US Coast Guard Finance Center

Purchase Card Post Payment Audit Procedures

Department of Homeland Security OEs

The Coast Guard Finance Center (FINCEN) will be servicing various Organizational Elements (OEs) within the Department of Homeland Security for the US Bank Purchase Card Program.  FINCEN will process the purchase card transaction data for these OEs through our Consolidated Billing System (CBS) and will make payment daily for each OE to US Bank.  The post-payment audit procedures are as follows:

1. Each OE must provide a copy of their Purchase Card Program procedures to FINCEN.  Procedures for follow-up on lost/stolen cards, disputes and any identified improper charges should be included.  They will also need to supply any OE specific authorizations/restrictions on purchase card purchases.

2. Each OE must provide to FINCEN the name and telephone number of a POC responsible for audit issues.  This POC will be copied on requests for audit documents and notices of uncertified statements.

3. Each POC must provide a spreadsheet of their cardholders that have procurement authority above $2500 and must provide quarterly updates.  Please make sure the spreadsheet is in alphabetical order by the cardholder’s last name.

4. Cardholders will verify all transactions on their monthly statement via CARE.  By completing the verification, the cardholder is stating that charges are correct, no taxes were included and all of the goods/services were received.  This process should be complete within 7 days of the date of the statement.

5. Approving Officials will certify all of their cardholders’ statements via CARE.  By completing the certification, the approving official is stating that all purchases were made in compliance with OE procurement regulations and were for the use of the OE.  This process should be complete within 14 days of the date of the statement.

6. FINCEN will run periodic reports to make sure approving officials are set up correctly, i.e. one supervisory level above the cardholder, not approving their own accounts, etc.

7. FINCEN will send notices to the approving officials of any statements that are not verified/certified on the first day of the month following the statement date.

8. FINCEN will request audit documentation for transactions selected as follows:

· All transactions $2500 and greater

· A random sample of transactions under $2500

· Transactions deemed questionable according to the Merchant Category Code (MCC) – Each OE can forward to FINCEN a list of MCCs they want to be reviewed more closely and they will be flagged in CBS.

· Transactions that appear to be split in order to exceed procurement authority or single purchase limits

9. Requested documents must be faxed to 757-523-6719, ATTN: DHS P Card Audit Team or mailed to:

DHS P Card Audit Team

USCG Finance Center

P. O. Box 4107

Chesapeake, VA 23327-4107


10.  The documents requested for audit will be reviewed for the following:

· Charges $2500 and greater - does the cardholder have procurement authority to make the purchase?  

· Do the amounts on the receipts/documents reconcile with the amounts on the statement?  Were taxes or freight paid?  If freight was paid and it exceeded $100, was a copy of the carrier's invoice included?

· Were the purchases made in accordance with Federal Appropriations Law?

· Was the transaction part of a split purchase?

· Were any OE specific authorizations required?  (i.e. pre-authorization for refreshments purchased for a training session)

For any questions please call: 757-523-6743
