

PSC Purchase Card Supplements
The Purchase Card Guide Version 2.0 is amended as follows:

I.
G.
Key Responsibilities – Cardholders (page 6) – The issuance and usage of convenience checks is prohibited under the PSC Purchase Card Program. 
II.
A.
Selection and Appointment of A/OPCs, Approving Officials, and Cardholders 

3. (bullet 7) (page 11) - The PSC Purchase Card Program prohibits the use of convenience checks. 

II.
C.
Account Setup
1. Purchase Cards (page 14) – AOs and cardholders must submit their application and training certificates to the A/OPC.

II.
D.
Account Maintenance
5. Other Changes to Accounts (page 16) – The OOCs are defaulted in MACCS as 266L and may be updated by the cardholders when registering or the AOs when approving their individual transactions. 
II.
F. 
Card and Account Security
If the card is lost or stolen, the cardholder must immediately notify the AO, A/OPC, by email, and by telephone, the servicing bank.

III.
A.
Cardholder Process for Micropurchases
16. Register Purchase Information in Log (page 36) – …the cardholder must register the purchase in the purchase card log (either electronically using the MACCS (Managing Accounting Credit Card System) Log Purchase and Match Log or a paper log in another system that may be printed and kept in the purchase card file).  MACCS Cardholder and Approving Official s
III.
A.
Cardholder Process for Micropurchases
17.
Maintain Monthly File for Receipts and Other Documentation (page 36) – Each cardholder should keep their files in some organized fashion for the entire fiscal year.

III.
A.
Cardholder Process for Micropurchases
20.
Receive Monthly Bank Statement (page 38) – The PSC uses the MACCS system to receive monthly bank statements (Log in to MACCS, Reports – Invoice Detail – Cardholder).
III.
A.
Cardholder Process for Micropurchases
21.
Reconcile Monthly Purchases with Bank Statement (page 38) – The PSC uses the MACCS system to reconcile monthly purchases (Processing – Transactions).

III.
D.
Convenience Checks   1.  Convenience Checks (page 41-43) – The issuance and usage of convenience checks is prohibited under the PSC Purchase Card Program. 
III.
E.
Property Accountability (page 44) - Add link for PERSONAL PROPERTY POLICY GUIDE  https://assetweb.psc.gov/Policies/PolicyGuide%20current.pdf
IV.
C.
Reviews, Surveillance, and Reporting (page 51) – working with bank to get updated list of reports to replace table 5.  Table 5 is the old reports from when we were on the CARE system through US Bank.  Most of the HHS OPDIVS have already converted to the US Bank Access online system.
Appendix B.  Templates (B-1)
· PSC Delegation of Procurement Authority (attached separately in WordPerfect File)
Appendix D.
Purchases Requiring Special Attention
Appendix D. Purchases Requiring Special Attention
The products and services in the table below have certain restrictions on purchases when using the card. Card purchases are permitted under the HHS Purchase Card Program provided the cardholder follows the conditions/restrictions in the Remarks column. The products and services requiring special attention are applicable to non-contracting cardholders. Contracting personnel who have been issued cards may use them in accordance with their contracting authority, OPDIV contract office procedures, and contractual terms and conditions, subject to Appropriations law and Federal and HHS Acquisition Regulations.  

PSC Procedures are in Blue.
	Product or Service
	Remarks

	Architect/Engineering services
	Must be $2,000 or less and simple enough to describe verbally and without drawings or specifications. Pre-approval required per OPDIV procedures.

	
	No pre-approval required.

	Audio-visual services
	Require pre-approval per OPDIV procedures. For audio-visual services intended for public release, HHS public affairs reviews and clearances must be obtained in accordance with OPDIV procedures.

	
	Purchase card file must contain written approval (e-mail acceptable) from public affairs office.

	Bottled water
	Generally prohibited unless OSHA, a local water authority, or an authorized OPDIV organization has declared the water in your location to be unsafe, or if required to protect life or property. The cardholder must document the authority in their purchase card file.

For policy and exceptions, see HHS Memo dated Oct 12, 2004, subject Purchase of Food for Government Employees; and HHS Memo dated Jul 26, 2005, subject Departmental Policy on Use of Appropriated Funds for Food at HHS-Sponsored Conferences
See OPDIV guidance for approval procedures for exceptions.

	
	No separate PSC Purchase Card Guidance.

	Business cards
	Permitted, but must follow OPDIV guidance and ordering procedures. Must use JWOD-approved source(s) to purchase business cards.

	
	No separate PSC Purchase Card Guidance.

	Camcorders/video cameras
	Require pre-approval per OPDIV procedures

	
	No separate PSC Purchase Card Guidance.

	Computers (laptop and desktop)
	Require pre-approval by OPDIV Chief Information Officer (CIO) Office. Follow OPDIV property management procedures.

	
	Computers for Small OPDIVs are managed through the ITSC.   PERSONAL PROPERTY POLICY GUIDE  https://assetweb.psc.gov/Policies/PolicyGuide%20current.pdf

	Construction services
	Must be $2,000 or less and simple enough to describe verbally and without drawings or specifications. Pre-approval required per OPDIV procedures.

