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1. PURPOSE. To provide a process guide for creating, processing and receiving Purchase Card
orders for the USCG.

2. ACTION. This process guide applies to USCG personnel utilizing the Government Purchase
Card for micro purchasing. Internet release is authorized.

3. DIRECTIVES AFFECTED. None.




4. DISCUSSION. This process guide provides field level how-to’s for processing creation of
Purchase Card orders in the Coast Guard.

5. DISTRIBUTION. No paper distribution will be made of this Process Guide. An electronic
version is posted to the CG-913 Portal at
https://cg.portal.uscg.mil/units/cq9/1/CG913/CG9131/Purchase%20Card/Resources/Forms/A

Illtems.aspx.
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Chapter 1:
Introduction

Introduction

In This Chapter

This chapter provides an overview of the contents in this process guide.

This chapter contains the following sections:

Section Title Page
A Introduction 1-2
B Process Guide Scope 1-3

1-1




Section A: Introduction

Al
Introduction

A.l.a. Micro
Purchase
Threshold (MPT)
Definition

A.2. Deviating
Statement

This process guide focuses on Micro-purchase purchase card (P-Card) and
provides how-to instructions for the process starting with the Requiring
Activity identifying the need for a micro-purchase P-Card item and ending
with the Buyer closing out the file and filing per applicable procedures.

A micro-purchase is an acquisition of supplies, services, or construction
using Simplified Acquisition Procedures (SAP), as defined by reference (a)
Head of Contracting Activity (HCA) Simplified Acquisition Procedures
(SAP) Guidebook, and the aggregate amount of which does not exceed the
MPT as defined by reference (b) Federal Acquisition Regulation (FAR).
Micro-purchasing is designed to reduce administrative burden and expedite
the purchases of readily available supplies and services.

The SAP are the methods defined in reference (a) for making purchases of
supplies or services.

While this is a very comprehensive process guide, it is unrealistic to
assume this guide covers all situations. Consult your local Procurement
and Contracting (P&C) Department as necessary, if you encounter the need
to deviate from guidance in this process guide. It is acceptable to deviate
from the process guide as necessary to complete the task with greater
effectiveness and efficiency. However, do not take such deviations lightly.
Temper any decision to deviate with maturity and a complete
understanding of the mission, members’ capabilities, and equipment.
Report process guide adjustment needs per the Request for Changes
paragraph located in the cover letter.
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Section B: Process Guide Scope

B.1. Purpose This process guide’s purpose is to provide field level how-to’s for
participating in activities relating to the Micro-purchase P-Card creating,
processing, and receiving actions Customers and P&C Department
personnel perform, i.e.:

e ldentifying and verifying information relevant to creating a purchase

request (PR);
e Completing the PR;

e Obtaining special approvals;

e Reviewing and screening a PR;
e PR package acceptance;

e Supply orders;

e Service/construction orders;

e Vendor selection;

e Documentation for PR package;
e Order placement;

e Order verification;

e Receiving unit identifying and verifying information relevant to
receiving and accepting products and services;

e Buyer’s procedures to document receipt for products/services;
e Purchase card application (PCA) procedures; and

e Review and completion procedures.

B.1.a. Supporting  Use this process guide in conjunction with reference (c) P&C: MILSTRIP
Process Guides Process Guide.

B.2. Audience This process guide’s audience includes roles listed below as well as any
other United States Coast Guard (USCG) field level personnel
participating in PR requisitions routed through the P&C Department.

B.3. Roles and The following provides high-level description of roles and responsibilities
Responsibilities  concerning micro-purchase P-Card per reference (a) Head of Contracting
Activity (HCA) Simplified Acquisition Procedures (SAP) Guidebook.
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B.3.a. Requiring
Activity

B.3.a.(1).
Customer

The Requiring Activity for the micro-purchase P-Card process is defined
as the Customer, the Supervisor, and the Funds Manager (FM).

The Customer identifies and documents the requirements of the PR process
to aid the Buyer in the procurement process. The Customer is identified on
the PR as the Originator (block 1) once the PR is completed. To complete
the PR, the Customer:

e ldentifies the requirements:

>
>
>

>

>

Description;
Model/part numbers;

Manufacturer (point of contact (POC), phone number,
email) (if manufacturer is needed);

Salient characteristics (i.e.: color, size, width, function -
what it is used for); and

Statement of Work (SOW) and POC identified
(service/construction only).

e Obtains all special approvals (e.g. information technology
configuration control board (IT CCB), conferences, hazardous material
(HAZMAT)) as required to facilitate the PR processing by the P&C
Department;

e |dentifies a suggested source of supply;

e Recommends the priority (Table 1-1) of the item to be ordered based
on the required delivery date (RDD) or period of performance and
provides justification as needed;

» Procurement Action Lead-Time (PALT) is the estimated amount of
time required to effectively make an award once a complete and
accurate PR package the Buyer accepts. PALT for priority 3 micro-
purchases up to the MPT is 10 days (see Table 1-1 for description
of PALT for all priorities (1, 2, and 3). A complete and accurate PR
package is defined as a PR with all required approvals, clearly
defined requirements (including costs and shipping and handling),
correct accounting information and all supporting documents that
the Buyer receives and approves before a PR can be processed for
purchase. PALT applies to the ordering process and does not have
any effect on the receipt of supplies or services.

e Submits a complete, accurate, timely, and Supervisor/FM approved PR
with the appropriate priority. The Customer assigns the priority rating
on the PR in block 9b;
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B.3.a.(2).
Supervisor

NOTE:

Ensures accuracy of pricing information based on the suggested
source’s information for supplies and, as applicable, develops the
Independent Government Estimate (IGE) or Independent Government
Cost Estimate (IGCE) for services/construction. Verifies subtotal and
total costs (including shipping and handling and freight costs);

Determines the proper unit funding via the line of accounting (LOA)
ensuring it identifies the correct project and includes the treasury
account symbol (TAS);

Provides additional information to facilitate processing (explain
urgency, list supporting documents, special instructions, period of
performance (service/construction), etc.) as required,

Ensures all documents to support the request are provided,;

Ensures correct shipping address;

Identifies and routes the PR through the proper unit chain of command,;
Receives/accepts the product or services ordered as required; and

Forwards receipt documentation to the P&C Department.

Some procurement actions require additional documentation or
special waivers and approvals to support a PR that can be outside
the normal unit chain of command. These types of requests can
involve additional time (three weeks or more) to obtain the proper
approved documentation (i.e. IT, conferences, waivers, etc.). Obtain
this supporting documentation prior to submitting the PR to the
P&C Department. The Requiring Activity reviews Special
Procurement Actions prior to submitting a PR to the P&C

Department. The Requiring Activity verifies if a special approval is
required and reviews the steps to initiate the required
documentation/approval process.

The Supervisor reviews the PR for accuracy and completeness as well as
verifies the item(s) need/requirement for their respective division/unit. The
Supervisor is usually the first level review of the PR. For the Micro-
purchase P-Card Creating process, the Supervisor:

Verifies Customer information (name, phone, etc.);

Validates proper routing (FM, Procurement Unit Shop ID (can be
obtained from P&C Department));

Validates the need (including verifying regular or emergency) and
requirement (description, quantity, unit of issue, etc.);
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B.3.a.(3).
Funds Manager
(FM)

Verifies supporting documents (IT CCB, conferences, HAZMAT, etc.)
and returns to the Customer if additional documents are needed:;

Verifies property criteria is identified (government furnished
equipment (GFE), government furnished property (GFP), sensitive
item (asset category)) as applicable — contacts unit Accountable
Property Officer (APO) for guidance;

Verifies the purchase is not located in MILSTRIP;

Validates priority (1, 2, or 3), RDD, or period of performance;
Verifies shipping information (separate line item, including cost);
Verifies total of the suggested estimate/total of estimated costs;

Verifies LOA (including project code and TAS) for the associated
purchase (and amends as required), including verifying the correct
fiscal year (FY) is identified,

> ldentifying the proper FY is vital to ensure the correct
period is charged for the purchase. At the end of the FY, a
correct FY for service contracts is essential to assist the
Buyer with scheduling the period of performance to meet
fiscal guidelines;

Approves the PR;
Forwards the PR to the FM; and

Receives and accepts the product or services ordered as required.

The FM reviews the PR for an accurate LOA, verifies funds availability,
and assigns/amends as required. For the PR process, the FM:

Validates budgetary impacts and PR justification;

Verifies cost (including shipping);

Validates unit funds availability via the appropriate financial system;
Verifies proper routing (approvers and P&C Shop Unit ID);

Verifies the LOA (including project and TAS);

Approves and dates the PR;

Performs Property screening (forwards PR package to unit APO to
work with the Regional Property Support Officer (RPSO) in
determining property);

Forwards the approved PR and supporting documentation to the P&C
Department; and

Accepts or rejects funding increases as required.
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B.3.b.
Gatekeeper

B.3.c. Buyer

The Gatekeeper for the micro-purchase P-Card process is defined as the
P&C individual performing the Gatekeeper function.

The Gatekeeper performs the initial screening of the PR for the P&C
Department, manages and monitors the workload for the P&C Department,
and assigns the PR to the appropriate Buyer(s). The Gatekeeper
immediately distributes and assigns priority purchases to the appropriate
Buyer within the P&C Department.

The Gatekeeper screens for the following information and can reject the
request back to the Customer if any of the following information is not
accurate or is missing from the PR:

¢ Reviews the PR for prohibited items (e.g. weapons, legal services,
personal convenience items, etc.) — see reference (d) Department of
Homeland Security (DHS) Purchase Card Manual
(https://cqg.portal.uscg.mil/units/cg9/1/CG913/CG9131/Purchase%20Ca
rd/Manuals/Forms/Allltems.aspx);

e RDD/period of performance;
e Special approval supporting documents are attached;

e Required signatures/approvals (Customer, Supervisor, FM), verifying
the Customer, Supervisor, and FM are all separate individuals; and

e LOA, including project, TAS, and proper FY.

The Buyer processes the PR using the information and supporting
documentation the Customer provides. The Buyer also performs
maintenance functions throughout the transaction to update, modify, or
cancel a PR as required, and maintains contact with the Requiring Activity
throughout the process. The Buyer bases their actions on the requirements
the Customer provides, which includes complete, accurate, and current
funding information and contains all procurement related documents.

For the Micro-purchase P-Card process, the Buyer:

e Reviews the PR for certification of funds availability;
e Verifies the PR is within single purchase limits;
e Verifies ‘one vendor per PR’;

e Reviews and verifies the accuracy of all the PR fields the Requiring
Activity completes (operating facility code (OPFAC), LOA, TAS, unit
name, suggested source, Requiring Activity signatures, description,
shipping costs, etc.);
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NOTE:

Verifies shipping address if different than originating office data
(Requiring Activity) and any additional information the Requiring
Activity annotates;

Verifies there is a detailed description that provides a clear, concise
description of what is needed by the Requiring Activity;

Verifies the RDD or period of performance;
Verifies PR priority and urgency of need;

Verifies pre-purchase special approvals are included within the PR
package (Pollution Prevention Coordinator (PPC), IT CCB, section
508, green, etc.);

Verifies that any supporting documents are provided to facilitate the
purchase (MILSTRIP/Inventory/Excess availability, SOW, HAZMAT,
IT CCB, furniture authorization, etc.);

Follows up with Customer as required and provides an opportunity for
Customer responses to correct issues before rejecting the PR (defined
by the Financial Management and Procurement Services (FMPS)
Service Level Agreement (SLA));

Documents all correspondence in the PR package;
Immediately (same day) processes priority 1 requests per guidelines;

Places the order with the appropriate vendor, documents the transaction
in the financial system, and updates as required,

Updates PR package and the PCA;

If the total amount increases within the parameters defined by the SLA,
modifies the PR and forwards to the Comptroller for funding
authorization, otherwise reject; and

Initiates the purchase card transaction worksheet (PCTW) DHS Form
1501 and obtains the Approving Official (AO) approval on the PCTW
prior to the purchase upon deeming the PR package complete and
accurate (PALT begins).

The Buyer referred to in this guide is the same role as the
Cardholder (CH) as defined in reference (a) Head of Contracting
Activity (HCA) Simplified Acquisition Procedures (SAP)
Guidebook.
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B.3.d. Receiver/

Receiving
Activity

NOTE:

NOTE:

Receipt and inspection for micro-purchase usually takes place at
destination, i.e. at the government facility designated as the receiving
point. The Customer or end user can act as receiver and inspector.
Acceptance is ordinarily evidenced by execution of an acceptance
certificate on an inspection or receiving report form or commercial
shipping document/packing list.

The Receiver/Receiving Activity is a third party that accepts and compares
the product(s) delivered or service(s) rendered with what was ordered to
ensure that the proper item(s) or service was received and is not damaged,
defective, and conforms to the terms of the PR.

The Receiver/Receiving Activity immediately notifies the P&C
Department of any/all discrepancies.

The Receiver/Receiving Activity is responsible for submitting a signed and
dated third party receipt for the product or services to the P&C
Department.

Ensure there is a clear separation of duties unless a waiver is on file.
No one individual controls more than one key aspect of a
transaction (i.e. making purchases, authorizing purchases,
certifying funds, and third party acceptance). A waiver must be
obtained from the P&C Department in circumstances not allowing
for separation of duties (i.e. small procurement office where the AO
also acts as the FM) per reference (a) Head of Contracting Activity
(HCA) Simplified Acquisition Procedures (SAP) Guidebook. The
Customer, Supervisor, and FM cannot be the Buyer.

Third party receipt is an independent person — not the Buyer or AO
—who signs a receiving report form, commercial shipping document
or packing list, or sends an e-mail to indicate that the product or
services listed (and only those listed) are present in the delivery.
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Definition

Priority 1 -
Emergency

Priority 1 work takes precedence over other work and requires immediate action,
including diverting personnel from other procurements, if necessary, to execute the
emergency. Priority 1 work is typically categorized as work necessary to protect the
health and safety of personnel, to protect the security of sensitive government property
and information, to prevent damage to property, or to preclude the interruption of
operations.

Examples of priority 1 procurements include casualty reports (CASREPS), grounded
aircraft, deployed vessels with no connectivity with urgent needs, credit cards not
accepted and need is urgent, or emergency tug services, small boat purchases for assets
not mission capable (NMC), heavy weather contingency operations, sewage treatment
plants, medical refrigerators, etc. Prior knowledge, lack of planning, and untimely
submission do not warrant a priority 1 action.

Responses to priority 1 PRs have an immediate/same-day response. Execute/award
procurement action as urgently as possible while ensuring compliance with applicable
procurement regulations. All priority 1 work is placed ahead of all priority 2 and priority 3
actions.

Priority 2 —
High

Priority 2 work is accomplished by the first available qualified acquisition employee. This
category includes work required to correct a condition that could potentially become an
emergency, work that could adversely affect morale. Examples of priority 2 procurements
include small boat purchases for assets partially mission capable (PMC), heavy weather
contingency operations, Decedent Affairs Services, and Work Life Domestic Violence
Services. Prior knowledge, lack of planning, and untimely submission of a requirement do
not warrant a priority 2 action.

Response to priority 2 is to execute/award procurement action as quickly as possible in
coordination with the Customer while ensuring compliance with applicable procurement
regulations.

Priority 3 -
Routine

Priority 3 does not meet the criteria for priorities 1 or 2. Work in this category is
performed in the most economical manner, on a first-come, first-served basis within
PALT. Priority 3 involves work that is the result of an established need in support of
common routine mission program support.

Table 1-1 Priority definitions
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Chapter 2:
Identification, Definition, and Development of
Requirements

Introduction This chapter discusses the processes to define and document the Requiring
Activity’s requirement or need onto the PR.

In This Chapter  This chapter contains the following sections:

Section Title Page
A Identification of Need 2-2
B Supply 2-3
C Service/Construction 2-14
D Purchase Request (PR), DOT 4200.1.2CG 2-16
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Section A: Identification of Need

A.l. Process
Start

A.2. Definition of
Purchase
Request (PR)

A3.
Requirement
within the MPT

The Micro-purchase P-Card Creating process begins when the Customer
identifies their requirement for a supply, service, or construction that is
under the MPT.

A PR is the complete communication from the Customer to the Buyer of
their requirement. A PR is the basic requesting document for most types of
procurements. It is the funding document that provides the P&C
Department authority to begin the acquisition process. In order for the
requisition to be valid, it is numbered properly, contains appropriation and
accounting data, and has a valid signature or is digitally approved in the
USCG's financial system. Each certified PR contains at least two
signatures, one by the Supervisor and one by the FM.

The PR is the responsibility of the Requisitioning Activity (Customer) and
includes complete, accurate, and current funding information and a clear
description or specification of the requirement(s). The PR package contains
all procurement related documents (e.g. special approvals) based upon the
requirements and dollar value of each acquisition.

The Customer is either directed to request an order or recognizes the need
to request an order. The Customer works closely with Supervisors and FMs
to ensure items requested are validated through the budget or justified to
support the acquisition. The Customer defines and supports the
requirement, submitting PRs, and accounting for divisional items based on
budgetary requirements (as directed by their Supervisor or FM).

The Customer determines the purchase description based on the Requiring
Activity’s requirements or specifications. These purchase descriptions
describe the minimum requirements needed to meet the government’s
mission needs. The Customer defines the requirements/specifications
clearly and succinctly to enable the P&C Department to effectively initiate
the acquisition.
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Section B: Supply

B.1.
Development of
Requirements

NOTE:

The Customer defines the following requirements for supplies:

Requirements/specifications describing the scope or objectives (this
description needs to be specific, clear, and understandable in terms of
the material to be acquired) (include industry/common terms, part
numbers, etc.);

Salient characteristics (e.g. color, part number, height, width, etc.);

Special packaging or marking requirements (e.g. fragile, hazardous,
keep dry, etc.). See the following Defense Logistics Agency (DLA) site
for examples:
http://www.dla.mil/LandandMaritime/Offers/Services/TechnicalSuppor
t/Logistics/Packaging/PackFAQs/SpecialMarkCodes.aspx;

Quantity of each item;

Estimated price (one type of product per line item);

Priority (1, 2, or 3), RDD, or period of performance;

Desired shipping destination (if different than the Requiring Activity);

Freight/shipping charges (estimate) as a separate line item to include
shipping methods (enter shipping charges as a line item and do not
include freight/shipping charges in the “Freight” line of the PR);

General Services Administration (GSA) cart number (as applicable);

Pricing obtained from the vendor during market research such as
catalog pricing or vendor provided estimates (collecting and analyzing
information about capabilities within the market to satisfy agency
needs) and the vendor contact information; and

Vendor stock availability.

