GOVERNMENT-WIDE COMMERCIAL PURCHASE CARD PROGRAM

REAL ESTATE AND FACILITIES CONTRACTING OFFICE

AGENCY PROGRAM COORDINATOR

PURCHASE CARD ALERT NUMBER 2

THIS ALERT IS APPLICABLE TO:


APPROVING OFFICIALS






CARDHOLDERS


SUBJECT:  Distribution of Approving Official Statements

Effective FY 03 (October 02), Installation Accounting Division (IAD), Budget and Finance Division (B&FD) will not retain the backup for the monthly invoices.  The original invoice only (no cover memo necessary) should be forwarded for payment ASAP.  If original invoice is not signed by the Approving Official, then a copy of the invoice, with signature, should be forwarded within 10 days to Room 3B269.  B&FD will only maintain files of original invoices and approving signatures.  All Cardholder Statement of Accounts, receipts, internal control logs, etc., should be held and managed by the approving official as their official supporting documentation.  

Any additional documentation received by IAD will be shredded.  It was never the intent of IAD to receive the backup, but we have been filing this with the original invoices.  With the addition of so many more accounts during the last year, we no longer have the personnel or space to maintain these records. 

RE&F CUSTOMERS ONLY:

The only additional info to be forwarded to B&FD should be the distribution of costs.  The distribution of costs should not be attached to the invoice.  Preferably, they should be sent as an email to B&FD/IAD.

Thanks for your cooperation.

PLEASE – IF YOU RECEIVED THIS E-MAIL AND YOU ARE NOT AN APPROVING OFFICIAL OR A CARDHOLDER, LET US KNOW BY RETURN E-MAIL SO WE WON'T BOTHER YOU WITH ANY MORE OF THESE ALERTS.
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