	
	Construction in Government buildings must be coordinated through the facilities office.  The purchase card file must contain the approval of the facilities office.

	Consultant services
	May use the card or convenience checks to pay for the consultant’s fee. If travel cost appears as a separate line item on the consultant’s bill, the card cannot be used to pay for the travel costs; the Travel card must be used instead. Document all charges in the purchase card file.

	
	Services must be simple enough to describe verbally.   Total cost inclusive of travel shall not exceed the cardholders single purchase limit.  Multiple use of the same consultant should be coordinated and procured through the PSC acquisitions office even if each request does not exceed the Single Purchase Limit.

	Decorations for common areas (art items, photos, plants and flowers, etc.)
	Permitted if authorized per OPDIV procedures

	
	Purchase card file must include approval one level above the cardholder.

	Ergonomic and medical purchases (footrests, backrests, wrist supports, special chairs, lighting, etc.)
	Requires pre-approval per OPDIV procedures

	
	Purchase card file must include written justification of need.

	Food
	Food purchases are generally prohibited. For policy and exceptions, see HHS Memo dated Oct 12, 2004, subject Purchase of Food for Government Employees; and HHS Memo dated Jul 26, 2005, subject Departmental Policy on Use of Appropriated Funds for Food at HHS-Sponsored Conferences
See OPDIV guidance for approval procedures for exceptions.

	
	All waiver requests should be processed through the HHS, Office of Acquisition Management and Policy,  Division of Acquisition Policy on 202-690-7079.   Please contact the A/OPC three (3) days in advance of purchase or event in order to have the Merchant Category Code changed on the purchase card to allow the purchase of food.

	Furniture and furniture components
	Requires pre-approval per OPDIV procedures. 

	
	No separate PSC Purchase Card Guidance.

	Gifts cards and gift certificates
	Permitted for employee awards and award ceremonies in accordance with Office of Personnel Management and HHS Human Resource Office policy.

The purchase of gift cards/certificates for employee awards is subject to the following limitations:

· The OPDIV must have a formal awards and recognition policy that authorizes the use of gift cards or certificates
· At a minimum, the OPDIV policy for gift cards/certificates must include procedures to record and track the purchase and issuance of all gift cards and certificates 

The purchase card may also be used, in accordance with OPDIV procedures, to purchase gift cards and certificates as honoraria for private sector personnel who provide speeches, lectures, serve as panel members, etc., at HHS functions.

	
	PSC Gift Policy listed on http://intranet.psc.gov/

	Hazardous materials or controlled substances
	Requires pre-approval per OPDIV procedures

	
	No separate PSC Purchase Card Guidance.

	Maintenance and service agreements
	See Advance payments above and Recurring requirements below. Generally, maintenance and service agreements should be established by the OPDIV contracting office. The total estimated cost of the agreement determines the authority level for who may enter into such agreements, not the individual monthly costs. Cardholders may use the card to pay monthly costs under maintenance agreements, provided the agreement allows for the use of the purchase card, and amounts are within cardholder limits. If maintenance involves construction, payments under the card are limited to a maximum of $2,000. 

All services that have been billed must be completed before the Government pays the invoice so as avoid an advance payment situation, and to preserve HHS’ disputes rights. If the services to be obtained will extend into future billing cycles (and the merchant will not accept incremental payments), the card cannot be used for payment. Orders must not be split to allow the card to be used.

See OPDIV procedures for any exceptions and additional guidance.

	
	Monthly payments are allowed but total amount of yearly services must not exceed the Single Purchase Limit.

	Moving services
	Pre-approval required per OPDIV procedures

	
	No pre-approval required.

	Promotional items (buttons, mugs, balloons, etc.)
	Prohibited, unless permitted by the OPDIVs statute to further the program objectives. See also CFC promotion.

See OPDIV procedures for guidance.

	
	No separate PSC Purchase Card Guidance.

	Recurring requirements for services
	Recurring requirements for services must be processed by the OPDIV contracting office in order to obtain greater efficiency and negotiate terms, conditions, and savings. For example, if a service is required every month, an overall service agreement should be negotiated and awarded by the OPDIV contracting office in lieu of purchasing the service on a stand-alone basis each month. The card may be used to pay for monthly services under an overall service agreement, if provided for in the agreement and within the cardholder’s purchase limits.

See OPDIV guidance for any exceptions.

	
	Recurring services with a yearly cost under the Single Purchase Limit may be processed with a purchase card and paid monthly.  Multiple use of the same contractor should be coordinated with the PSC Acquisitions Office even if each individual purchase does not exceed the Single Purchase Limit.

	Telephone/telecommunications services
	Pre-approval required per OPDIV procedures

	
	Blackberry services for Small OPDIVs are managed through the ITSC.  Cell phones and calling plans may be purchased but total amount of yearly service may not exceed the Single Purchase Limit.

	Training
	Permitted for FTEs only. Pre-approval required per OPDIV procedures.

	
	Training should be coordinated through the OPDIV Training Coordinator. 