The Requiring Activity CANNOT request quotes from vendors
when conducting market research per reference (a) Head of
Contracting Activity (HCA) Simplified Acquisition Procedures
(SAP) Guidebook. The Requiring Activity requests estimates (not
quotes) from vendors and conveys to vendors they are not asking
for a quote or placing an order. When receiving information from
vendors, the Requiring Activity ensures the vendor states "this is not
a quote’ on any documentation. Under no circumstances will the
Customer commit to any order from the vendor.
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B.2. Agency
Inventory/Excess

Reference (e) Personal Property Asset Management Program Manual, DHS
Manual 119-03-001-01, paragraph 3.0 states:

“...When acquiring property, personnel must consider the method most
advantageous to DHS and the taxpayer. Government regulations mandate
that Federal agencies consider acquiring excess personal property first
before purchasing new items....”

Re-using excess property saves considerable funds and resources. Only
handling and transportation costs are incurred in most cases. In lieu of
acquiring new property, all USCG units are required to review both
internal (USCG) sources via the Agency Asset Management System
(AAMS) and USCG Inventory Control Points (ICPs), and external or other
government agency (OGA) sources via the GSA Excess Property System
(GSAXcess®), for excess property listings for assets that can fulfill the
unit’s requirements while reducing the cost of acquisition. See reference ()
Personal Property: Excess Process Guide.

Agency Inventory are items various USCG ICPs maintain, such as the
Surface Forces Logistics Center (SFLC) in Baltimore, MD, and the
Aviation Logistics Center (ALC) in Elizabeth City, NC.

e Excess Personal Property — Personal property under the control of
any Federal agency that is no longer required by the holding agency for
its needs, as determined by the agency head or designee.

e AAMS - The electronic system of record GSA designed and offered as
a service to other Federal agencies for reporting excess personal
property. AAMS is the front-end screening application to GSAXcess®
and would suffice for a review of internal (USCG) sources as agency
inventory in addition to reviewing USCG ICPs.

AAMS link:
https://www.gsa.gov/portal/content/100746

e GSAXcess® - The electronic system of record for reporting, searching,
and selecting excess personal property throughout all Executive
Federal Agencies. Organizations qualifying to receive donations
through the Federal Government surplus personal property also screen
the items. GSA operates, manages, and oversees GSAXcess®.

GSAXcess® link:
https://gsaxcess.qov/
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Neither Customers or Buyers within the USCG can receive a
personalized login access to AAMS/GSAXcess® (access is limited to
designated members of the Property staff). They can, however, use
generic passwords to assist the APOs and P&C staff in screening
assets already entered into the system. The read only access
permissions for personnel with a “.gov’ or “.mil’ address are:

NOTE: AAMS:

Login: 70AAMS

Password: DHSAAMS

GSAXcess®:

Login: GOVUSE

Password: GOVUSE
B.2.a. The Customer works with the unit APO to check AAMS and GSAXcess®
Agency prior to creating a PR. Processing a PR is unnecessary if the item(s) can be
Inventory/Excess  acquired via other means. The Customer coordinates with the unit APO to
Instructions verify the availability of material through USCG ICPs stock items ALC,

SFLC, and the AAMS site maintain through GSAXcess®.

Enter User ID and Password then click "Login' button

User ID:

Password:

GSAXcess® Login

If you are GSA User and access GSAXcess® from outside GSA Network using your ENT User name and password, please Click here.

Change Password? Enter User 1D, Password and Click here to Change Password.
Forgot Password? Enter User ID and Click here o Retrieve Password.
Forgot User 1d? Click here to Retrieve User Id.

Update User Contact Information? Enter User ID, Password and Click here to Update your Contact Information.

GSAXcess® HelpDesk

GSAXcess® HelpDesk: 1-866-333-7472
GSAXcessHelp@gsa.gov

GSAXcess® Register

If you do not have an User ID but have a .gov or .mil email address, Register here. The system will assign you a generic User 1D that can be used fo search our data base.

GSAXcess® Practice Home

Click here to go to GSAXcess® Practice Home.

TOAAMS

Figure 2-1 AAMS login
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All ltems Available - All Categories

Click here for AAMS listing

Program Links
« Interior Asset Disposal System (IADS)

= Energly Asset Disposal System (EADS)

Worldwide Property Items by Cate

Total number of items available: 44.743 / Total items available with Photos: 4,512

+ Agricyltural

+ Aircraft (43/16)
craft Pans and Tires (693/10)

+ Automobiles (51/40)

+ Boats (28/20)

nd Personal {4,719/84) .

. C ication and Detection E (820/88)

Computer Equipment (3,335/298)

Computer Software and Accessories (821/57)

* Construction Equipment (130/74) *

Electrical and Electronic Equipment and Components (4,602/315)

Electrical and Electronic Measuring and Testing Equipment (509/36) «

Eire Trucks and Fire Fighting Equipment (207/52)

and Supplies (82/35)

+ Clothin

.

.

.

.

Lighting (454/37)

Marine Equipment (72/9)

Materials Handling Equipment (B8/77)
Medical, Dental and Veterinary Equipment and Supplies (1,478/238)
Miscellaneous (10,642/810)
Motorcycles and Bicycles (90/72)
Musical Instruments (69/10)
Navigation Equipment (50/2)

Office Equipment (243/40)

Office Supplies and Forms (287/65)
Photographic Equipment (214/41)
Recording Equipment (84/23)
Recreation (193/81)

+ Food Pr and Serving E (251/58) * R ling, R and Disposal £ (54/133)
+ Fumiture (1,052/481) + Refrigeration and Air Conditioning Equipment (472/127)
+ Hardware (7,681/34) + Shuttle (2/0)
+ Household (253/60) + Tools (1,127/98)
+ Industrial Service and Trade Machinery (141/40) * Travel Trailer and/or Mobile Home (208/202)
« Industrial Special Machinery (370/103) « Trucks, Trailers and Tractors {SO5/475)
+ Jewelry and Collectibles (1/0) + Vehicular Components and Tires (1,764/72)
+ Lab Equipment (860/105)
[FAS Home] [& Browser T Guige] [GSA Home]

“USA.gov_

Figure 2-2 AAMS access page

GSAXcess®

U.5. General Services Administration

User Guides
= Agency Assel Management System (AAMS)

Report Property Menu

Create Report
Modify Report
Delete Report (AAMS/EADSIADS Only)

Search Items By Category
carch and Select
C hafge RetrmesTs
Delete Requests

Want List Items

Review and Transfer Multiple ltems
TIr r Sil I ntrol
Inquiry/Recall

Click one of these two links to
search AAMS available items

FAQ
= Energy Asset Disposal System (EADS)

Program Links
= Interior Asset Disposal System (1Al

GSAXcess® Main Mer

Search & Select Menu
I Il

Inquire Requests

Delete Requests
Want List ltems

Approve Transfer Orders
Download Transfer Orders

Firearms Management
Request List

Request Update Donee Detail:
Transfer n il

LEA User Profile Update

Inven:
LEA List

van: rch

User Maintenance Menu
APQINUQ
Update New AO Information
Send Group Email

hange Y

r Pa: rd

[Fas Home] [GSAXcess® Browser Troubleshooti

Guice] [e5.
SA.qov.,

compter sustam that is "F

Thizieall § General Sarviese Faderal &

Figure 2-3 AAMS menu page
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The Customer coordinates the availability of material through GSAXcess®
with the unit APO if material is not available via AAMS. The Customer
documents unavailability by printing the page(s) of the applicable system
and including it in the PR package if material is not available via these two
sources. The Customer works through the APO to complete any
documentation required to acquire these items.

GSAXcess®
GSA

Ml U.5. General Services Administration

+ Agency Asset Management System (AAMS)

ks
+ Interior Asset Disposal System {IADS)

Q
* Energy Asset Disposal System (EADS)

ey OFFICE CHAIR

| Exact Phrase v e

[ETEEYET) 803301-6434-0013

363208-6152.0054

[ETEEYET) 707439-6432-1368

707439-6132-1359

[EZEXET] 803301-6154-0001

EEEXED) 1282BG-6137-LA0Y

1282BG-6137-LA13

[EZEEYET) 1282BG6137-LA%6

EFEEEET] 106201-6153-0136

148247-6138-1618

[EZEEYET) 6905E7-6140-4002

Select  Item Control Number Rei

[ETEXET 109159-6153-0004A

Search Results List of items

Back
Pagel | s<<GoTo
18 Records match your search
Federal

— St Location Available Unitof  Surplus Release  Condition Requested
mmmmm ey State Quantity Issue Date Code Quantity
198 A H EACH oevtezone alvage
Search by phrase or part number / NSN
110 o 1 Lot om24z018 Usahle
110 ™ ° EACH oaTizONe Repairable
7110 ™ . EAgH oat7izome Reparztic
110 va EacH os7zNe Salage

7210 wy 10 Lot 08212018 usable

7210 wy 10 Lot 0212018 usable

70 ca 1 EADH 0852018 Usable
7110 kS 8 EACH 0852018 usable

710 co a EACH o8n5z018 usable 3

E

L

H 7110 wy 7 Lot 0ar142018 Usable
LoTor 7 ormcs crmms

FFICE CrARE 7110 D ] Lot og2T20e Usable

Figure 2-4 AAMS search sample

The USCG, DLA Disposition Services, and GSA use AAMS and
GSAXcess® as the primary external sources for excess property.
Additional information regarding policy and procedures in obtaining
excess property can be found in reference (g) Personal Property
Management Manual (PPMM), COMDTINST 4500.5 (series) and
reference (f) Personal Property: Excess Process Guide.
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& https://gsaxcess.gov/

(& GSAXcess® Home - Welco..,

GSAXcess®
U.S. General Services Administration

User Guides

@Aﬂlhnh E Shuttle Tile

Click here to ga to the NASA Prescreening Module where you can view and
request NASA Space Program historic artifacts including shuttle tiles.

ICN: 7063E261410011 - COMPUTER SERVER
DELL POWEREDGE 2850 INTEL XEON ( Excess )

ICN: 7043571 .
LASER BLACK BROTHER HL 2270DW.( Excess )

GSAXcess®

Self-[Register] for VIEW ONLY
with gov or _mil email Log n

How To

Dispose of Federal Excess Property
Acquire Federal Excess Property
Acquire Federal Surplus Property
Personal Property Federal Management
Regulations

Overview

GSAXcess.gov is the entry site for the Federal Excess Personal Property Utilization Program and the Federal Surplus
Personal Property Donation Program eperated by the General Services Adminisiration. Your agency can report excess
personal property for fransfer by GSA to other Federal and State Agencies for Surplus Property (SASPs) as well as
search for and obtain excess persenal property. Your agency can also report and transfer excess computers and
quipment to schools and nonprofit 1s through the Computers for Learning program or

Figure 2-5 GSAXcess® home page

Program Links Contact Links

Enter User ID and Password then click "Login® button

GSAXcess® Login

User ID: GOVUSE

If you are GSA User and access GSAXcess® from outside GSA Network using your ENT User name and password, please Click here.

Password:

Change Password? Enter User ID, Passwerd and Click here to Change Password
Forgot Password? Enter User ID and Click here to Retrieve Password
Forgot User Id? Click here to Retrieve User Id.

Update User Contact Information? Enter User ID, Password and Click here to Update your Contact Information

GSAXcess® HelpDesk

GSAXcess® HelpDesk: 1-866-333-7472
GSAXcessHelp@osa.gov

GSAXcess® Register

If you do not have an User 1D but have a .gov or .mil email address, Register here. The system will assign you a generic User ID that can be used to search our data base.|

GSAXcess® Practice Home

Click here to go to GSAXcess® Practice Home.

FAS Home | GSAXcess® Browser Troubleshooting Guide | GSA Home | Si

orted Browsers | USA qov

This is a U.S. General Services Administration Federal Government computer system that is "FOR OFFICIAL USE ONLY."

This system is subject to monitoring. Individuals found performing unauthorized activities are subject to d

plinary action including criminal prosecution.

Figure 2-6 GSAXcess® login
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GSAXcess®
GSA ) R
U.S. General Services Administration
User Guides
+ Agency Asset Management System (AAMS)

| Exact Phrase v [

All tems Available - All Categories

* Agricultural Equipment and Supplies (72/30)

* Aircraft (17/14)

= Aircraft Parts and Tires (635/8)

* Automcbiles (61/44)

* Boats (26/15)

* Clothing and Personal (3,814/81)

* Communication and Detection Equipment (873/79)
* Computer Equipment (3,355/299)

* Computer Software and Accessories (B11/73)

* Construction Equipment (114/74)

» Electrical and Electronic Equipment and Components (4,015/239)

* Fire Trucks and Fire Fighting Equipment (181/49)
* Food Preparation and Serving Equipment (194/50)

= Energy Asset Disposal System (EADS)

Total number of items available: 39.466 / Total items available with Photos: 4,050

» Lighting (380/29)

* Marine Equipment (39/7)

* Materials Handling Equipment (79/69)

* Medical. Dental and Veterinary Equipment and Supplies (1,094/232)
* Miscellaneous (9,017/667)

* Motorcycles and Bicycles (65/59)

* Musical Instruments (60/8)

+ Navigation Equipment (40/2)

» Office Equipment (230/40)

» Office Supplies and Forms (250/63)

+ Photographic Equipment (186/31)

* Electrical and Electronic Measuring and Testing Equipment (383/30) =
* Recreation (164/77)

* Recycling, Reclamation and Disposal Equipment (49/28)

Program Links
= Interior Asset Disposal System (IADS)

Worldwide Property Items by Category

Recording Equipment {99/29)

» Furniture (1,091/537)
* Hardware (7,261/29)
* Household (205/45)

* Industrial Service and Trade Machinery (126/37)

» Refrigeration and Air Conditioning Equipment (361/91)
* Shuttle (3/0)

- Tools (857/61)

» Travel Trailer andior Mobile Home (175/164)

* Lab Equipment (926/102)

* Industrial Special Machinery (336/85)
* Jewelry and Collectibles (1/0)

+ Trucks. Trailers and Tractors (446/416)
» Vehicular Components and Tires (1,375/57)

[FAS Home] [GSAXcess® Browser Troubleshooting Guide] [G54 Home] [Suppord

mmmmmmm

NOTE:

B.3. MILSTRIP

Figure 2-7 GSAXcess® search page

It is imperative Customers supply the P&C Department with the
appropriate documents and information on the PR. Only after the
Buyer ensures the items/services are not available from mandatory
sources can they initiate an open-market micro-purchase.

If the material cannot be obtained through the excess process because of
unavailability, the Customer documents this within the PR package to
support the PR for Buyer’s actions. Failure to do this can delay the
acquisition. Documentation can include a printout of the search page from
AAMS or GSAXcess® showing the item was not found/available.

The Customer verifies if the item can be ordered via MILSTRIP via any of
the following systems (see reference (c) P&C: MILSTRIP Process Guide):
e Federal Logistics Record (FEDLOG);

e Federal Mall (FEDMALL) (https://dod.emall.dla.mil/acct/);

e USCG Parts Availability Research Tool (CGPART) (http://oscms-fls-
ap01.main.ads.uscg.mil:81/part/);

e Web Fleet Logistics Information Service (WebFLIS)
(www.dlis.dla.mil/PublicHome/webFLIS/default.aspx);
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NOTE:

e Master Medical Catalog (MMC) via the DLA Medical Supply Chain
site (https://www.medical.dla.mil/Portal/); or

e Other approved sources prior to creating a PR.

Processing a PR is unnecessary if an item can be acquired via Agency
Inventory/Excess or MILSTRIP. The Customer identifies the item by
verifying the nomenclature or description to cross reference an associated
National Stock Number (NSN) within the appropriate system and initiating
a MILSTRIP action if able.

If the material cannot be obtained through a MILSTRIP either because
there is no associated NSN or the Source of Supply cannot meet the
Requiring Activities priority, the Customer documents this within the PR
package to support the PR for the Buyer’s actions. Failure to do this can
delay the acquisition. Documentation can include a printout from the
applicable system's search showing that the item was not found or that the
Source of Supply (SoS) does not meet the unit’s priority.

