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(c)
Cost Accounting:  A unit must submit a PES Report Error form to FINCEN (OGP) if it desires to change the assigned object class code or cost center for a transaction(s) to a different object class code or cost center.  A copy of the monthly small purchase credit card statement, highlighting the item(s) to be changed along with desired object class code or cost center, must be attached to the PES Error form.  These changes, which affect only the object class code, will only be made for items costing more than $500 and after the credit card charge has been posted to DAFIS.

(d)
Nonexpendable Property Purchase:  Nonexpendable items purchased with a Purchase Card must be brought to the attention of the property custodian or property officer.

(e)
Lost/Stolen Cards:  Cardholders must report lost or stolen cards to Bank of America’s Government Card Services Unit (GCSU) at 1-800-472-1424 (domestic toll-free) or 1-757-441-4124 (international collect).  A replacement card with a new account number will be sent to the cardholder within 24 hours domestically and 48 hours internationally.  Cards reported lost or stolen are immediately blocked from accepting additional charges.  Any unauthorized charges must be disputed.

(f) Cardholders/Approving Official Set Up and Maintenance Applications:  These forms are approved by the Agency Program Coordinator (APC) for each unit and forwarded directly to Bank of America.  The Centrally Billed Account Setup Form is used to create a new credit card account.  APCs should not provide the accounting line to be assigned to a card to Bank of America, but instead report the accounting line to the FINCEN via e-mail to purchasecard@fincen.uscg.mil.com.  Changes to any of the cardholder information on an existing account, except for the accounting line, should be reported to Bank of America on the Centrally Billed Account Change Form.  Accounting line changes should only be reported to the FINCEN.  To create a new approving official account, APCs should submit a “Hierarchy Structure Change Request” form to Bank of America.  Once the bank notifies the APC of the new hierarchy level 6 number,  the APC should  then submit a Point of Contact Information form to the bank for this new hierarchy level.  This form will contain the approving official’s name, address, and phone number, and can also be used to establish EAGLS access for the new approving official.  If an existing approving official is going to be replaced, then the APC only needs to submit the Point of Contact Information form for the already existing hierarchy level 6 with the new approving official information.

(g) When a unit prepares a Blanket Purchase Agreement (BPA) and pays by small purchase credit card, copies of the agreement should not be mailed to the FINCEN.  Payment made by the bank will be document type 32 instead of document type 26 or document type 38.  For more information, see COCO Alert 01-40 at the G-CPM website http://cgweb.comdt.uscg.mil/g-CFP/g-cpm/prohome.htm. 
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The following applies to the payment of BPAs.



Payment by P-Card:  When payment is accomplished via P-Card, payment  to 

            the vendor will be made by the P-Card issuing bank, and the Fincen will pay the
            P-Card issuing bank on a daily basis.  On a monthly basis, the vendor shall 

            submit an invoice to the Contracting Officer.  The P-Cardholder is responsible
            for reconciling the vendor invoices with the monthly Statement of Account in
            accordance with currently established P-Card procedures.  P-Cards may be 

            used for payment on BPAs with call limits of up to the simplified acquisition
            threshold, or $100,000 or less.
            Payment by C-Check:  When payment is accomplished via C-Check, the 

            vendor will submit an invoice to the Ordering Officer.  The P-Cardholder who
            placed the order shall verify invoice information and prepare and send a check
            payment on a monthly basis.  Procurement Requests are not used when  

            paying by C-Check. C-Checks may only be used for payment on BPAs  with call
            limits within the micro purchase threshold, or $2,500 or less ($2,000 or less for
            construction orders.)
            Payment via the P-Card is the preferred method over C-Checks since the 

            issuing bank charges a fee of 1.9% of the value of each check written.  

            Units should encourage vendors to accept the P-Card since payment is 

            processed by the bank within 24 hours.
            Do not send copies of BPAs that are established for payment by P-Card or
            C-Check to the Finance Center. Also do not send copies of orders or 

            invoices placed and/or received against such BPAs.  This will eliminate the risk
            of double billing or double payment.
(h) Improper purchases:  If an improper purchase is made using the purchase card and reimbursement is to be made do not send a remittance directly to Bank of America.  Annotate the statement indicating that an improper purchase was made and identify which purchase was improper.  A copy of the annotated statement and a cashier check or money order made out to the U.S. Coast Guard should be mailed to:






U.S. Coast Guard






OTHERS






P.O. Box 640626






Pittsburgh, PA 15264-0626

10.
Sample Forms:  See Figures 12D-54 and 12D-54a.

11.
PES Report:
                                              TRANS      BATCH         COST        OBJ                           UNDELIVERED       ACCRUED

           DOCUMENT ID          CODE      NUMBER     CENTER    CLASS    COMMIT           ORDERS             EXPEND      EXPEND
   32021234B1230012            189       02035FQR2     12345         2674         0.00                    0.00                      0.00            50.00
12.
References:
a.
COMDTINST M4200.13,  Simplified Acquisition Procedures Handbook.

b. Bank of America Government Card Services Unit (GCSU) Reference Guide

available at http://thd.bankofamerica.com.  
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