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REASON FOR ISSUE:  To formalize Veterans Benefits Administration (VBA) financial procedures on use of the Purchase Card Program for chapter 31 procurements.



SUMMARY OF CONTENTS/MAJOR CHANGES:  This circular sets forth the guidelines and procedures for VBA payments of chapter 31 purchase card procurements..



RESPONSIBLE OFFICE:  The Office of Resource Management, VBA Finance and Administrative Services Staff (241) and the Administrative and Benefit Accounting and Reporting Team (241A).



RELATED DIRECTIVES:  None.



RESCISSION:  None



By Direction of the Under Secretary for Benefits









						Jimmy L. Wardle

						Acting Director, Office of Resource Management







Distribution:  RPC 2460
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PURPOSE:  This circular provides instructions for chapter 31 purchases using the Purchase Card Program set up within the Veterans Benefits Administration (VBA).  This circular applies to all regional offices.



REFERENCES:  International Merchant Purchase Authorization Card (IMPAC) Purchase Card Procedures Guide, February 1996.



GENERAL:  Current Department procedures allow VBA to use the purchase card for the acquisition of goods and services that are acquired through simplified acquisition procedures.  It is Departmental policy that operating components use this procurement/payment tool to the maximum extent to help reduce workload and paper processing.  Commercial purchase cards may be issued at any management level and organizations may be issued more than one card.  Paperwork in support of purchase card procurements should be reduced to the minimum necessary to maintain adequate internal controls and supporting documentation.



GUIDANCE: A special costing mechanism has been established in the Financial Management System (FMS) to provide for accountability of purchase card procurements.  The following guidelines apply to all chapter 31 cardholders:



a.	Chapter 31 purchase cards will be used for payment of chapter 31 tuition, fees, books, supplies, and equipment ONLY.  All applicable payment regulations are still in effect.



b.	NO contract counseling procurements or payments will be made using purchase cards.  Another payment mechanism has been established for contract counseling payments using different Budget Object Codes (BOC) which will allow better activity based costing.



c.	BOC 4177 has been established for chapter 31 purchase card procurements (other than contract counseling).  BOC 4177 in FMS is equivalent to cost code 3577 in the BDN (Target) system.



d.	Purchase card procurements for chapter 31 will be paid by the Financial Services Center (FSC) on a daily basis and charged directly to the 36X0137 fund in FMS.  No benefit transactions (06A) will be necessary at the field stations.  Funds will be budgeted at the VACO level only for purchase card procurements.
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e.	Master Accounting Codes



�Digits�Fields�GOE�Chapter 31���������1-3�Station No.�XXX�XXX���4-5�Blank�Blank�Blank���6-11�Fund�0151A1�0137NS���12-20�ACC Code�000039300�0137000CC���21-26�Cost Center�309300�308000���27-30�BOC�2620�4177���31-32�Admin. Office�20�20��

		(Digits 6 through 32 will always be the same for chapter 31 cards)



f.	Stations must ensure the master accounting code in the Purchase Card Contractor’s system for each chapter 31 purchase card is in agreement with the format shown above in subparagraph e.



g.	All credit cards that DO NOT have the proper master accounting code established will be defaulted to GOE ACC code 000099CV.



REPORTS:



a.	The Purchase Card Contractor shall issue chapter 31 purchase cards to appropriate VA employees as requested by the Program Coordinator, provide statements of account to cardholders, and issue account activity and other reports to the Finance Activity.



b.	Chapter 31 cardholders must reconcile their statement of accounts in a timely fashion.  Cardholders are also responsible for keeping supporting documentation of purchase card procurements and resolving billing errors or disputes.  In case of disputes, the cardholder must attempt to resolve the issue with the vendor.  They must also immediately notify the Approving Official and Finance Activity of the dispute.  If the dispute can not be resolved within 30 days, the cardholder must complete the dispute form and forward it to the purchase card contractor.



c.	The Approving Official is responsible for certifying that all procurements are legal, proper items received, and ensuring the cardholder is maintaining documentation to support purchases.



d.	The FSC will provide monthly reports summarizing the daily activity for each calendar month to stations.
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e.	The Finance Activity will establish a pending file to track disputed items and perform necessary follow up action.  In addition, the Finance Activity will perform monthly reconciliation of expenses charged to the station with supporting documentation.  Cost adjustments (if needed) will be accomplished using the Credit Card System (CCS) or FMS on-line data entry, on a monthly basis to ensure accuracy of financial statements.



RESCISSION:  None.
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