Funds must be approved and certified prior to this transaction per
reference (a) Head of Contracting Activity (HCA) Simplified
Acquisition Procedures (SAP) Guidebook. DLA is a mandatory
source for any items in which DLA is the government-wide
integrated manager, provided an NSN has been assigned
(MILSTRIP). The Customer uses FEDLOG, FEDMALL,
CGPART, WebFLIS, or the MMC to obtain information for these

types of purchases.
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https://www.medical.dla.mil/Portal/

-
Query - FED LOG

. - ..“mi":u

File Sections

FLIS Interactive Query

Fus | cHar| cack | army | mARINES | NavY | MiSTORY | saL |

=

Folders Web Links Help

2> DEFENSE LOGISTICS AGENCY

§ Logistics Information Service,,
ko

&

b i1 ~
NI FED LOG H

Publication date

DEC 2015

Matching records: 0

5

RN

cou\@u\'_mu | |

~|
nu(mmn:n | | \ ~|
y#su_u.m: | ] \ ~|
{ INC | ] \ ~|
\ FSC | j ~|
kmz_conz || /'\ ~|
-
=

s ||
—

Enter applicable product info to search

) Back |

if available via FEDLOG

&7 Clear /

Search

Figure 2-8 FEDLOG search page

Standard

Basic Characteri

DEFENSE LOGISTICS AGENCY

Logistics Information S|_;nli|:es

Medical ‘Weapon Systems BOM/SKO

Quick Link to v

For Official Use Only

WebFLIS Search Selection Menu

Queries WebFLIS Output Selection
NIIN/NSN: Item Name:
P Screen Header Info: l:l
8135-00-598-6007
INC

Enter ltem Name keywords separated by a space or foar
e e = e ey ey ghion b4 Basic Reference
wildeard (%) may be used at the end of the keyword Rule Coded [vl MOE Rule Decoded
N with a minimum of three characters present. ment vl Standardization
s
U vy Part Number/Company Name: byl  Ret/PN lv] Phrase
[v] DAAS [wl Freight
Part/Partial Part Number: ‘Sz BT 7 1&S W Packaging
—_—_ Part Number. [v] Coded Characteristics vl Decoded Characteristics
= [l Class of Supply vl Weapon System
Select All Clear All
[] Exact Match
[ View Clear Text Summary
CAGE Code:
[] Company Data Only
Search Reset
MFor Official Use Only)

Figure 2-9 WebFLIS search page




B.4. Unit
Requirements

NOTE:

Unit requirements provide the following key pieces of information the
P&C Department uses to understand the Customer’s need:

Purchase description — A clear, concise description of the essential
physical characteristics and functions required to meet the
government’s needs:

» Provides specifics;
> Fully describes the Customer’s need/requirement;

0 The requirement fully describes the need and includes industry
and common descriptions, part/manufacture numbers,
specifications such as color, size/dimensions, and any special
instructions such as brand specific (include justification);

» Describes the quantity; and

> Includes the POC at the Requiring Activity, preferably someone
from the unit who is requesting the goods in case there are
questions.

Customers ensure that the *Ship To’ information is correct, there is a
POC listed, and the unit is annotated so when Shipping and Receiving
receives the order, they know where and to whom it belongs (e.g.
USCG Any Unit, 123 Main Street ‘building 35°, USCG Town, US,
12345 POC: PO2 J. Coastie).

RDD/period of performance — A realistic delivery date.

The financial system defaults to 30 days. Communicate any changes to
that date to the P&C Department and support on the PR. For example,
the Customer states the actual date the supply/service is required and
provides a supporting explanation, such as mission requirements. The
government can pay a higher price for expedited delivery, so only
request an expedited order when one is necessary.

Estimated price — Derived from market research, published catalogs
price lists, recent purchases, and vendor information via a price/cost
estimate that is not a quote, etc.

List the estimated dollar value of the purchase. If requesting material
that have various options, include a breakdown of the different cost
elements.

The Requiring Activity CANNOT request quotes when conducting
market research and can only request estimates from vendors.
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NOTE:

NOTE:

The Customer documents the unit need/requirement and uses this to obtain
the information from their market research or suggested vendor (product
information and estimated or listed price). The Customer ensures the
priority (RDD/period of performance) is supported within requirements
based on their need and mission requirements and clearly documents
within the PR and supporting documents. The P&C Department uses this
to understand the Customer’s need and efficiently process the PR. If the
excess process or a MILSTRIP cannot meet the Requiring Activity’s need,
the Customer documents this within the PR package as mentioned in
Chapter 2:B.2 and Chapter 2:B.3. The Customer documents justification to
support the PR, which can include any unusual and compelling reasons that
require procurement from other sources (i.e.: sole source, emergent needs,
brand name justifications, etc.).

When a Requiring Activity faces an immediate need (priority 1) of
an item or service, it can require emergency processing by the P&C
Department. A Requiring Activity limits their market research to
only searches necessary to provide a level of confidence that no
other qualified sources or alternate items exist that can satisfy the
urgent need. This research considers review of historical data,
known qualified sources of supply, internet searches, and any other
tools necessary to adequately determine and document
commerciality, substitute item availability, and existence of
alternate sources of supply. Provide suggested sources that meet the
requirement on the PR along with supporting information to justify
this method, submit with the PR, and route to the P&C
Department. Poor planning does not constitute unusual and
compelling.

The Customer is required to provide only one suggested vendor for
supplies/services under the MPT per reference (a) Head of
Contracting Activity (HCA) Simplified Acquisition Procedures

(SAP) Guidebook.
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Section C: Service/Construction

C.1. The Customer includes service or construction requirements that describe
Development of  the scope or objectives of the work (as applicable). The description is
Requirements specific, clear, and understandable in terms of the work to do or objectives

to meet in developing or producing goods, services, or construction (See
Chapter 2:B.4 for further guidance). The requirement usually includes:

e Detailed/specific descriptions of services/SOW that captures and
defines the work activities, deliverables, and timeline a vendor executes
in performance of specified work:

» The SOW is written in terms that direct the contractor/vendor
specifically in how to do a job, being specific, clear, and
understandable in terms of the work to complete in developing or
producing goods, services, or construction. In addition, the
requirement for a service of construction clearly and completely
describes the government’s requirements based on mission need.,
The SOW can be simple and written within the description block of
the PR for purchases under the MPT. Use the following link to the
CG-913 Acquisition Road Map document page for an example of a
SOW:
https://cg.portal.uscg.mil/units/cg9/Arm%20Documents/Forms/Alll

tems.aspx;

e RDD or period of performance including site/area cleanup (if
applicable or desired);

e Any other anticipated direct costs, such as travel, software, materials,
etc.;

e Place of performance (address/specific location of work) (e.g. USCG
Any Unit, 123 Main Street ‘building 35’, USCG Town, US, 12345);

e Specifications/drawings (as applicable);

e Special inspections the government requires (e.g. Unit POC approves
and signs off on work to be performed);

e Evaluation strategy used (as applicable); and
e Unit POC.

A SOW/detailed description of work assists the Buyer and vendor
in fully understanding the Customer’s requirements.

NOTE:
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C.2. Unit POC
Requirement

C.3. Market
Research

The Customer provides a POC for all services and construction under
MPT. For supplies, provide a POC if different than PR requester. The
Customer suggests, based on the complexity of the work, if a unit POC is
appropriate and notifies their Supervisor. A POC is on scene at the
Requiring Activity and can act in the following capacities:

e Assist the contractor to obtain access to the work-site;
e Observe work in progress; and

e Report contractor actions to the P&C Department.

The Customer performs market research. The Customer uses the
information as identified in the requirements (see Chapter 2:B.4) to obtain
estimated price(s) from published catalogs, price lists, recent purchases,
and vendor information via a price/cost estimate that is not a quote, etc.
The Customer ensures any additional costs associated with expedited
delivery or performance are included in any price estimates.

2-15



Section D: Purchase Request (PR), DOT 4200.1.2CG

D.1. PR Draft The Customer includes all procurement related documents based on the
requirements and dollar value of each acquisition in a PR package. In
addition, the Customer provides the following information within the PR:

e PR Initiator (Customer);

e Type of request (new or modification);
e Originating office data;

e Procurement Shop Unit ID;

f 4 HOME £ Manu_—— Documents - |l GO  Advanced Search &, Log Off
&> FNew) FClose ) £ Save ) » € % _ O PAnt A A F > 1a >
F f Doc Remarke) Doc Summery TDi flerences)) Funds Check k) £ b “ Help
-~ . Procurement Request No: =]
Department of Homeland Security |5 Mod: [0
P rocurement R equest :
. Date Received: DATE OF PR:
rocess apidly =
! 06/23/2016  |E
GENERAL INFORMATION =
1.Name, PHONE NUMBER, EXT. AND ROUTING SYMBOL OF PERSON TOCONTACT 2. TYPE OF REQUEST
= & NEWREQUEST =N
== FOR CONTRACT —
= F ¢ CHANGETO
3.0RIGINATING OFFICE DATA ROCUREMENT OPUNITID CIMS BOUND PENDING PR NO.
e, r ¢ MODIFICATION TO
CONTRACTOR
ORDER NO.
VENDOR AND POC LOCATION PR DESCRIPTION =
Name: _J POC Name: _J\ d
Street: Phone No.:
Stigets: Exti List applicable P&C Shop
City: Fax No.:
State: Zip: Mail Code:
Countrv:

Figure 2-10 Procurement Shop Unit ID

e Market research including at least one suggested source list;

» Vendor and POC location;

The Customer cites/suggests one vendor per PR (multiple items
under different vendors cannot be listed on the same PR) if using a
NOTE: | GSA Advantage!® vendor as a suggested source. Ensure the request
meets the minimum order criteria as identified within the vendor
information (see below).
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» List the suggested source, POC, and a brief description of the PR
(e.g. starting with the priority (1, 2, or 3), lights for CG-4502, or
door replacement for building 6);

e PR Authorizer (Supervisor);

e Certification of funds availability (FM);

APPROVERS CONSIGNEE AND DESTINATION =
ROUTING INTERNAL ROUTING Attn: e
APPROVING OFFICIALS SYMBOLS DATE INITIALS  SYMBOLS —
Supervisor = Rout Sym.: Room Ho:
Phone: Ext.:
— r
2.Funds Manager Unit Name: .
sl Unit ID:
Street:
Customer identifies City:
Ll State: Zip:
(incent Approver

Figure 2-11 PR AO block

e Consignee and Destination;

> These fields are populated based on the user profile, but can be
modified to change the shipping destination;

e RDD and terms or period of performance (description block or a
separate document in the PR package);

e Detailed description;
» POC, if not Customer (description block);

» SOW (description block or a separate document in the PR
package);

> Priority (1, 2, or 3) and justification of need (description block or a
separate document in the PR package);

e TAS information;
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'DESCRIPTION OF ITEM OR SERVICE 0)\=)
Add AccountingLine © Account © Maintenance & | . Delete |I8

. - 0 Unit k%) Unit Cost §0.00
CLIN Type Description ::’ I & =
- ISC moun

CLIN (Perunity 000 %isc 0.00% (xeor pige) $0.00
Undist.
Sub CLIN _ PPA Balance $0.00
[y e
Cost - . - tem Effective
Account ID Center Detailed description, RDD, period |y, Amount  Suffix  Date
= ~ = of performance, SOW, priority = $0.00
\ =) «/ | justification, TAS number (if not =
in block 3)

Figure 2-12 PR description field

The user can either enter the TAS number in the description block
NOTE: | of the PR or add the TAS number to their user profile within the
USCG financial system (see below).

e Quantity;

If the order does not meet the minimum as listed within GSA
Advantage!®, the Customer contacts the vendor to verify quantities
and requests they honor an order under the minimum. If the
vendor works with the Customer to meet an order below the
NOTE: | minimum order requirements, the Customer documents this
information (email, include date and time of call, and vendor POC)
and provides as supporting information to the Buyer. The
Customer is obtaining information ONLY from the GSA vendor
and is not authorized to make any order obligations with vendors.

e Cost/pricing information;

e Freight/shipping estimate:

» Confirm with the vendor if the shipping is of free on board (FOB)
origin or FOB destination. FOB origin means the Buyer is paying
for shipping. FOB destination means the seller is paying for
shipping. The Customer enters the shipping cost as a new/separate
line item if the Buyer is paying for shipping (see note below);
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Final price includes shipping cost. Annotate shipping cost in
separate line item in Block 9. Add shipping as a separate line item
when developing the PR within the financial system. Do NOT enter
shipping costs in the ‘Freight’ line of the PR.

NOTE:

e Accounting data, including FY, cost center, object class, project, and
task number (e.g. Def. Task) (see reference (h) USCG Financial Center
(FINCEN) Standard Operating Procedure (SOP) for a listing of object
classes); and

e All special approvals (as applicable).

Cost Object Task System Effective
Account ID - Cen'ler_ Class - Project Number - Data - Amount Suffix Date
@ £ = =i A b e
£ " T - -~ -~
Add Line ftem) ‘Sort Line ftem) =)All Accounts (%) All Maintenance ltems TOTAL:

Figure 2-13 PR accounting line

The Customer, Supervisor, and FM must be THREE separate
NOTE: | individuals per reference (a) Head of Contracting Activity (HCA)
Simplified Acquisition Procedures (SAP) Guidebook.
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Advantage!.

Online Shopping

G5
shop
Calegury -

Search

Products

Building & Industrial

Electranics & Technology
Facilities & Supplics

Furniture & Furnishings

Law Enforcement, Fire & Security
Office Fquipment

Office Supplies

Uffice Supplies & Equipment F551
Scientific & Medical

Tools, Paint & Recreatlonal

Veehicles & Fguipment

Advantage!.

Speclal Programs

My Accaunt -

HEN Dedening

Gek Quetes = | Help

Login

Important changes

coming to GSA Advantage

BHesuy

Email Verification

Learn More »

Strategic Sourcing

Services 1 Environmental ’ GSA Leveraging Government
s Products AdvantageSelect buying power to get you the
Abaut Buying Services L best value and price.
: K ;
S e o @ Disaster Refivt [ Security Relatod e
Ervironmental Services . = Products Products
Facility Management Services 2
Furniture Services & Ability One gy Puying Services?
mn Products i Check oul eBuy
Human Capital Services » g All
Office Services 3 Laptop and quisits
Desktop i
Protessional Services . Computers Galeway
Security & Law Enforcement v
Technology Services v e h I
Training Services ’
Transportation Services . Gontract
ontraciors
Travel Services * Tor .
s [
Vehlcle Buy/Lease Senvices »
Figure 2-14 GSA Advantage!® home page
e antage!.
2 apping
Category - S@arch e H
Hotma  Produc Detail
6645016238823, CLOCK,SSTBK

Mir Fart Wo.: HSNG2IEEZI

Contractor Part Mo.: EENE2IER2Y o

Manufacturer: BB - NISH 6645016238823, CLOCK SSTBK

Comtract Na.: GS-02F-0LINP (ends: Jun 30, 2057

Mo image avallable 75/73 200

MAS Schedube/SIN:
Warranty:

at this time STANDARD WARRANTY

UNITED STATES OF AMERICA

Contract
minimum

R Cicaatae Purchasing Hama

$28.17 EA

i and whdpped by
3-VETS, INC

Compare Available Sources

Quan

Instructions: Select price below, enter Gty 3t laft, then Add 1o Cart. To view another contractor description, simply select the Contractor In the Sist below. {@indicates Wgen volume discounts are offersd.

Price/uUnit 3

Features Contractor & sock Green Photo eeliy Days 2 FOR/ Shipping 3
- . - 2 D-CONUS
a1 O THE OFFICE GROUP INC sw L~ 1 day shipped ARD MDA PR ML
. 2817 ©A 3-VETS, INC hdvsdsa 2 days delivered ARD $100.00 D-CONUS,AK,PRHI
$2B.88  EA SUPPLIES NOW 5 5 days delivered ARG £50.00 D-OONUS/O-AK, PR, HT
$29.48  EA HASKELL NEW YORK INC 5 3 days dellvered ARD §100.00 D-CONUS/0-AK, PR, HL

Figure 2-15 GSA Advantage!® minimum
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D.l.a. Adding The Customer takes the following actions to add the TAS to the User
TAS to User Profile:

Profile
1. Log into FPD and click your name under ‘Logged in as’ at the top right

of the screen;

# HOME = Menu___ GO Ady A Log Off

Core Accounting System Main Workflow Help
Requisitions
Simplified Acquisitions Logged in as
Receipts of Goods
Budgeting
MAccount Management
Funds Management
Funds Distribution
Property Management (OFF)
Oracle Federal Financials
User Management
Reconciliation
Warrant Management
Qutboxes
Ledger
Reports

Click on the links
below to access the
help file

CLICK CAS Portal

Oracle
Financials

. FPD
< s CIMS

ol "!:! sunflower

Warrants
Accounts
Users
DNG

Discrepancy
Reporting

Figure 2-16 TAS step one

2. Click the ‘Functional Profile’ tab;

& HOME T — GO Advanced Search
CLICK
User ID: User Type: & Application User © system User|
Password: Lock Account: r
Confirm Password: Change password at next login: [
Start Date: 06/05/2013 _E] End Date: j.g
|USER PERSOMAL INFORMATION 'USER UNIT INFORMATION -
First, M, Last: z = Unit 10: =

Figure 2-17 TAS step two

3. Under “Originating Office’ enter the TAS number (contact P&C
Department for additional information);

4. Click ‘Save’;

2-21



& HOME T T — Documen

= a | CLICK
Profile |/~ privileges | Preferences |
PROCUREMENT PROFILE = fi
Contract Specialist/Ordering Official: Contracting Officer: ;_J Contracting Officer:
[REQUISITION PROFILE REQUISITION DEFAULTS =)
7] Authorized Account Requisitioner:
i : T i I Originating Office: TAS-07020152015 061000[} |
= ’ -~ Account: b
Authorized Requisitioner: ’-_J
Account Certitying Officer:
| ENTER TAS Number |
* | Funds Manager:

Figure 2-18 TAS step four

2-22




Chapter 3:
Special Procurement Actions

Introduction This chapter discusses the processes for determining and obtaining special
approvals for a micro-purchase P-Card requisition.

In This Chapter  This chapter contains the following section:

Section Title Page

A Approvals or Notifications 3-2

3-1



Section A: Approvals or Notifications

A.1l. Special Some PRs require special approvals, notifications, or supporting
Procurement documents per reference (a) Head of Contracting Activity (HCA)
Actions Simplified Acquisition Procedures (SAP) Guidebook. The Customer

obtains all required approvals, makes notifications, and attaches supporting
documents to PR prior to forwarding to the P&C Department to provide
the Buyer with information to support the acquisition.

A.2. Information IT is any equipment or interconnected system(s)/subsystem(s) of

Technology (IT)  equipment that USCG uses in the automatic acquisition, storage, analysis,
evaluation, manipulation, management, movement, control, display,
switching, interchange, transmission, or reception of data or information by
USCG. ‘USCG use’ includes equipment not only used directly by USCG,
but also use by those under contract with USCG where the contract
requires its use.

