO’s designee;
(a)

A single purchase card transaction may consist of the
purchase of a number of individual items, the sum of which
(including any shipping costs) may not exceed the single
transaction purchase limit; an authorized purchase that
would exceed an individual cardholder's single purchase
limitation shall not be divided or "split" into two or more
transactions to stay under the single purchase limit;

(b)  When an authorized purchase exceeds a cardholder’s single
transaction purchase limit, the cardholder shall contact their
AQO; the AO can contact the APC via email and request a
temporary increase in the cardholder’s single purchase limit
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)

(6)
(7)

(8)

(10)

(11)

as long as the total requirement does not exceed the micro-
purchase threshold of $3,000;

Ensuring that all purchases are authorized and executed in
accordance with applicable regulations, policies, and procedures,
such as the avoidance of using the purchase card for “after the fact”
purchases;

Ensuring that sales taxes have not been charged;

Reviewing their monthly statement in order to approve or dispute
transactions, reallocate lines of accounting, and submit transactions
to their respective AO; C)

Printing out the monthly statement, attachingﬂ decumentation
(such as PRs, receipts, invoices, and any applicable
documentation), and signing and datin?ltij atement;

Submitting the monthty statement sup bggng documentation to
the AQ;

Contacting the AP@PC (QCPC Federal Lands

cardholders) wit s or’bLaNtcahons concerning
purchases; an

Per the FAR, Pa ra 3 and the FHWA Purchase Card
Manual, the P hase older must maintain monthly
statements, es Ipts, and other supporting documentation
for 3 year ar 4.703 states that except as stated in
ntrac rs shall make available records—which includes
ocu s, accounting procedures and practices, and other

egardless of type and regardless of whether such items are
ritten form, in the form of computer data, or in any other form—

C)and other supporting evidence to satisfy contract negotiation,

administration, and audit requirements of the contracting agencies
and the Comptroller General for 3 years after final payment, or, for
certain records, the period specified in 4.705 through 4.705-3,
whichever of these periods expires first.

AOs are responsible for:

(1)

(2)

Determining the appropriate dollar amounts of single purchase
limits and monthly credit limits;

Reviewing monthly statements and applicable documentation such
as PRs, purchase card receipts, invoices, and any other applicable
documentation submitted by the Purchase Cardholder;
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(3)  Verifying that all purchases by Purchase Cardholders are
authorized and that large purchases of supplies and/or services
have not been split into smaller purchases as not to exceed the
simplified acquisition micro-purchase threshold or the single
purchase limit authorized by the DPA;

(a) A single purchase card transaction may consist of the
purchase of a number of individual items, the sum of which
(including any shipping costs) may not exceed the single
transaction purchase limit. An authorized purchase which
would exceed an individual purchase cardholder's single
purchase limitation shall not be divided or "gplit" into two or
more transactions to stay under the singlg@chase limit.

(b)  When an authorized purchase exc g Purchase
Cardholder’s single transaction pyreghase limit, the Purchase
Cardholder shall contact their A e AO can contact the

APC via email and request mcrease in the
Purchase Cardh s sm Ilmit as long as the
total requirem xc € micro-purchase

threshold of

(4)  Determining t rdholders purchases are made
according to ap I1 re s, policies, and procedures;

(5) Ensuring that urch ardholders validate and approve
purchases&@c d@n a monthly basis;

(6) Ensun atE\g roper lines of accounting have been charged;

(7) @Appro@l” of all Purchase Cardholders’ transactions on a
C)fbe thly basis (unless the transaction is being disputed);

(8) Signing the printed monthly statement and attaching all PRs,
receipts, invoices, vouchers, and other related documentation;

(9) Per the FAR, Part 4, Paragraph 4.703, and the FHWA Purchase
Card Manual, the AO or PCPC (Federal Lands only) must retain,
for auditing purposes, monthly statements and related supporting
documentation for 3 years for Purchase Cardholders who no longer
have active purchase card accounts. Paragraph 4.703 states that
except as stated in 4.703(b), contractors shall make available
records—which includes books, documents, accounting procedures
and practices, and other data, regardless of type and regardless of
whether such items are in written form, in the form of computer
data, or in any other form—and other supporting evidence to satisfy
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(10)

(13)

contract negotiation, administration, and audit requirements of the
contracting agencies and the Comptroller General for 3 years after
final payment, or, for certain records, the period specified in 4.705
through 4.705-3, whichever of these periods expires first;

Notifying the APC if the Purchase Cardholder’s status has changed
(e.g., termination or no longer participating in the program); Federal
Lands AOs must notify their PCPC if the cardholder’s status
changes and the PCPC in turn will notify the APC,;

Notifying the APC if the cardholder’'s contract warrant has expired
or has been revoked—the APC may reduce the purchase limits;

Initiating the appropriate action if a Purchase Ceﬁ&lder uses the
purchase card in an unauthorized manner, ag tifying the APC of
the action; Federal Lands AOs must noti PCPC if the
cardholder uses the purchase card in ad iRappropriate manner and
the PCPC will in turn notify the APC; an

On a quarterly basis, co‘?cttn%oq)nvéaw of unused

convenience checks~ ce checks are missing,

immediately notify, n%v d the APC—if AOs desire
ntor

to conduct mor '(‘l e., monthly) of convenience
checks, that i&ﬁlctl @e‘cretlon of the AO.

11.  Where can | find additional i%rma i Qbout the Purchase Card Program?
For additional information t the hase Card Program, the FHWA

Purchase Card Manualg 'ab@énline in StaffNet.

QQ}Q o‘\% /ZQ //%/w?

@Q Victor M. Mendez

C) Administrator
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