SECTION D                                                                                   PAGE 12D-103
number. The cardholder verification process must be completed within seven calendar days in order to provide sufficient time to allow for subsequent approving official review.  To facilitate reconciliation, the Finance Center sends out a weekly credit card report that shows the vendor name, transaction date, transaction amount and document number suffix for each transaction. After cardholders verify their purchases, they sign in the “Reviewed By” space on the last page of the monthly statement.  All accountable documentation (or legible copies of the originals) should be placed in the order the charges appear on the statement and stapled (not paper clipped) behind the upper left hand corner of the statement and forwarded to the approving official.  Do not forward accountable documentation separately from the statement to the Finance Center.  Inform the vendors not to send invoices to the Finance Center. 

Note:  Accountable documentation for purchases made with convenience checks is the same as for purchases made with the purchase card but must also include a copy of the written check.

Purchases, which do not include copies of accountable documents, will require special certification providing an explanation why the accountable document is not available and a certification that the purchase was authorized and received in acceptable condition.  The special certification must be signed by both the cardholder and approving official.

9.d.  It is the responsibility of the cardholder to dispute any billing discrepancies that appear on the monthly statements.  Typically, disputes arise from defective or unsuitable delivered merchandise, non-delivery of merchandise, questionable charges, duplicate billings, and unauthorized charges.  Cardholders should first try to resolve the problem by contacting the merchant.  This approach has the most potential for quick, efficient resolution of the issue.  If the problem cannot be reasonably resolved with the merchant, then the cardholder should submit a “Dispute Form” to Bank of America.  The “Dispute Form” must be filed within 60 days of the date of the statement containing the disputed transaction.  A copy of the “Dispute Form” should also be included in the accountable documentation sent to the FINCEN.

9.e.  The approving official must then review each of the cardholder's statements and verify that all transactions made were in the interest of the Coast Guard and that all purchases were made in accordance with the Simplified Acquisition Procedures Handbook, and mandatory sources of supply. The approving official will write "A/O" directly below the cardholder's signature and sign and date each statement.  All certified statements (with the accountable documentation as explained above) will then be forwarded to the Finance Center within 7 calendar days.  This will allow approximately 10 days for the Finance Center to receive and process the statements in order to meet the requirements of the Prompt Payment Act.  The address for submission of statements is:
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Purchase Card

USCG Finance Center

P. O. Box 4107

Chesapeake, VA  23327-4107

For those units that have the equipment, you may prefer to scan your signed statement and the required documentation, upload them to your workstation as a .pdf or as a .jpg file and then send them to the Finance Center as an attachment to an E-mail.  Each individual statement and its documentation should be included in one .pdf or .jpg file.  Do not send multiple statements in one file and do not send multiple files for one statement and its documentation.  Please remember, if you choose to do this, that all back-up documentation requirements listed in paragraph 9.c above still apply.  We ask that your subject line be the region of the line of accounting associated to the card the statement is for.  If more than one statement is attached, indicate the number of statements in the subject line also.  Example:  "2 - Region 6 statements". Your E-mail should be sent to BoAstatements@FINCEN.uscg.mil.

9. f.
In the case of travel or leave when the cardholder or approving official will not be available for certification or verification/approval at the time the statements are due, arrangements must be made for such activity to be handled by another individual to aid timely processing.  Please remember when making these arrangements that the one signing for the approving official must be at least one supervisory level above the cardholder.  The responsible individual should sign the back of the statement for the other person and indicate why that approving official or cardholder is not available to sign.  The absent person will counter sign the unit's copy upon return.

g. If a particular cardholder statement certification is delayed due to unusual or unforeseen circumstances, a copy of the statement with an explanation for the delay written on it should be submitted to the FINCEN in a timely manner.  The original should then be submitted as soon as possible thereafter. 

h.
OTHER INFORMATION CONCERNING THE SMALL PURCHASE CREDIT CARD 

(1)
There are two embossed lines on a credit card.  The first line is for the cardholder’s name, and the second line defaults to “USCG B239641”, the Coast Guard’s tax-exempt identification number.  However, if the cardholder desires to place other information on the second line to make the card more readily identifiable, then this information should be provided to the APC.  The APC should enter this information in the Cardholder Name field of the Centrally Billed Account Setup Form that is sent to Bank of America.  The second embossed line has a maximum length of 26 characters.
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