IT includes:
e Computers;

e Ancillary equipment (including imaging peripherals, input, output, and
storage devices necessary for security and surveillance); and

e Peripheral equipment designed to be controlled by the central
processing unit of a computer, software, firmware and similar
procedures, services (including support services), and related resources.

IT does not include:
e Equipment acquired by a contractor incidental to a contract; or

e Equipment containing imbedded IT used as an integral part of the
product, but the principal function of which is not the acquisition,
storage, analysis, evaluation, manipulation, management, movement,
control, display, switching, interchange, transmission, or reception of
data or information (e.g. heating, ventilation, and air conditioning
(HVAC) equipment such as thermostats or temperature control devices,
and medical equipment where IT is integral to its operation.

Electronic and information technology (EIT) has the same meaning as IT
except EIT also includes any equipment or interconnected
system(s)/subsystem(s) of equipment used in the creation, conversion, or
duplication of data or information.

EIT includes, but is not limited to:

e Telecommunication products (such as telephones);
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A2a.

Information
Technology
Infrastructure
Configuration
Control Board (IT
CCB)

A2Db. IT
Instructions

e [nformation kiosks and transaction machines;
e Worldwide websites;
e Multimedia; and

e Office equipment (such as copiers and fax machines).

The USCG's IT CCB provides IT hardware and software request
fulfillment for minor changes to the existing infrastructure.
Telecommunications & Information Systems Command (TISCOM)
manages the IT CCB which contains a central repository of approved
products available for use on and off of the USCG network. Products listed
as 'Approved' always require the submission and approval of a request
before they can be authorized for purchase or connection to the USCG
network, and are reviewed based on business justification.

The IT CCB allows Customers to:

e Submit IT hardware and software requests;

e Check the status of any request;

e Receive approval or disapproval of requests via email;

e Receive detailed ordering instructions for their request once approved;
e Receive documentation to support requests; and

e Receive information on, and direct Customers to the System
Development Life Cycle process if their request exceeds the scope of
TISCOM's authority to approve based on cost or potential impact on
the infrastructure. See the IT CCB website for more information:
https://itcch.uscg.mil/ITCCB-Home/default.aspx

The IT CCB request fulfillment process ensures all requests fall within the
applicable policy requirements. Use the IT CCB to obtain authorization to
purchase IT devices. When a user submits a new request, IT CCB assigns
the request a tracking number. Once a request is processed and approved,
the IT CCB issues a request approval number that supersedes the tracking
number and allows the Customer to proceed with the procurement process.

The Customer uses the IT CCB approval process from TISCOM to view
the central repository of approved products available for use on and off the
USCG network. The TISCOM site states products require request
submission and approval before they can be authorized for purchase and
install:

https://itcch.uscg.mil/ITCCB-Home/default.aspx
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{5, . Manuals 8& Forms = || Platforms v || Purchasing References v

. Purchasing Sites v a Office of Work-Life Progr...

& Google a FAITAS Dashboard a Office of Reserve Affairs (..

Hardware and Software
Request Fulfillment

ryan.s.bowman@uscg.mil User Edit Profile

—

Printer Sofiware Mobility Peripheral Server

Deskiop Portable

The Information Tec hnology Infras truc ture Configuration Control Board (IT CCB)
provides | T hardware and software request fulfillment for minor changes* to the
existing infrastructure. The IT CCB is managed by TISCOM . and contains a
central repository of approved products awailable for use on and off of the Coast
Guard network. Products listed as 'Approved' always require the s ubmission and
approval of a request before they can be authorized for purchase or connection
1o the Coast Guard network, and are reviewed based on business justification.
IT CCB allows you to

+ Submit IT hardware and software requests.

./ Check the status of any request.

+ Receive approval / disapproval of your request ia email.

" Receive detailed ordening instructions for your request onc e approved.

/ Receive inomation on, and direct you to the System Development Life
Cycle process if your request exceeds the scope of TSCOM's authority
to approve based on cost, or potential impact on the infrastruc ture.

See our user guides and tulorial videos for detailed instructions on using the IT
CCB application. The request fulfliment process ensures that all requests fall
within the applic able policy requirements.

*Minor changesare those vhich have a li fecycle cost ofunder S50k, impact only one unit, and do
not fall under CG Headguariers Program oversight

Enter your search expression.

‘ Product Name or Waiver

Q
Hotwpes

Nonstandard Gom puter Request
Requirements

What you need to know when
submitting a request. more...

List of Authorized Printers for
SIPRNET

The SIPRNet approved printerlist is
now located within the IT CCB web
application. more...

COAST GUARD WIRELESS EMAIL
UPDATE

TERMINATION OF WINDOWS 6.X
SERVICE more...

CGSW Video Requests
OCS, DCO, and HSIN VTC Requests
wia CGSW more. .

Wireless Approved for CGSW u
Portables

Home Submit Request Workspace Search/Report About ITCCB

Learn More
FAQs. Guides and Video Training

#* Support and Resources
@_# Help, Contact and Documents

» Ask Question

» View Applic ation Issues
b Documents

» Site Map

» Contact Us

» Take Short Survey

> Latest News

Latest news and evenis

Figure 3-1 IT CCB
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Site Map | Contact

Hardware and Software SR ——

Request Fulfillment Q

Home Submit Request Search/Report Guest Reqgister or | ogin
Request Appioved
T
Iwai.,er Number [ ) — S—
Submilted  Unit 50 TSGOM  Cempleie

Standard
CGATTC ELIZABETH Approval Number

Dos CITY

Command Endorser: uscg.mil

Approver's Distribution List  Email rovers

Date Submitted: 3/8/2016 6:06-00 AM

Justification: MNew

Justification Comments: request waiver to purchase S standard workstations due to the increase to ATTC PAL for the
MEW C-27 Course Developers Contractors who will require CGDN workstations to Develop and
maintain the C-27 Course cimiculum and its associate leaming and training materials. - Ses
attached document. SLC_Form-ATTCPSB.docx

Product Details = FProduct Package withiwithout options. & Standalone Product

Title CLIN®#Model# Quantity Unit Price Status

o Dell Optiplex 7020 Small Form Factor I0001AA 5 $749.00 Approved
Desktop
2GB RAM Upagrade for Dell T010/7020 Desktop  30001AB a2 $30.30 Approved Option
Samsung 522E450BW 22" LED Monitor 30001AG 10 2177.64 Approved Option
Professional Des Bundle wiacal. This is the ggg; 0oo2 5 $1,002.00 Approved Required
4GB RAM Upgrade for Standard Desktop 30001EH 5 547.00 Approved Required

Recurring Annual Costs: $14,020.00

Waiver History

Date Status Comments By
3182016 6:05:55 AM  New Regquest Submitted, Sent for Unit Endorsement nduscg.mil
38520168 6:11:28 AM  Information updated SLC n@uscg.mil
382016 6:11:48 AM  Information Waiver Edited. updated Fuscg.mil
3872016 82811 AM  Endorsed  Equipment reguired fo support C27 PAL increase.. Reguest BUSCE.mil
by Unit endorsement for ATU :78 - ATTC ELIZABETH CITY
382016 62012 AM - Sentto This waiver request contains standard product(s) System
ITS0
3872016 B50-20 AM  Endorsed ECP/SLC is mot reguired for SWII workstations. Waiver approved by .  Huscg.mil
by ITSO Base Portsmouth C4IT-EL
3182016 850:20 AM  Sentto forwarded to TISCOM with & Positive ITS0 Endorsement. Systam
TISCOM
SMW2018 12:57:38 PM  Information Asked Submitier - Please submit your FTA for this software purchase. Euscg.mil
FTAs shall inciude the 11-digit ITCCB Tracking Mumber in the
description box. Mote: Only OME FTA perIT CCB Tracking Mumber,
and only OME IT CCB Tracking Mumber per FTA. FTAs that don't
match the tracking number will be returmed. Use the following Lines of
Accounting for AFC30:2/P/E01/148530/0000/52800 PROJECTID:

Figure 3-2 IT CCB waiver/FTA request page 1
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3M10/2018 5:07-:25 AM Information Approved for hardware procurement. @uscg.mil
4/8/2016 9:38:14 AM  Information Waiver Edited. This IT CCB Request was edited to add 4GB RAM System

upgrade
5/16/2016 5:27-47 PM Information Asked Submitter - *** Please note: Acceptance of FTA cutoff date is Buscg mil

Supporting Documents

CSFSOFTLIC. for AFC-34 funding to LOA:2/P/601/148/34/0/TQ Cost
Center: 52400 ATU: C4IT40, for AFC38:2/P/801/149/36/0/00/52800
PROJECTID: CSFSOFTLIC, for AFC42:2/P/601/148/42/0/00/52800
PROIFCTID: CSFSOFTLIC. FTA Caniss chall include:

****Please contact for the Hardware
review/approval portion of this waiver request to provide hardware
purchasing instructions"***. Thank you.

June D1, 2016.

_Open | SLC_Form-ATTCPSB @uscg.mil 03/D8/2016
. Prnt |
Figure 3-3 IT CCB waiver/FTA request page 2
The Customer lists the approval number on the PR in the description block.
This allows the Buyer to verify the IT CCB and facilitate the acquisition.
A.3. 508 Reference (i) Rehabilitation Act of 1973, Section 508 requires Federal
Compliance/ employees with disabilities have access and use of EIT as do Federal
Disability employees with no disabilities. SAP procurements for EIT, including

computer hardware and software, websites, phone systems, and copiers
must conform to this requirement per reference (i). If the procurement
cannot meet the accessibility standards, the Requiring Activity must
prepare a memorandum documenting the exception per reference (i).

Unless an undue burden in the form of significant difficulty or expense
would be imposed on the agency, reference (i) states when Federal
agencies develop, procure, maintain, or use EIT, Federal employees with
disabilities have access to and use of information and data comparable to
the access and use by Federal employees without disabilities. The same
access to and use of information and data also applies to individuals with
disabilities who are members of the public seeking information or services
from a Federal agency as would be provided to members of the public
without disabilities.

Per reference (i), the Requiring Activity must obtain a waiver if the
purchase meets the exceptions in Chapter 3:A.3.a. The Requiring Activity
documents the non-availability in writing, including a description of
market research performed and which standards cannot be met, and
provides documentation to the contracting officer for inclusion in the
contract file. Use the DHS Office of Accessible Systems and Technology
(OAST) Exception forms to request approval for EIT that does not need to
adhere to reference (i) EIT accessibility standards.
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A.3.a. 508
Compliance
Criteria

A.4. Green
Purchase

The Customer obtains an exception waiver. Exceptions can include:

e A national security system (DHS Form 4105);

e Acquisitions by a contractor incidental to a contract (DHS Form 4107);
e Imposing an undue burden on the agency (DHS Form 4103);

e Fundamental alteration to the EIT would result (DHS Form 4108); and

e Locations in spaces frequented only by service personnel for
maintenance, repair, or occasional monitoring of equipment (DHS
Form 4109).

In determining whether compliance with all or part of the applicable
accessibility standards would be an undue burden, an agency considers:

e The difficulty or expense of compliance; and

e Agency resources available to its program or component for which the
supply or service is being acquired.

If the above criteria are met, an exception applies and the Customer
documents in writing the basis for an undue burden decision and completes
the applicable forms as listed above and includes the documentation within
the PR package for the Buyer’s review. Documentation includes a
description of market research performed and identification of the
applicable technical provisions that cannot be met with products or
services available from the marketplace. The P&C Department reviews and
approves this documentation.

All Federal agencies and their contractors are required by law to purchase
sustainable or green products which are products or services that have a
lesser or reduced effect on human health and the environment when
compared with competing products or services that serve the same purpose
per reference (a) Head of Contracting Activity (HCA) Simplified
Acquisition Procedures (SAP) Guidebook. This comparison can consider
raw materials acquisition, production, manufacturing, packaging,
distribution, reuse, operation, maintenance, or disposal of the product or
service and can include the following:

e Reducing or preventing pollution;

e Efficiently managing and reducing energy and water use in
Government facilities;

e Using renewable energy and renewable energy technologies;

e Acquiring energy-efficient and water-efficient products and services,
environmentally preferable (including non-toxic and less toxic)
products, products containing recovered materials, bio-based products,
non-ozone-depleting products, and products and services that minimize
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A.5. GSA’s
Sustainable
Facilities Tool
(SFTool)

or eliminate, when feasible, the use, release, or emission of high global
warming potential hydro fluorocarbons;

e Requiring contractors to identify HAZMAT,

e Encouraging contractors to adopt and enforce policies that ban text
messaging while driving; and

e Requiring contractors to comply with agency environmental
management systems.

Green purchase considerations can include construction, landscaping, non
paper office, paper, park and recreation, transportation, vehicular, and
miscellaneous products.

Designated products are located within SFTool at the following link:
https://www.gsa.gov/portal/content/231801

SFTool is an interactive online resource the Office of Federal High-
Performance Green Buildings created that shows users how to build, buy,
and operate green. SFTool assists project managers, procurement
professionals, facility managers, and others to identify, understand, and
integrate sustainable strategies into their projects and acquisitions. See
Figure 3-4.

Click on the applicable icon for each designated item to obtain additional
information, such as vendor and recommended percentage of recovered
materials content, or click on the 'product supplier directory' link to
research vendors.

TRAVEL REAL ESTATE ACQUISITION TECHNOLOGY POLICY & ABOUT US
REGULATIONS

Home > About Us > Organization >

Overview

Building Research

Planning
Green Roofs

> Sustainable Facilities Tool

PROJECTS AND RESEARCH

Facility Management Institute

Climate Adaptation Policy and

Office Of Government-Wide Policy > Office Of Fed High-Performance Green Bldgs > Projects And Research >

Sustainable Facilities Tool

&@ The GSA Sustainable Facilities Tool (www.SFTool.gov) is an interactive online resource created by the
Office of Federal High-Performance Green Buildings that shows users how te build, buy and operate

DU
green. SFTool assists project managers, procurement professionals, facility managers and others to

identify, understand and integrate sustainable strategies into their projects. Learn how to form effective
teams and empower them to identify and prioritize cost-effective green building and procurement strategies. Explore case
studies that showcase how others have successfully applied strategies to create sustainable workspaces and meet Federal

requirements. Visit www.SFTool.gov, a powerful resource for building, buying and operating green.

Figure 3-4 SFTool

Find more information in the SFTool’s Green Procurement Compilation
(GPC) Supplier Database of vendors that sell or distribute GPC-designated
products with recycled content.
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A.5.a. Green The Customer views the product list under the ‘Procure’ tab for product

Purchase information and locates the required product. The site provides

Instructions specifications on the product and a GSA vendor (advantage of schedule).
The Customer can use GSA Advantage!® or the GSA Schedules site and
searches available vendors (see links below) for a suggested source.

The Customer then:

e Prints the information:;
e Includes it within the PR package; and

e Lists their choice of vendor on the PR for the P&C Department to
validate information received in the PR package prior to making the

purchase.
a Advantaga!
R ial -
% 53 L&
L “Green”
PR s mmfo
P e Eir ——— o e ik b b il ki
e & . ; -
L & v -
o - (;\ -

e | | .»'I -
Ha -] ) -

Figure 3-5 GSA product page with Green identification

GSA Schedules:
https://www.gsa.qgov/portal/content/197989

GSA Advantage!®:
https://www.gsaadvantage.gov/advantage/main/start page.do

The Customer completes the supporting documentation and attaches to the
PR package as applicable.
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A.6. Office
Furniture/
Machines

A.6.a. Office
Furniture/
Machines
Instructions

Federal Supply Code (FSC) 7110 states that office furniture/machines
includes filing cabinets, safes, post office furniture, school furniture, and
blackboards, but excludes dental x-ray film, protective safes, and visible
record equipment. For assistance in researching specific FSCs, see the
following link:

https://www.dlis.dla.mil/H2/search.aspx

The acquisition of office furniture (FSC-7110) and office machines is
limited to that which is absolutely essential and not to upgrade appearance,
decor, or status, or to satisfy a desire for the latest design or more
expensive lines.

Acquisition is defined as "To acquire in any manner, including rental, or
lease.” This includes items acquired via a MILSTRIP, Federal Supply
Schedule (FSS), commercial procurement, or via excess property listings,
etc.

The Commanding Officer (CO)/Officer-in-Charge (OIC)/Unit-level
Supervisor:

e Determines whether requirements can be met through the
redistribution, repair, or rehabilitation of already owned items;

e Acquires excess from Other Federal Agencies provided that substantial
costs are not incurred for packing, packaging, shipping, constructing,
rehabilitating, and other related services prior to the acquisition of new
items;

e Documents the decision to purchase new furniture or office machines
with the following statement: "Not available from USCG-owned
inventories or government excess'; and

e Approves all requisitions for office furniture and office machines.

The Customer obtains the CO's approval and the following excess non-
availability statement:

"Not available from USCG-owned inventories or government excess."
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U.5. Department of
Homeland Security fi et

Commanting Officer 234 Main Street
united States Coast Guand ‘fwr US 123-45
CG Any Unit 123

United States m@uﬁnsmll
Coast Guard
10120
MEMORANDUM
From: Commanding Officer, Eeply to
CG Any Unit Atmof:  SK2 Joe Coastie

To: Procurement and Contracting

Subj:  WAIVER REQUEST FOR. OFFICE MACHINES AND OFFICE FURNITURE

Bef:  (a) Head ofCoutract'mg Activi Aoqu.l.smon Procedures Gudebook
(b) Purchase Request mumber: 1 16 6533{123

1. Inaccordance with reference (a), Comm.mdmg Officer’s are required to endorse the unit’s
requirement for office machines and fumiture, and the availability of this material through
govemnment inventories and excess property records.

The material listed on reference (b) is not available from Coast Guard-owned mventories of
Government excess, see enclosure (1) for supperting decumentation

#

Enclosures: (1) Non availability documentation

Copy:  As required

A.T.
Organizational
Clothing/
Personal
Protective
Equipment
(PPE)

Figure 3-6 Memo screenshot

The Customer routes the requirement through the CO/OIC/Unit-level
Supervisor. The Customer (Requiring Activity) provides a memo
containing the signature of the CO/OIC/Unit-level Supervisor endorsing
the need for office furniture/machine purchases and that supporting
documentation is within the PR package for Buyer validation. The memo
states the item(s) is "not available from USCG-owned inventories or
government excess."

Organizational clothing is USCG-owned clothing issued to USCG
members to perform their duties. Per reference (j) Uniform Regulations
Manual, COMDTINST M1020.6 (series), organizational clothing is only
authorized to mitigate unusual situations or to alleviate health and safety
concerns. Organizational clothing is not authorized to promote the
appearance of the USCG or USCG programs without prior approval of
Personal Services Division — Military Uniforms (PSD-mu) (personal
service contracts (PSC)) and Financial Management Policy Division (CG-
843). The unit needing the item(s) request purchase, control, document,
and distribute organizational clothing.
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A.7l.a.
Organizational
Clothing/PPE
Instructions

The Customer ensures the item meets the following three criteria in order
for organizational clothing to be considered for approval:

1. Item is “special” and not part of the ordinary and usual clothing or
equipment employees are reasonably expected to provide for themselves
(i.e. seabag items);

2. Item is for the benefit of the government (i.e. essential to the safe and
successful accomplishment of the work, and not solely for the protection
of the employee); and

3. Employee is engaged in hazardous duty.

Provide information that addresses each of the above tests, along with any
other relevant information for all requests for organizational clothing.

U5, Department of Commmanaing Ccar
Homeland Security Uiniten States, Comst Guam
OF Any et

United States

Coast Guard
10120

MEMORANDUM
From: IM.THEBOSS, CDR Raplyto

CG Any Unit Attnof:  SKI Joz Coastis
Tao: CG-122
Thru: CG-7
Subj: WAIVERREQUEST FOR ORGANIZATIONAL CLOTHING

Raf: (a) USCG Uniform Ragnlations, COMDTINIST M1020 6{sarias)

1.

Enclosuras: (1) Currant raquiremeants

Copw: Asraquirsd

(b} All other manuals/neotes as requirad to suppost

In accordancs with refersncs (), a uniform waiver for (stats tvpz of elothing raquastad). Is
raquastad for (unit).

. (Statstype of parsonnal requiring clothing, i.e. CG Law Enforcement members, Divers, Boat
Dirivars, stc) raquirs organizationsl clothing as specifisd in chapter 5 of referencs (5). This
clothing raquest satisfies the 3 tasts of chapter 5 in tha following manner:

a. Hew theitem is spacial and nota part of ordinary and unusual that employees may be
rzasonably sxpectad to provids for themsslvas.

b. How tha item is for the bansfit of the govammeant.
¢. How the emploves is enpapad in hazardous duty.

. Spacifically list the clothing itams that ar= being raquestad, boots, pants, shirts, jackets stc,
and list male and famale clothingitems. Enclosz picturas as applicabla/raguirad

. Ifavailable statz whather clothing is being wom at any other unit or faderal azzney and
justify position. Include why current uniformrequirsment may be datrimental to wear or
USCG sppearancs.

. Closing statement.

{Z) Other unit or agency requirsmants and picturss

Figure 3-7 Sample organizational clothing memo
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NOTE:

NOTE:

A.8. Training/
Educational
Programming

The unit requests authorization from appropriate sources prior to
purchasing any items that require organizational clothing other than those
listed in policy. Route requests for lifesaving equipment/clothing through
Assistant Commandant for Capability (CG-7). Request organizational
clothing in writing or electronically. Route requests through the chain of
command to Office of Military Personnel (CG-122). Office of Military
Personnel (CG-122) provides a response to the unit in consultation with
Office of General Law (CG-0944) and Financial Management Policy
Division (CG-843) when required. Include unit instruction (with the above
routed HQ approvals).

For items already approved and documented in current USCG unit
policy, print the excerpt from manual to include in the PR package.
This satisfies the requirement for authorized organizational
clothing/PPE.

The Customer completes these requests and routes for approval through the
Unit’s chain of command prior to PR submission and attaches to the PR
package upon approval.

Command approval is NOT a substitute for organizational clothing

requests not addressed within the Uniform Regulations.

After obtaining required approvals, attach supporting documents to the PR
package (include approval letter and any unit instructions that authorize).

Training is the process of providing and making available to an employee,
and placing or enrolling the employee in a planned, prepared, and
coordinated program, course (including correspondence), curriculum,
subject, system, or routine of instruction of education. This can be in
scientific, professional, technical, or mechanical trade, or clerical, fiscal,
administrative, or other fields, which improve individual and
organizational performance and assist in achieving the agency’s mission
and performance goals.

For the purposes of these procedures, the term includes meetings,
seminars, conferences, symposia, and associated course training materials
(i.e. study plans, workbooks, handbooks, and manuals) furnished with the
training. Local area meetings or conference attendance that require rental
of meeting space or conference fee but do not involve employee travel/per
diem no longer require conference approval by Assistant Commandant for
Resources (CG-8) as long as expenses do not exceed five hundred dollars
per person.
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A8.a.
Training/
Educational
Programming
Instructions

A.9.
Membership

A9a.
Membership
Instructions

The SF-182 is used to document the validity of the training and the
approval of the chain of command. The Customer completes and routes the
SF-182 through the unit chain of command and Training Officer (as per
unit policy) for approval prior to a PR being initiated. Approvals of the SF-
182 are NOT substitutes for the approvals required for the PR. The SF-182
can be routed in conjunction with the PR to ensure timely processing and
approvals.

The Customer attaches the approved SF-182 to the PR Package to support
the request.

The Customer reviews available USCG approved training through the
Training Quota Management Center (TQC) prior to initiating SF-182:
https://cg.portal.uscg.mil/units/forcecom/tqc/Pages/Home.aspx

Membership is the state of belonging to or being a part of a group or an
organization, the state of being a member.

All memberships are subject to the review and approval of Headquarters
(HQ) office chiefs, district chiefs of staff, area chiefs of staff, or COs of
HQ units, as applicable. The final approving authority determines if the

membership is necessary in support of the USCG mission.

Per reference (a) Head of Contracting Activity (HCA) Simplified
Acquisition Procedures (SAP) Guidebook, the requestor/program office
routes written requests for organizational memberships through their chain-
of-command for final approval. HQ office chiefs, district chiefs of staff,
area chiefs of staff, or COs of HQ units give final approval as applicable
per reference (k) FRMM-F COMDTINST M7100.3 (Series) and reference
() FRMM-P COMDTINST M7100.4 (Series).

The Customer routes written requests for organizational memberships
through their chain-of-command for final approval prior to submitting the
PR to the P&C Department. Upon approval, the Customer generates a PR
and routes for funds certification. Once approved, the Customer submits
the PR, along with the approved request, to the P&C Department for
further action.

If crossing the FY, units obtain the Chief of Contracting Office (COCO)
approval prior to submitting a membership PR. This can be obtained by
routing the membership request memo through the unit chain of command
and then through the P&C Department to the COCO.
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A.9.a.(1). Private
and Professional
Organizations

Memberships in private and professional organizations can be purchased in
the USCG’s name if they meet the following criteria:

e The membership primarily benefits the USCG; and

e The membership is necessary to carry out an authorized function.

The benefit to the USCG generally results from access to publications or
information, as in the case of professional or civic organizations.

WS, Departmant of Comraang T 1738 mn et
l""ﬂ'l'ﬂllLI::I s';:m@ E'::r:':"“ :G" :u:-rr-:llz-'l:-q:?;z
Unitod States ' L AR AT
Coas Guard
TR0

MEMORANDUM
From: LMW THEECQSS, CDE. Foaply 1o

C G Any Unit, Funds hanazar Attnof: I, Coastiz, SE2
Ta: {CGHQ, AFEA) a: applicable fior final appaosal
Subj: BEQUEST FOF MENBEF.SHIP TO PREIVATE FECEEATIONAL FACTLITY
Faff  {g) Simplifisd Acguizition Procsdurss {5 AP) Mapeal COMDTDNET M4200.15H

1. Imacoordance with refarenca (&) and (b, I raquest appoovval to fimd unit membsrhipe at
(mama facility and location {city/state) tt‘lﬁ12i]’.5 appropdiated Fizcal vear fimds. The membarzhip
will provids wallnaszs facilitiss to active-duty mambers and rezarve member: on duty 31 dayz of
lomgar par rafersnos (2.

2. {Yourunit name) does not have adaquats athletic facilitis: for personnal aszirmad to the umdt.
Aggass to Prestiga Fitnass Club will eanable aszignad perzonnal to mast Coast Guard weight and
fitness standands . Accazs to the fitness dub will alzo provids the parzonnal the opportumty to
utilize the facility's n‘aﬂ:as:f._m;ﬁﬂs. waights, and cardiovasoular conditioning aguipment The
fitnazz club iz the clossst facility

{b) Financisl Besourcs Manasemant Wamesl, COMDTINGT T100.3E, Sactions SE.L
Wlembership Faes and 5. K24, Facreational hMembsrships
{c) Coazt Guard Haslth Promotion hlaneal, COMDTINGT MS2001.E (zariaz)

in procimity to tha it that accapts sovemment fimding.

3. Appropriatad fimds sre svailablain the unit’s bedgst to cover the cost of sn annps]
mambarzhip, Awars of our currant constrained budzst snvironmeant, thiz membarzhip has beon
arranzad to mast the guidslines =t forth perreference {20 The unit will purchasza (=) passss,

4. Theastimatad total anneal cost forutilizing the Prestiza Fitness Club has beon sstimated at

Enclosuraz: (1) Procurement Foaguast (list docemeant numbar)

Coopny:

{includs amount ragusstad - must match DR

Az Faguirsd

A.9.a.(2).
Recreational
Memberships

Figure 3-8 Gym membership

The purchase of recreational memberships is authorized to provide eligible
personnel access to fitness-center-type equipment when it is not reasonably
available at the installation. Eligibility is defined in reference (m) Coast
Guard Morale, Well-Being, and Recreation Manual, COMDTINST
M1710.13 (series).
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A.9.a.(3). Routing

Advance payment for gym memberships is not authorized.

If the above criteria are met, the unit drafts a memo/request with
supporting documentation and submits it through the chain-of-command to
the appropriate USCG HQ office. The unit cannot proceed with the PR if
the request is disapproved.

Upon approval, the Customer includes documents in the PR package. The
PR package requires the individuals’ names participating in the
membership, a copy of the approved memo, and the requirements.

The Customer submits the PR, along with the above documents, to the
P&C Department.

A.10.
Conferences

DHS and USCG conference policy are constantly evolving. For guidance
on conference policy, check the conference SharePoint site:
https://cg.portal.uscg.mil/communities/interim-conference-
requests/SitePages/Home.aspx

Submit conference requests requiring approval higher than the unit (see
note below) at least 65 days prior to the start date.

expense?

Event
requirements

Is the event an exercise,
surge force, response.
inspection, compliance
visit or audit requiring
employee travel/per-diem

Will the event include no
travel/per-diem or local
travel only and average

Is the event a meeting
lasting 1 day or less and
no travel or per-diem

NO
costs are less than

T
expenses are fequirec? $500/person?

Will the event be held in
the local area but require

Is the event pre-approved

training or professional
development legally

required to preserve a

non-CG certificate?

non-travel expenses (e.g..
rental of meeting space or
audio/visual equipment)?

( This is a conference-like event h
requiring completion ofa
Conference Hosting or
Attendance Request Form &
Questionnaire & submission for
approval via email

HQS-PF-fldr-
ConferenceRequest@uscg. mil

This event does NOT require a Conference
Request Form. No further action 1s

[ )

Tequired

Figure 3-9 Conference flow chart
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A.10.a.
Conference
Definitions

Conference: A conference is a prearranged gathering, with a formal
agenda, held for presentation, consultation, discussion and/or exchange of
information, views or opinions on a common purpose or topic. A
conference can also be a formal gathering, externally organized or
sponsored by non-governmental sponsors, involving topical matters of
general interest to governmental and nongovernmental participants.
Conferences can take the form of a retreat, convention, seminar,
symposium, workshop, or training. For the purpose of this policy, an event
otherwise qualifying as a meeting is considered a conference when costs
for anything other than employee travel and per diem are incurred as a
result of the meeting (room rentals, audio/visual fees, set-up fees, speaker
fees, and similar non employee travel and/or per diem expenses). However,
a local area meeting (no employee travel) that requires the rental of
meeting space or audio/visual equipment is not a conference.

Meeting: Meetings address matters of CG missions, operations, internal
processes, or policies and the means by which they will be accomplished.
Meetings primarily involve “day-to-day” business and discussions
regarding the internal procedures or operations of the agency. A meeting
can involve non-CG and/or non-government participants if it is necessary
to carry out authorized agency functions or operations. A local area
meeting (no employee travel) that requires the rental of meeting space or
audio/visual equipment is not a conference.

Retreat: A retreat is a gathering held off site or away from the normal duty
station or office. The attendees are management or staff members (or other
government employees/services) who meet to discuss various aspects of
government or departmental activities, or to review progress and
challenges of the implementation of government/departmental policies.
Retreats usually offer participants the opportunity to interact in an informal
manner to a greater extent than they otherwise would in the normal course
of work. This interaction is for the purpose of developing stronger and
more effective working relationships. Typically, a retreat is a type of
conference.

Seminar: A seminar is a lecture or presentation delivered to an audience
on a particular topic or set of topics that can be educational in nature.
Typically, a seminar is a type of conference.

Symposium: A symposium is a gathering of a number of experts in a
particular field at which papers are presented by specialists on particular
subjects and discussed with a view to making recommendations
concerning the issues under discussion. Typically, a symposium is a type
of conference.
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NOTE:

A.10.h.
Conference
Instructions

Training: Federally mandated military or civilian training required or
strongly desired for the performance of primary work duties. This includes
all formal military training, government agency-run training, and full-time
government contracted training (e.g., Federal Acquisition Institute, etc.) if
the training is held on a regularly recurring basis in order to provide
certification or designation in certain areas of expertise. DHS has pre-
approved this training and is therefore exempt from the conference
approval process. However, training conducted at a conference constitutes
a conference activity for the purposes of this guide even if it meets the
definition of training under 5 CFR 410.404 (see note below).

Workshop: A workshop is a gathering for educational and/or work
sessions to concentrate on defined areas of concern. The workshop
emphasizes exchange of ideas and the demonstration and application of
techniques, skills, etc. In some cases a workshop works on a project or
produces a product or a paper. Typically, a workshop is a type of
conference.

8§ 410.404 Determining if a conference is a training activity:

Agencies can sponsor an employee's attendance at a conference as a
developmental assignment under section 4110 of title 5, United
States Code, when -

e The announced purpose of the conference is educational or
instructional;

e More than half of the time is scheduled for a planned, organized
exchange of information between presenters and audience which
meets the definition of training in section 4101 of title 5, United
States Code;

e The content of the conference is germane to improving
individual and/or organizational performance; and

e Development benefits are derived through the employee's
attendance.

The Requiring Activity is responsible for conference requests. The
Customer routes all conference request documents for approval prior to the
submission of a PR (at least 65 days for those requests requiring approval
higher than the unit), as these documents are used to support the PR.
Information regarding conference request procedures, sample templates,
and approval thresholds can be found on the USCG Conference
Management Team website:
https://cgportal2.uscg.mil/communities/interim-conference-
requests/SitePages/Home.aspx
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All. HAZMAT

A.lla.
HAZMAT
Instructions

NOTE:

The Customer ascertains all applicable costs related to the conference
request to assist with completing the required request (fees, per diem,
lodging, transportation, travel, and total attendance costs. The Customer
completes the applicable forms (e.g. conference attending, hosting, roster,
cost comparison)).

The Customer follows approvals per conference guidelines on the USCG
Conference Management Team website:
https://cgportal2.uscg.mil/communities/interim-conference-
requests/SitePages/Home.aspx

The Customer attaches the approved supporting documents to the PR
package. Supporting documents can include Approved Conference Request
Form(s) and Approved Conference Attendance Request Form.

The 'Table of Federal Standards 313C' in reference (a) Head of Contracting
Activity (HCA) Simplified Acquisition Procedures (SAP) Guidebook
provides a listing of HAZMAT the unit’s PPC reviews and approves prior
to submission of the PR to the P&C Department.

GSA HAZMAT Management website (including a link to the Federal
Standard 313 that establishes HAZMAT requirements):
https://www.gsa.gov/portal/content/101201

When purchasing supplies/materials which could possibly be hazardous, it
IS necessary to obtain certain information relative to the hazard which can
be introduced into the workplace by the supplies acquired.

A PPC approved statement of essential need (SEN) is required if the item
being purchased is not on the HAZMAT list (with exception of fuel
products, housekeeping, and janitorial). It is the responsibility of the
Requiring Activity to provide the required information for compliance of
this request.

The Customer attaches approved SEN to PR Package.

Vendors and contractors are required to submit HAZMAT data
(e.g. Material Safety Data Sheet (MSDS)) whenever the supplies
being acquired are identified as HAZMAT per reference (b)
Federal Acquisition Regulation (FAR) and reference (n) USCG
Hazardous Waste Management Manual (COMDTINST 16478.1
(series).
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A.12. Vehicles/
Trailers

NOTE:

A.l12.a.
Vehicles
Instructions

NOTE:

A vehicle is self propelled or drawn by mechanical power, designed and
operated principally, but not exclusively, for highway transportation of
property or passengers, but does not include military designed motor
vehicles (such as tanks) or vehicles not covered by 41 FMR 102-34.
Trailers are considered vehicles and follow the policies for vehicles per
reference (0) Motor Vehicle Manual COMDTINST M11240.9 (series).

GSA fleet lease is the preferred method of acquiring vehicles for USCG
use. A commercial lease is an agreement with any vendor for the services
of a vehicle for 60 days or more. This includes the use of the Commercial
Vehicle Lease Schedule. A short term rental vehicle is a rental agreement
for 59 days or less for surge requirements. Do not use consecutive short
term rentals to circumvent the need for a commercial lease (greater than 59
days).

The Government P-Card is not authorized for gasoline, oil, repairs,
tires, other attachments/equipment, vehicle retrofit, or vehicle
maintenance for department owned/commercially leased vehicles.

The Customer coordinates all requests for vehicles with the Motor Pool
Managers (MPMs). MPMs ensure USCG vehicles are in good condition,
used for official use, and within the unit’s vehicle allowance list. The
Customer coordinates and approves any maintenance and repair of vehicles
through the MPM.

MPMs establish priorities and maintain a record of unit vehicles within
their area of responsibility (AOR), including coordinating rental
arrangements with GSA for leases. Unit personnel/MPMs inform Regional
Motor Fleet Managers (MFMs) immediately when vehicles and trailers are
assigned to the unit. MPMs coordinate obtaining vehicle tags and
enrollment of the vehicle into the Federal Motor Vehicle Registration
System (FMVRS) report.

Vehicles are acquired for official use only per reference (0).
Therefore, every vehicle the USCG owns or manages must have a
justification based on an operational or administrative requirement.

In most cases, a Customer purchases a trailer rather than leasing one.
Purchase trailers, including utility trailers, pollution response trailers, and
mobile command post trailers through GSA contract whenever possible. If
GSA cannot support USCG needs, open market purchase of trailers is
authorized using normal contracting methods. The Customer documents
GSA's non-support.
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NOTE:

NOTE:

Vehicles and trailers are considered personal property. Notify the
unit APO of their pending acquisition.

GSA has contracts in place for over-the-road trailers and is the first option
for purchasing trailers.

For GSA Fleet Leases, the unit MPM coordinates the transaction with GSA
and the Customer provides information to assist the MPM with obtaining
GSA information/documentation to support the PR. GSA authorizes unit
MPMs to obtain costs and pricing information to reserve and request
vehicles. This includes providing information on the:

e Vehicle needed (van/sedan/truck);

e Purpose (training/transit/towing);

e Time period of need (1 day, 1 week, 2 weeks, etc.);
e Funds available;

e POC;and

e Number of vehicles needed.

The MFM forwards the information to the Customer (costs, vehicle type,
dates required, etc.) to assist with drafting the PR upon obtaining the
information needed to use the vehicle. The Customer uses this information
to develop the PR for the approval process and includes all documents to
support.

The Customer obtains MFM approval for vehicles. Contact the MFM if a
new vehicle is needed. MFMs coordinate all issues related to vehicles with
the Shore Facilities Capital Asset Management (SFCAM) Division (CG-
434).

The annual USCG Appropriations Bill limits the number of
passenger vehicles that can be acquired through purchase, transfer
of property from any source, or lease contract with a commercial
vendor for 60 days or more.

Purchases above the limit of the Appropriations Bill are considered
an Anti-Deficiency Act (ADA) violation and could result in loss of
purchase authority of employees involved and possible
reimbursement of funds by the employee to the Federal
government.
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GSA determines when a vehicle replacement occurs via replacement
standards. However, USCG approves the type of replacement vehicle. The
chain of command for the latter goes through SILC, CG-435, and DHS.

Additional information on GSA Fleet Leases can be found:
http://www.qgsa.gov/portal/content/100792

Contact the unit MPM via electronic correspondence to lease a vehicle
from the GSA Fleet. The MPM contacts GSA for availability and obtains
pricing information. If a suitable vehicle is not immediately available, the
request is logged onto a waiting list and the MPM notifies the Customer.

The Customer provides the following information to the MPM as well as
annotating on the PR:

e Anticipated duration of the assignment and projected utilization in
miles per month;

e Statement certifying that the unit has funds to pay for the vehicle
assignment;

e Statement certifying that the MPM concurs with the request;

e Unit office or division the vehicles are assigned to, a POC name,
address, and telephone number;

e Reason for the vehicle (i.e. purpose); and
e Vehicle quantities, types, locations, and date required.

The Customer attaches documents the unit MPM provides along with any
other supporting documents relating to the request to the PR package.

Veh Type
suv

SuUV

SUV

Veh Size

LARGE

LARGE

LARGE

GSA RENTAL REQUEST QUOTES

Veh Pickup Addrl Veh PU Addr2 Veh PU City VehPUST VehPUZIP Lineltem Cost DayRate WeekRate Month Rate Fee Delivery cost
2200 NORVIEW AVENUE

NORFOLK VA 23518 $1,424.33 $41.95 $293.65  $1,258.50 $39.99 $0.00

1740 AIRPORT BLVD WILMINGTON NC 28405 $1,760.00 $55.00 $385.00 $1,650.00 50.00 50.00

21H2- CEDAR ROAD/CHESAPEAKE 1245 CEDAR ROAD UNIT#M CHESAPEAKE VA 23322 52,641.28 $56.00 $336.00  51,344.00 $9.28 50.00

Figure 3-10 GSA rental request quotes
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----- Original Message-----

From: GSAFLEET@gsa.gov [mailto:GSAFLEET@gsa.gov] On Behalf Of gsa_rental@gsa.gov
Sent: Friday, July 26, 2616 2:58 PM

To:

Cc: strgroupinbox@gmail.com; gsa_rental@gsa.gov;

Subject: Rental Request Quotes for: 181458

Dear Customer,

Reguest # ;191458
Request Date: 07/24/2013
Request Time: 81:56 PM
Region / FMC: @3 / 82
Account Code (BOAC): 78367]

Agency Mame : UNITED STATES COAST GUARD

Please enter the WebSTR system and review the quotes received on your rental request. Your response is required within 5 business days from the date of this email,
but no later than the contract start date (whichever comes first), or the quote(s) and request will be cancelled and you will have to resubmit a new request.

IMPORTANT - The acceptance of a quote should be made based on the evaluation method selected at time of request. If a selection is made on a best-value
determination, and you select the non low bid vendor, you will be required to provide the reason you are not selecting the low bid under 'Remarks®.

Acceptance of the rental gquote constitutes the placement of an order. By accepting the offer you agree to abide by the terms of the rental agreements, both those
of GSA Fleet and the rental provider, and to be accountable for all costs incurred by the rental activity. Cancellation of the order after acceptance may incur
costs for which you agree to be held responsible. 1In addition, in accepting the offer you certify that the rental is not for TDY purposes.

If you have questions about this request please call 1 (866) 886-1232.

Thank you for using GSA Fleet's Short Term Rental Program.

http://str.fas.gsa.gov/

Please see attached.

Figure 3-11 GSA rental quote email

Only USCG Regional MFMs or individuals in the Logistics Program
Management Division (CG-441) are approved and authorized to submit
purchase orders (POs) (including use of the automated system) to the GSA
Automotive Division for purchase of vehicles.

All vehicle purchases, commercial leases, and transfers to USCG (such as
from the Department of Defense (DoD) or GSA excess programs) require
prior approval from Logistics Program Management Division (CG-441).
Purchase all new vehicles through the GSA Automotive Division
unless GSA grants a waiver for open market purchase. An open market
purchase without obtaining a waiver from the GSA Automotive Division is
subject to the congressional ratification process. Trailers are considered
vehicles and follow the policies for vehicles.

Acquisition of passenger vehicles by means other than GSA Fleet Lease
requires Logistics Program Management Division (CG-441) require
approval prior to initiation of procurement procedures per reference (0)
Motor Vehicle Manual COMDTINST M11240.9 (series). The unit
requesting to acquire the vehicle consults the Office of Logistics (CG-44)
prior to vehicle purchase, commercial lease of vehicles (greater than 59
days), or acquisition from sources such as GSA excess, DLA Disposition
Services, or donations.

All new vehicle purchases go through GSA Automotive Division. GSA
Automotive Division can grant waivers when GSA deems it is in the best
interest of the government to allow an agency to purchase vehicles via
open market contract. USCG P&C personnel cannot authorize open market
purchases of new vehicles without obtaining a waiver from GSA
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A.13. Forward to
Supervisor

Automotive Division prior to preparing procurement documents. Send all
GSA Automotive Division waiver requests through Logistics Program
Management Division (CG-441) for endorsement.

Upon compilation of all applicable supporting documents, the Customer
drafts and releases the PR and all supporting documents to the Supervisor
for review and approval.
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Chapter 4:
Reviews

Introduction This chapter discusses the processes of reviewing a micro-purchase P-Card
PR.

In This Chapter  This chapter contains the following section:

Section Title Page

A Required Reviews 4-2
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Section A: Required Reviews

A.1. Supervisor

The Supervisor validates the presence and accuracy of the following:

TAS (block 3 or block 9);

Suggested vendor information (block 4);

Routing (approvers & unit ID) (block 5);

Shipping cosigner and destination (block 6);

RDD (block 7);

GFE/GFP (block 8) (Property Office review annotated in block 9):

» Tangible assets owned/leased to the Government held by a
contractor/subcontractor);

Personal Property (GFE/GFP, sensitive item, etc.):

» All tangible property, including vessels, aircraft, boats, small arms,
vehicles, electronics, art work, models, and artifacts, with the
exception of real property and records of the Federal Government;

Need (verify regular or emergency) (block 9b);
Item information (block 9b);

Price (block 9);

Shipping cost (separate line item) (block 9);
Priority (RDD justification) (block 9b);

Accounting data/LOA (object classes are found in reference (h) USCG
Financial Center (FINCEN) Standard Operating Procedure (SOP),
Chapter 8: http://cgweb.fincen.uscg.mil/) (block 10);

FY quarter (block 10);

Supporting documentation and special approvals (including
AAMS/Excess and MILSTRIP source verification, IT CCB,
conferences, HAZMAT, and justifications of purchase priority, etc.);

Quantity (block 9c);
Unit Cost (block 9e); and
Unit of Issue (block 9d).

The Supervisor can reject the PR due to lack of supporting documentation,
incorrect PR data, incomplete fields, incorrect item/service/construction,
etc. If the Supervisor rejects the PR, they notify the originator via
electronic correspondence.
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NOTE:

A.2. Funds
Manager (FM)

The Supervisor signs/approves the PR either electronically or manually,
depending on the format of the submitted document.

The Supervisor forwards the PR to the FM for funding validation and
additional review based on unit policy. This can be either electronically
within the financial system or via hard copy.

The Supervisor provides all supporting documentation immediately
so the P&C Department can process in a timely manner. Failure to
provide supporting documents can result in a delay in processing or

rejection.

The FM validates the presence and accuracy of the following:

e Justification of purchase (support);
e Line item cost (including shipping) (block 9);

e Appropriation of funds (see reference (h) USCG Financial Center
(FINCEN) Standard Operating Procedure (SOP));

e TAS (block 3 or block 9b);

e Correct accounting data/LOA (assigning as needed, including object
class, task number, and unit specific project code) (object classes are
found in reference (h), http://cgweb.fincen.uscg.mil/) (block 10);

e Potential Property (block 8 and block 9):

» Determine if item/material is a potential USCG property (including

GFE/GFP) candidate. If so, forward the PR and supporting
documentation to the unit APO to review and forward to the
Property Office for final determination. The Property Office

reviews, provides determination, and forwards PR package to P&C

Department for processing;

e Routing (P&C Shop Unit ID and approvers (block 3/block 5 of PR));
and

e Funds availability/budget impact:
The FM takes the following actions, as necessary:

e Sends PR to APO via email if they determine the material meets
property requirements:

> Based on type of Property (sensitive in nature) or the monetary
threshold as defined in reference (g) Personal Property
Management Manual (PPMM), COMDTINST 4500.5 (series);
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A3. P&C
Department
Gatekeeper

Accepts or rejects funding increases;

Verifies proper PR numbering is used, per reference (h) USCG
Financial Center (FINCEN) standard operating procedure (SOP).

Approves electronic PRs in the financial data system; or

Signs approved hard copy PRs and ensures they are entered into the
financial system as certified (for example, when system is down).

The FM validates the Procurement Shop Unit ID on the PR (block 3). This
ensures the PR is routed to the proper procurement agent (Buyer) and
allow proper tracking of the PR throughout the procurement process after it
leaves the unit.

Upon FM approval within the financial system, the PR is automatically
released to the P&C Department as identified on the PR for processing.
The FM immediately forwards supporting documents via electronic means
to the P&C Department as specified within P&C Department guidelines.

The P&C Department validates the presence and accuracy of the
following:

Supporting documentation (including AAMS/Excess and MILSTRIP)
(may reject if missing or incorrect) (supporting docs);

Customer, Supervisor, FM, and The Gatekeeper are all separate
individuals (rejected if missing or incorrect) (block 5);

» The Buyer rejects as a last resort. The Buyer contacts the Requiring
Activity to make corrections and allows 48 hours for the Requiring
Activity to submit requested information in the case of minor errors
(incorrect/missing data). The PR can be rejected if the Customer
does not provide information within 48 hours;

Authorized purchase (prohibited item) (rejected if missing or incorrect)
(block 9);

Accounting data/LOA (object classes are found in the reference (h),
Chapter 8: http://cgweb.fincen.uscg.mil/) (block 10);

TAS (block 3 or block 9);

Special approvals (supporting docs);
GFE/GFP (block 8);

RDD (block 7); and

Priority (RDD justification) (block 9b).
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The Gatekeeper takes the following actions, as necessary:

e Acts as a conduit between unit supply stakeholders (including the
Property Office) and the procurement shop;

e Ensures procurement packages are routed/assigned to the Buyer upon
receipt and that requisition responsibilities are accomplished by
establishing a schedule to monitor all on-going tasks;

e Manages procurement shop communications and reminders;

e Identifies any additional errors in requests routed to The Gatekeeper
and works to mitigate with subordinate units;

e Reviews every procurement package and makes certain review has
been provided by the proper unit approvers (i.e. separate individuals
(Supervisor and FM)) and all requisitions have been routed to the
Buyer for further processing and Buyer approval as accurate and
complete unless a waiver is included;

e Ensures sufficient information is provided in the procurement package
before routing to the Buyer;

e Evaluates the procurement package for completeness and identifies any
other potential issues within the request;

e Assists the supported units by guiding, answering questions, and
providing training on requirements for complete, accurate, and timely
procurement packages. Coordinates with the Comptroller to provide
unit training to Customers, Supervisors, and FMs to ensure quality
submission of procurement packages; or

e Uses the USCG Common Core PR Tracker to log PR:
https://cg.portal.uscg.mil/communities/cgcc/SitePages/MASTER%20C
ONTENT%20-%20PROCUREMENT%20-
%20PR%20TRACKERS.aspx

Prior to the acquisition, the Gatekeeper makes a determination on whether
the assets are reportable property (general purpose or pilferable assets) and
then categorizes appropriately. Since most purchases under the MPT do
not meet the Accountable Property Threshold as defined within reference
(g) Personal Property Management Manual (PPMM), COMDTINST
4500.5 (series), the Property Office determines if the material meets the
sensitive item (by asset type) definition. The FM initially screens PR
packages for property and coordinates with the Property Office for final
determination of whether an item meets the sensitive item definition and
needs to be added to property. The Property Office coordinates with the
P&C Department Buyer to properly document items required to be in the
property system.
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Upon initial review and tentative acceptance of the PR package, the
Gatekeeper logs the PR requisition number in the unit PR Tracker,
assigning the Buyer and forwards to the applicable Buyer for further

processing.
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Chapter 5:
Review of the PR Package

Introduction This chapter discusses the role of the Buyer in determining the

completeness and accuracy of a PR package for acceptance to process the
purchase.

In This Chapter  This chapter contains the following section:

Section Title Page
A PR Package Acceptance Process 5-5
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Section A: PR Package Acceptance Process

A.l. Receive PR
Package

A.2. ALMIS/
NESSS Purchase

A.3. Verification

A.3.a. Separation
of Duties

A.3.b. Initial
Review

The Buyer receives the PR package (the PR and all supporting documents)
from the Gatekeeper.

If the PR is an Aviation Logistics Management Information System
(ALMIS) or Naval and Electronic Supply Support System (NESSS)
purchase, follow ALMIS/NESSS guidance as directed by ALC and SFLC.
Follow reference (a) Head of Contracting Activity (HCA) Simplified
Acquisition Procedures (SAP) Guidebook. If the PR is not an ALMIS or
NESS purchase, the Buyer verifies complete and accurate PR package and
processes the acquisition within the appropriate USCG financial system.

Upon receipt of the PR package from the Gatekeeper, the Buyer
determines if the PR package is accurate and complete by verifying all
applicable information, supporting documents, and required approvals are
included. The PR package is only then accepted and the purchase initiated.
PALT begins with this acceptance and ends once the order is submitted
(does not include time required for delivery).

See Chapter 1:Section B for more detailed information on PALT and the
Priority Table.

No one individual is allowed to control more than one key aspect of a
transaction per reference (a):
e A Buyer cannot certify funds for a purchase which they conduct;

e A Field Organization Program Coordinator (FOPC) cannot be a Buyer
under their own hierarchy;

e An AO cannot be a Buyer under their own hierarchy; and
¢ Neither the Buyer nor the AO can accept or receive goods.

In circumstances that do not allow for separation of duties, obtain a waiver
from the Component Primary Organization Program Coordinator (CPOPC)
and maintained in each file.

The Buyer starts initial review of the PR package, ensuring PR is
completed correctly with applicable signatures. Accounting data, special
approvals, and all supporting documents (as required) are included and
endorsed. Supporting documentation that can be required to make a
complete PR package includes:

5-5




LOA,;
Other accounting information to include TAS, quarter, and FY;

Approvals (Supervisor, FM) (The Supervisor, Customer, and FM
cannot be the same individual);

Detailed description of item or service;

SOW, specifications and drawings, etc.;

RDD (with justification);

Priority (1, 2, or 3; 1 and 2 require justification)
Suggested source;

POC (unit and vendor);

AAMS verification;

GSAXcess® verification;

MILSTRIP verification;

Special approvals:
Approved SEN;
Section 508 compliance documentation;
Approved IT CCB;

Green purchase consideration documentation;

>
>
>
>
» Membership documentation (approved memo);
» Organizational clothing documentation;

» Office furniture/machine documentation (approved memo);
» Approved conference documentation; and

>

Any other special approvals the local P&C Department guidelines
require. See P&C Department Supervisor for guidance.

Market research for supplies, IGE for supplies and an IGCE for
service/construction. Prior to award, the PR reflects at least the amount
of the IGE or IGCE. Funding in excess of the award amount is
acceptable;

Shipping and handling cost (as applicable); and
One PR per vendor used.
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NOTE:

A.4. Purchase
Card
Transaction
Worksheet DHS
Form 1501,
USCG Deviation

A.4.a. Buyer
Activities

The Buyer verifies that no items are prohibited or restricted (see reference
(d) Department of Homeland Security (DHS) Purchase Card Manual for
examples). The Gatekeeper performs a cursory review for restricted items,
but the Buyer is ultimately responsible and performs a more in-depth
review. Relay all questions regarding the requirement to the Customer for
further clarification.

If there are issues, the Buyer contacts the Requiring Activity and attempts
to resolve the issue within P&C Department guidelines for discrepancies to
be resolved (e.g. missing supporting documentation) before they reject any
PR. The P&C Department can reject the PR per their P&C Department
guidelines if discrepancies cannot be corrected. Contact the P&C
Department Supervisor with any questions.

The Buyer deems the PR package ‘complete and accurate’ (PALT begins)
only after the Buyer has a clear and concise understanding of the
Customer’s requirements and all applicable supporting documents are
within the PR package.

The Buyer documents all correspondence (emails, phone logs, etc.) in the
PR package. The Buyer notes any vendor contact or changes within the PR
package and relays the information to the Requiring Activity.

The Buyer verifies if the PR is an ALMIS or NESSS purchase by
the item nomenclature, stock number, and Requiring Activity
requirements. This normally applies to specific units (ALC/SFLC)
and is not an issue for other field SK’s/P&C Departments. The
order is out of scope for this guide if all items fall under NESSS or
ALMIS. Only proceed with this guide if there are items remaining
on the order that cannot be purchased via NESSS or ALMIS.

The Buyer uses the DHS Form 1501 throughout the procurement process
to assist in ensuring the proper steps are taken to complete a compliant
transaction. The Buyer completes a DHS Form 1501 for each transaction.
Inaccurate or incomplete forms will be deemed noncompliant with DHS
standards and during DHS component Post Payment Audit Reviews.

The Buyer obtains AO approval on the DHS Form 1501 prior to
initiating a purchase.

On the DHS Form 1501, the Buyer:

e Completes blocks 1-20 (“See PR” is acceptable in blocks 6-20, 25-29,
and, if there is FM approval on the PR, block 34);

e Checks the applicable boxes in Sections A, B, and D (as supporting
documentation validates);
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A.4.b. AO
Review

NOTE:

A.4.c. Buyer
Activities
Continued

NOTE:

A.4.d. Special
Consideration
Items

e Fills in the names of officials in blocks 32, 33, and (only if “see PR” is
not used) 34;

e Signs and dates block 32; and
e Forwards the DHS Form 1501 and the PR to the AO.

The AO:

e Reviews, signs, and dates in block 33; and
e Forwards the DHS Form 1501 to the Buyer.

The Alternate AO can act as the AO if the AO is absent for an
extended period. However, the AO follows the procedures outlined
in Purchase Card Notice (PCN) 01-19-2016 to ensure the Buyer
obtains proper supporting documents. For all questions regarding
this policy, contact the FOPC.

The Buyer updates blocks 14-20, 21a-c, sections B and C, and blocks 35,
36, and 37 as applicable throughout the procurement process to ensure
compliance with P-Card standards.

Check EACH source box within blocks 21a & b up to the point
where a source is used. DO NOT only check the box that applies to
the source used. Check the applicable box in block 21c as it pertains
to the purchase.

Special consideration items are materials or circumstances that require
additional control, handling, or are not procured through normal
procedures within the P&C Department.

Examples of special considerations include:

e Printing and related supplies;

e Shipment of team gear;

e Meals ready-to-eat (MRES);

e Purchases during declared emergencies;
e Emergent missions;

e Purchases during deployments;

e Survival/life preserving situations; and

e Deployment kits for procurement personnel.
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A.4.e. Mandatory
Sources

A.4.f. Definitions

If the Buyer ascertains that special considerations apply, they follow the
guidelines as identified within reference (a) Head of Contracting Activity
(HCA) Simplified Acquisition Procedures (SAP) Guidebook and any local
P&C Department procedures.

If the requirement does not have special considerations, consider
mandatory sources in the order of precedence as identified within reference

(@).

The Buyer determines if the PR is for Supplies/Service/Construction (i.e. a
physical item, material, or something to be done or performed or
constructed) based on the Requiring Activity’s requirements.

The following are relevant terms defined by reference (b) Federal
Acquisition Regulation (FAR):

Supply: All property except land or interest in land, includes (but is not
limited to):
e Public works, buildings, and facilities;

e Ships, floating equipment, and vessels of every character, type, and
description, together with parts and accessories;

e Aircraft and aircraft parts, accessories, and equipment;
e Machine tools; and
e The alteration or installation of any of the foregoing.

Service: Contract that directly engages the time and effort of a contractor
whose primary purpose is to perform an identifiable task rather than to
furnish an end item of supply. A service contract can be either a non-
personal or personal contract. It can also cover services personnel perform
whether on an individual or organizational basis, dismantling, demolition,
or removal of improvements where no follow construction is required.
Service contracts include the following:

e Maintenance, overhaul, repair, servicing, rehabilitation, salvage,
modernization, or modification of supplies, systems, or equipment;

e Printing and related supplies, i.e. editing, printing, duplicating,
copying, and binding — Government Purchasing Office (GPO) is the
mandatory source for printing requirements;

e Routine recurring maintenance of real property;
e Housekeeping and base services;
e Advisory and assistance services;
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NOTE:

e Operation of Government-owned equipment, real property, and
systems;

e Communications services;

e Architect-Engineering;

e Transportation and related services; and
e Research and development.

Construction: The construction, alteration or repair, painting and
decorating of public buildings and public works included in this definition
are improvements of all types.

Dismantlement, demolition, or removal of improvements where no

follow-up construction is required is a service.
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Chapter 6:
Supplies

Introduction

In This Chapter

This Chapter discusses the Buyer’s role in purchasing supplies.

This chapter contains the following section:

Section

Title

Page

A

Mandatory Sources
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Section A: Mandatory Sources

A.1l. Mandatory

Sources

NOTE:

Mandatory sources are the sources agencies must consider when acquiring
supplies and services per reference (a) Head of Contracting Activity
(HCA) Simplified Acquisition Procedures (SAP) Guidebook and reference
(b) Federal Acquisition Regulation (FAR). Use these sources in descending
order of precedence before proceeding with a purchase from an open
market commercial source for supplies:

Supplies:

1. Requiring Agency Inventory;
2. Excess from other agencies;

. Federal Prison Industries (FP1, commonly called UNICOR) (not
applicable under the MPT);

4. Ability One;

5. Wholesale supply (MILSTRIP);
6

7

w

. Mandatory DHS-wide contracts; and
. Commercial sources.

Services:

1. Ability One;
2. Mandatory DHS-wide contracts;
3. Commercial sources; and

4. Other mandatory sources (see Chapter 7:A.6; example: printing (GPO),
vehicles, and utilities).

GPO is the mandatory source for printing requirements and the
USCG has a Simplified Purchase Agreement (SPA) with GPO for
purchases under $10,000. A Buyer must successfully complete the
GPO SPA training before making a purchase under this program.
Upon receipt of the PR package, the Buyer completes the SF-1,
submits requirements, and places orders under the SPA Program.
See reference (a) for information regarding the procedures to
obtain GPO certification to use this program. Any deviation from
this policy can result in the purchase being deemed a
NONRATIFIABLE commitment.

The GPO SPA can be found at:
http://www.gpo.gov/Customers/spa.htm

6-2



http://www.gpo.gov/customers/spa.htm

NOTE:

A.2. Agency
Inventory/Excess

Payment for services cannot be made until service is complete per
reference (a) Head of Contracting Activity (HCA) Simplified
Acquisition Procedures (SAP) Guidebook. The Buyer verifies
evidence of receipt and acceptance (supplies and services) before
making payment.

AAMS and USCG ICPs maintain Agency Inventory, such as the SFLC in
Baltimore, MD, and ALC in Elizabeth City, NC. AAMS is the front-end
screening application to GSAXcess® and lists DHS specific material.
Screening AAMS suffices for a review of internal (USCG) sources as
agency inventory in addition to reviewing USCG ICP's as listed above. See

Figure 2-5.

Reusing excess property saves considerable funds and resources. In most
cases, only handling and transportation costs are incurred. In lieu of
acquiring new supplies, all USCG personnel are required to review internal
(USCG) sources via AAMS and USCG ICPs, and external sources via the
GSAXcess® system, for excess property listings for supplies that can
fulfill the unit’s requirements while reducing the costs of acquisition per
reference (a) and reference (b) Federal Acquisition Regulation (FAR).
Buyers verify the Requiring Activity check these sources. See Chapter
2:B.2 for AAMS procedures to access this system and verify availability.

The Requiring Activity provides supporting documentation that the
material was not available from AAMS or USCG ICP's. This
documentation is usually a printout from AAMS stating the item(s) was
not found, or correspondence from an ICP Inventory Manager indicating
the item(s) were not available.

The Buyer verifies the Requiring Activity documents and enters the
items/requirement into AAMS and documents this verification in block
21a on the DHS Form 1501. See Chapter 2:B.2.

If the Buyer discovers the item(s) are available via Agency
Inventory/Excess, they contact the Requiring Activity to initiate other
forms of acquisition. If supplies are not available via excess from other
agencies, supplies can be available via GSAXcess®.

Neither the Customer or the Buyer receives a personalized login access to
AAMS/GSAXcess® (http://gsaxcess.gov/) (access is limited to designated
members of the Property staff). The Customer and the Buyer instead use
generic passwords to assist the APOs and P&C staff in screening assets
already entered into the system.
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A.3. Excess from
other Agencies

A.4. EXcess
Documentation
and
Confirmation

The read only access permissions to personnel with a “.gov’ or “.mil’
address are:

DHS AAMS:
Login: 70AAMS
Password: DHSAAMS

GSAXcess®:
Login: GOVUSE
Password: GOVUSE

The USCG uses the GSAXcess® system as a primary external source for
excess property from other agencies. GSAXcess® is the electronic system
of record for reporting, searching, and selecting excess personal property
throughout all Executive Federal Agencies. GSA operates, manages, and
oversees GSAXcess® Requiring Activities and Buyers use to verify and
obtain material to meet the mandatory source guidelines. See Chapter
2:B.2.a for GSAXcess procedures to access this system and verify
availability.

The Requiring Activity provides supporting documentation that the
material is not available from other government agencies as excess. This
documentation is usually a printout from GSAXcess® stating the item(s)
was not available. See Figure 2-7.

GSAXcess® link:
https://gsaxcess.qov/

The Buyer verifies Requiring Activity documents and enters the
items/requirement into GSAXcess® and documents verification in block
21a on the DHS Form 1501.

If the Buyer discovers the item(s) are available via GSAXcess® from other
agencies, the Buyer contacts Requiring Activity for possible property
transfer via their APO. If supplies are not available via excess from other
agencies, supplies can be available via Ability One.

If the Buyer identifies the item as available via Agency Inventory or
Excess, they contact the Requiring Activity to ascertain if the item meets
their requirements. If the Requiring Activity deems the item does not meet
their requirements, they provide a statement (usually an email) confirming
that fact to the Buyer.

The Buyer enters this documentation in the PR package and proceeds with
other mandatory sources per reference (a) Head of Contracting Activity
(HCA) Simplified Acquisition Procedures (SAP) Guidebook.
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NOTE:

NOTE:

A5. Ability One

There is no need to reprint supporting documents if the Buyer
validates it.

If the Customer determines the requirements can be met by the Buyer’s
AAMS/GSAXcess® research, the Buyer obtains written confirmation to
change the status of PR (hold, reject) from the Customer.

Initiating a property transfer process is out of scope for this process guide
and is a property function the Requiring Activity completes.

While FPI (UNICOR) is listed in block 21 of the DHS Form 1501 as
a required source, for purchases under the MPT, FPI is NOT
mandatory per reference (a) Head of Contracting Activity (HCA)
Simplified Acquisition Procedures (SAP) Guidebook. The Buyer
annotates “N/A” in this block.

Following the descending order of precedence outlined above, per
reference (a), the government is required to purchase all supplies or
services, if available, from the Procurement List of Ability One. The two
central nonprofit agencies under Ability One are National Industries for the
Blind (NIB) designed to represent people who are blind and
SourceAmerica designed to represent people with severe disabilities. The
websites are:

Ability One (Figure 6-1):
http://www.abilityone.qgov/

NIB (Figure 7-1):
http://www.nib.org

SourceAmerica (Figure 7-2):
http://www.sourceamerica.org/

GSA Advantage!® also includes Ability One supplies.

The Buyer verifies the Requiring Activity’s requirement against Ability
One’s Procurement List of products using the link below and orders
against the source provided if the item is available. The Buyer verifies and
documents required sources in block 21a on the DHS Form 1501. See
Figure 6-2 and Figure 6-3.
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Home | Log In | Create An Account | Shopping Cart | 0 ltem(s) | $0.00

-. Abilityone com J ‘ |:| | il ts | m iz
o All Produc
: SKILCRAFT

**ATTENTION GOVERNMENT PURCHA SE CARD BUYERS!!!! Please submit your TSA purchase at least 3 days before your CreditP-card closes in September 2016.

. _ Shop By Brand Pariner | F. | Customer S QUESTIONS? 1.877.438.5963
Chemical Supplies 3
Cleaning & Janitorial Products > an areen!
Clocks 3
Clothing 3
Computer Accessories >

Furniture 2 Feal“re“
Hardware & Paints ’ Ilems Environmental

Kitchen & Breakroom Supplies » Prodicts
Mailing & Shipping Supplies >
Mattress & Bedding >

Medical & Surgical Supplies 2 Medi_cal s“llcﬂnn
offce Suppes , Surgical Toners

‘Outdoor Supplies 3
Paper Products 3
Picture Frames >
5Kin & Personal Care 2 Find Medical Find SKILCRAFT
Writing Instruments. > Supplies Now! Toner Gartridges
The AbilityOne Program creates employment and training opportunities for people who are blind
or who have other severe disabilities, empowering them to lead more productive and independent o
lives. Its primary means of doing so is by requiring Government agencies to purchase selected S ma rt Pay
products and services from nonprofit organizations employing such individuals. Supporting your mission
SHOP ACCOUNT ABOUT HELP
Shop by Brand Partner Log In About AbilityOne.com Contracts
Quick Order Create An Account About the AbilityOne Program QCrder a Catalog
AbilityOne Home Forgot Vour Password? AbilityOne Catalog Online Shipping
Fastpack Change Email Address FaQ's Track Shipping
Shopping Cart Change Password Partners Accessibility
Check Out Edit Contact Information 150 5001 Certified

Shipping Addresses
Order History

DISCLAIMERS | CONTACT US
& Copyright 2010-2012. Mational Industries for the Blind, All nights reserved.

Figure 6-1 Ability One home page
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Y, Seplember 23, :
AbilityOne.gov

U.S. AbilityOne
Commission

Search Products
Bay
urement L
Search Services
o By

Procurement List
AbilityOne C

Celebrating 75 Years | E-Vote | Media Room | Contact Us

search [ 6

| Distributors | Laws, Regulations and P

Home = Procurement List > Search Products

4 Listen to Page

Search Products

Search Criteria

Enter your search criteria, and then press the ™ [

Search for. [Description_“{{[copy paper | Search]
Include description in the resuls?

52 i )
infog@abilityone. gov

G2 Feedback or Suggestions
Displaying Page 1of 5

onal msh | name [ Deseriptien Department Agency (9 (300 s92.5%63
- Copy paper 15 85" % 11°, US, Federal
/ Paper, Bond & watermarked, white, 16 Ibs. weight
Aiting - Paper, acid-free, and contains 50 percent §
ECSE-O— Xerographic, Dual  Yrecycled and 30 percent post- GENERAL gﬁ:‘gﬁg?m
NI [lgo. |[Purpose, White, U.S. [[onsumer waste material. For use with ||SERVICES PaPER
fege |[Fecera peniers, high-speed copiers and ||ADMINISTRATION  [[o0 -, o
Natermarked, 8 5" x LiU s BY
11"
Search Results

Copy paper 15 8.5" X 13, U5, Feoeral
[watermarked, white, 16 Ibs. weight.
acid-free, and containg 50 percent
recycled and 30 percent post-

N

GSAFSS OFC

MIB gg-(). Purpose, White, U.S. | [consurmer washe material, For use wi SUPCTR -
Teon |[Fecera laser prinees, Ragh-epeed copiers a
Watermarked, 8.5 x ||other dry toner processes. UOI is BX Pmducing Agency
14" B = 10 reams of five hundred (500)
sheets T

Il Il |[Copy paper is 8.5 x 11", 32 I I |

Figure 6-2 Ability One search success

Fricay, Sepb p
AbilityOne.gov
U.S. AbilityOne
Commission

J. Anthony Poleo, Chairperson
"

Procurement L
th Semvices
Buy

tract Management
vices

ent List Additions
AbilityOne Catalog

Celebrating 75 Years | E-Vote | Media Room | Contact Us

Home > Procurement List » Search Products

q L sten to Pa
Search Criteria

Search Products

Enter your search criteria, and then press the "gganch” button.

Search for: | Description generator Saarch
[ I B info@abilityone. gov
Include description in the resuls? —

' — Feadback S i
T Search Results G Feedback or Sugestions

TRA || NSN || Name | Descripfion || Deparment || Agency | 9 (s00) 999-5962

Important: If you do not see an exact or identical match to the product you need, you should also check to see
whedher the AbilityOne Program offers an "essentially ihe same” item that mesls your requirements. If so, the
AbllityOne Program remsins a mandatory source for your purchase

For example, the AbllityOne Program offers mouse pads in blue, gray and red, If you are searching for a pink mouse
[pad, you will not see an identical match. However, for items with the same form, fit and function, where the color does
not affect performance, you should not buy around the AbilityOne Program to obtain a commercial item. You should
by the AbllityOne product whenever it meets your need. In this example, you should purchase any color mouse pad
fumished by the AbilityOne Program

Figure 6-3 Ability One search non-availability
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A.6. Purchase

Exception

NOTE:

A.7. Wholesale

Supply/

Supply/Defense
Logistics Agency

(DLA)

NOTE:

While supplies can be available via Ability One, there can be a purchase
exemption that precludes the Buyer from using this source (Ability One
cannot provide the supplies or services within the time required, and other
sources can provide them significantly sooner in the quantities required or
quantity required cannot be produced or provided economically by the
Ability One participating nonprofit agencies). The Buyer clearly articulates
requirements and the reasons for requesting an exemption and submits this
request to the Ability One producing agency (supplier) for approval. For
further assistance, the Buyer contacts Ability One directly at 800-433-2304
or Customercare@abilityone.com. The Buyer prints the exemption upon
approval and encloses it in the file, initiates purchase action within 15 days
following the date of the exception by Ability One, and provides a copy of
the solicitation to the central nonprofit agency when it is issued. The Buyer
uses Ability One if the exemption is not approved.

All exemptions are on a one time basis for that particular request.

Supplies available via Wholesale Supply/DLA (MILSTRIP) are out of
scope for this process and the Customer initiates the MILSTRIP process.
See reference (¢) P&C: MILSTRIP Process Guide. If supplies are not
available via Wholesale/DLA, supplies could be available via mandatory
DHS-wide contracts, FSS/GSA Government-wide Acquisition Contract
(GWAC), multi-agency contracts (MACs), and Federal Strategic Sourcing
Initiative (FSSI).

The Requiring Activity provides supporting documentation that the
material was not available from wholesale sources or justifies why they
could not use this source (delivery time, minimum order requirements,
etc.). This documentation is usually a printout from the applicable logistics
information system (FEDLOG, Web Federal Logistics Information Service
(WebFLIS), CGPART, DoD EMALL, etc.) indicating the item(s) was not
available or an email statement indicating the reasons why this source
could not be used.

The Buyer verifies Requiring Activity documents and confirms the item(s)
are not available via an applicable logistics information system by entering
the item/requirement into the system and documenting this verification in
the PR package. The Buyer checks the applicable block 21a on the DHS
Form 1501.

If the Requiring Activity has an NSN listed on the PR, it is probably
available via these sources and the Customer provides
documentation that these sources could not meet the requirements.
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A.8. Initiating
MILSTRIP
Process

A.9. Use of
Other Sources

A.10. DHS Wide
Contracts and
Agreements

If supplies are found via a MILSTRIP source, the Buyer contacts the
Requiring Activity and confirms this is how to proceed, unless the
Requiring Activity provides ample justification (in writing) that this route
cannot be taken. If a MILSTRIP acquisition is acceptable, the Buyer
instructs the Requiring Activity to provide authorization to cancel the PR
(usually an email) and submit a Surf Requisition Form. Upon receiving
written authorization, the Buyer can cancel the PR and retains all
documentation in the PR package.

If the Buyer is unable to satisfy requirements for supplies from the above
sources, they use the following sources before proceeding to commercial
sources (listed in order of precedence): mandatory DHS-wide contracts and
Agreements (otherwise known as DHS Strategic Source Contract Vehicles
(SSV)), FSS (also known as GSA & multiple award schedules (MAS)),
GWAC, MACs, and any other procurement instruments intended for use
by multiple agencies; i.e.: blanket purchase agreements (BPAS) under FSSI
agreements. The Buyer compares suggested sources to mandatory source
information. The Buyer can only proceed to commercial (open) market
sources if supplies are not available via these mandatory sources.

The Buyer verifies Requiring Activity requirements against DHS-wide
contracts (strategic source contract vehicles) to see if the supply is
available. If so, they initiate a procurement against the appropriate source.
The below link provides information regarding these types of contracts:
https://www.dhs.gov/department-wide-contract-vehicles (Figure 6-4).

The following are exceptions to using strategic source contract vehicles per
reference (p) Homeland Security Acquisitions Manual (HSAM) 3017.7:

e Emergency operations where the use of a strategic sourcing contract
vehicle would have a significant impact on the mission;

e The use would compromise national security;
e The use would constitute an intra-agency acquisition;

e Purchases from a non-strategic source contract vehicle are more
advantageous than a strategic sourcing vehicle (e.g. price, delivery,
etc.); and

e Purchases where the use of a non-strategic sourcing vehicle is required
by statute or where FAR Part 8 specifies the use of other sources.

If the Buyer believes an exception applies that could prevent them from
using a strategic sourcing contract vehicle, they obtain prior approval one
level above their contracting officer. All exceptions include written
documentation in the PR package that demonstrates one of the above
authorized exceptions apply. If none of the exceptions above apply and the
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Buyer still believes they require an exception, they obtain a waiver from
the DHS Chief Procurement Officer via their P&C Department chain of
command prior to purchase. Send questions and waiver requests regarding
strategic sourced contract vehicles to the Chief Procurement Officer
through the P&C Department chain of command to sspo@hg.dhs.gov.

The Buyer verifies and documents required source in block 21a on the
DHS Form 1501.

In addition, the Buyer should become familiar with the DHS management
directive (MD) 060-01-001 procedures. This directive can be found at the
following link:

http://dhsconnect.dhs.gov/policies/Pages/directives.aspx

If the source is not available, the Buyer documents this on block 21a of
DHS Form 1501, files documents, and proceeds to FSS.

Vehicles

peparmentwide o Department-wide Contract Vehicles

Homeland

curity

How Do 17 Gt vobved HEWS ADCUt DHS

L+

The following are commedity families for department=-wide contract vehicles at the Department of
Homeland Security. Please click on a commeodity family to view associated contract vehicles.

& thes & Construction

To contact the Strateglc Sourcing Program office regarding a Strategic Souscing Vehiche or future initiative, please email

Lot Pubdishes Dese: pone 20, 2014

Figure 6-4 DHS-wide contract vehicles

A.11. Federal FSS (also known as GSA schedules or MAS) are long-term government-
Supply Schedule  wide contracts GSA establishes with commercial firms to provide access to

(FSS)

millions of commercial products at volume discount pricing. They are task
order or delivery order contracts for products and services an agency
establishes for government-wide use. GSA schedule contractors are
required to accept the p-card for payments equal to or less than the MPT.
Buyers can access GSA schedules via the following link:
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GSA Schedules (Figure 6-5):
http://www.gsa.gov/portal/cateqory/100611

The Buyer applies the Customer’s requirement to a special item number
(SIN) to view categories of supplies available. SINs are a categorization
method GSA uses that groups similar products, services, and solutions
together to aid in the acquisition process.

The Buyer searches the Customer provided suggested source to ascertain
whether the vendor has a GSA contract by the following link and clicking
‘contractor directory' at the top left:
http://www.gsaelibrary.gsa.gov/ElibMain/home.do

The Buyer orders supplies directly from GSA Schedule contractors using
the above information, and through the GSA Advantage!® online shopping
and ordering system (Figure 6-6). The Buyer uses the '‘advanced' search
option within GSA to search for supplies available.

GSA Advantage!® link:
https://www.gsaadvantage.gov/advantage/main/start page.do

When using GSA Schedules and GSA Advantage!®, the Ordering Activity
has the opportunity to meet small business goals, while promoting
compliance with various environmental and socioeconomic laws and
regulations.

The Buyer checks the Requiring Activity’s requirement against GSA
Schedules or GSA Advantage!® of available vendors using the links above
and orders against the source provided if the supply is available. If a GSA
Schedule vendor is not available, the Buyer considers a GWAC. The Buyer
verifies and documents required sources in block 21a on the DHS Form
1501.
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POLICY &
REGULATIONS
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FAQ
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GSA Schedules
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Figure 6-5 Federal Supply Schedule (FSS)

GSA Advantage!® is an electronic online shopping and ordering system.
GSA Advantage!® provides online access to thousands of contractors and
millions of supplies (products) and services (Figure 6-6).

See Chapter 6:A.11 for how to use GSA Advantage!®

GSA Advantage!® provides the Customer product and ordering
information including:

e Maximum order provisions;
e Geographic coverage (delivery area);
e Contract prices or discounts;
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e Quantity discounts;

e Prompt payment terms;

e Government P-Card terms;

e Environmental attributes and energy efficiency;
e Expedited delivery;

e Ordering address(es);

e Payment address(es);

e Warranty provisions;

e Export packing charges; and

e Applicable terms and conditions of rental, maintenance, installation,
and repair.

In addition, GSA Advantage!® lists special programs (environmental,
Ability One, FSSI, etc.) that can apply to particular products to assist
Buyers with meeting mandatory sourcing requirements (Figure 6-7).

GSA Advantage!® lists parts/items from multiple vendors.

NOTE: | YOU ARE ONLY AUTHORIZED ONE VENDOR PER PR.

6-13



My dccount » | HSN Ordering » | G=t Quobes » | Help | Re=gister | Login

Advantage!. ST

Online Shopping A service of the 5. General Services Administration
Shop by -
Category = Search Froducts w E Advanced \%‘
Products

Building & Industrizl
Electronics & Technology
Facilities & Supplies

Furniture & Furnishings

i e b Saur GSA Advantage
w Entorcement, Fire eCunty -
implemented temporary
Office Equipment new requirements. Purchases for GSA Global Supply items
Office Supplies
Office Supplies & Equipment FS5I Please read more about these important changes »

Scientific & Medical

Tools, Paint & Recreational

Vehicles & Equipment Special Programs Strategic Sourcing

Services & Environmental ’ GSA Leveraging Government
y Products AdvantageSelect buying power to get you the

About Buying Services ' best value and price.

= i L3
Energy Servicss (a Disaster Relief i Security Related [Froduzes v
Enviranmental Services * i Products ! Products

" /
Facility Management Services * [services |
Furniture Services 3 Ability One HQBL Buying Services?
m Products ¥ Check out eBuy
Humazn Capital Services 3 Wiew All Strategic Sourcing Offerings »
Office Services v @ l-aDveb:ka::d @ Acquisition
Professional Services 3 Computers Gateway
Security & Law Enforcement 3
Technology Services 3 R
’ y |-
Training Services 3 % ¢ Al
: A\
Transportation Services 3
Contractors Help

Travel Services k d Usef
Vehicle Buy/Lease Services 3

Advantage!,
Cnine Eheoping
Home | My Account | Order History | Login | Help | Reports | GS4 elibrary | GSA =Buy | News | Aogquisilion Galewey

-

Thi: Is 3 L&, Ganeral Samvioes Adminisiration computer eystam that Is "FOR OFFICIAL USE ONLY™. Thisawt!mssunjmmnmmng Therefore, ng expeciation of privacy ks ta be assumed. Indviduals found
prtoming unauthortzad acthities ara subject 10 dscipinary action INcluding cAminal prosesLion.
Privacy and Security

Figure 6-6 GSA Advantage!® homepage

6-14




op by
Category - Search
Heme > Search Results

Categories

Office Supplies
Wall cocks

Mantel or table clocks
Reference books

Electronics & Technology

Clock radios

Dynamic random access mem DRAM
Microprocessors

ent computers

Synchronous dynamic random access

Law Enforcement, Fire & Securi...
Clock timers
Secunity cameras

Office Equipment
Time machines

Tools, Paint & Recreational
Tluminated signs
Informational signs

Advantage!.
Online Shopping g .

Search Criteria/result

Search Results - Products

Criteria: " clock

Sort by

Most relevant “ - W Find any of these words v GO

Product Information

CLOCK
6645010468848

5645010458848 SLIMLINE WALL CLOCK, QUARTZ MOVEMENT, 8°, WHITE FACE, BRONZE,

From:

51 3.37 Mfr: ABILITY ONE
ind: wdvsdvewhwooda < :
ecial Program
From 54 sources P g['
Information
Clock g
10421
Erom: Clock Analog 12 Hour Shape Round Overall Dia 9-1/5 in Face Dia 8'Depth 1-4/5 In.Power Source (1)A4 Batt
$10.14 Mir: NIB
ind: wvdsdvewhwoBao

From 50 sources

e s

A.13.
Government-
wide Acquisition
Contracts
(GWAC) and
Multi-Agency
Contracts
(MAC)

Figure 6-7 GSA Advantage!® search results

A GWAC is a contract between a commercial service or product vendor
and the US government that consolidates the procurement of solutions
across multiple Federal agencies. A GWAC is a multiple-award, indefinite
delivery, indefinite quantity (MA/IDIQ) contract, meaning that Federal
agencies can purchase products under a single GWAC during a specified
period of time. Using a pre-competed GWACSs helps your agency acquire
solutions more efficiently and economically. However, the Buyer must
follow certain procedures to use GWACSs per (a) Head of Contracting
Activity (HCA) Simplified Acquisition Procedures (SAP) Guidebook. If an
agency is contemplating use of a GWAC contract order, then a written
determination of "best procurement approach™ is required (Figure 6-8).

For more information regarding GWACs, use the following link:
http://www.gsa.gov/portal/content/104874

If supplies are available via a GWAC, the Buyer compares the suggested
source to the mandatory source information. If supplies are not available
via a GWAC, the Buyer verifies availability through the other sources
(BPAs under FSS contracts (e.g., FSSI). The Buyer verifies and documents
required sources in block 21a on the DHS Form 1501.

MACs, not necessarily Multiple Award Contracts where the same acronym
occurs, are task order or delivery order contracts established by an agency
for use by government agencies to obtain a variety of supplies. If an

6-15


http://www.gsa.gov/portal/content/104874

agency is contemplating use of a MAC contract order, then a written
determination of "best procurement approach” is required as outlined in
reference (b) Federal Acquisition Regulation (FAR) 17.502. The Buyer

uses the Interagency Contract Directory (ICD) for assistance in searching

MACs.

The ICD is a central repository of Indefinite Delivery Vehicles (IDV)

Federal agencies award where the IDV is available for use at both the intra

agency and interagency levels. IDVs include GWAC, MACs, Other
Indefinite Delivery Contracts (IDC), FSS, basic ordering agreements

(BOAs), and BPA (Figure 6-9).

Use this link to obtain information regarding possible other sources:

https://www.contractdirectory.gov/contractdirectory/

TRAVEL

POLICY &

ABOUT US

Call us at 855-Taid4U (482-
4348)
Sun 8:00 p.m. - Fri 8:30

p-m.
ITCSC@gsa.gov

REAL ESTATE ACQUISITION TECHNOLOGY REGULATIONS
GOVERNMENTWIDE H et
Ui oN ConmRACTS Governmentwide Acquisition Contracts
> Overview (GWACS)

GWAC Dashboards
Expired GWACs
&(a) STARS Il
Alliant

Alliant Small Business

Alliant 2 & Alliant 2 Small Business

VETS2 (SDVOSE)

Try our Meed Help page

Overview
N

~

n

Federal government can buy cost-effective, innovative
solutions for information technology (IT) requirements through
Governmentwide Acquisition Contracts (GWACs).

GWACs provide access to IT solutions such as systems design,

software engineering, information assurance, and enterprise

architecture solutions, Small business set-aside GWACs also

Try our IT Solutions
Navigator to find the best
contract to meet your
requirements

GET UPDATES
E{‘ Get email updatas

when this page

changes

provide socioeconomic credit.

8(a) STARS I

GREAT GOVERNMENT

THROUGH TECHNOLOGY

The 2(a) STARS Il GWAC offers access to highly qualified, certified &(a) small disadvantaged
businesses. The contract has a $10 billion program ceiling with a five year base period and

one five-year option.

» Industry Partners
« Ordering Guide and Contract Library
= Pricing

» Business Categories by Functional Area

BELOG BY MARY DAVIE

= Government-wide

Desktops and Laptops,
Smarter Buying
(8/26/16)

= GWAC Program

Expanding
Opportunities for Small
Businesses (1/28/16

Figure 6-8 Government-wide acquisition contracts (GWAC) homepage
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Interagency Contract Directory

About ICD

The Interagency Contract Directory (ICD) is a central repository of Indefinite Delivery Vehicles
(IDW} awarded by the Federal agencies where the IOV is available for use at both the intra agency
and interagency levels. |IDVs include Government-Wide Acquisiion Contracts (GWAC), Multi-
Agency Contracts, Other Indefinite Delivery Contracts (IDC), Federal Supply Schedules (FS5), Basic
Ordering Agreements (BOA), and Blanket Purchase Agreements (BPA).

Enter keyword(s) to search

&), search Advanced Search

List of GWACs

= Alliant - FAQS
'['5\?—,,. - Alliant Small Business = Help
- WETS = Submit Comments
- 2[(8) STARS || = Contsct Information G S A
- SloSP3 = Copyright Information L2

- 3 Small Business
CID SP3 Small
- ECS1

- SEWP 4

*E-cov

This is a U.5. General Services Administration Federal Government computer system that is "FOR OFFICIAL USE OMLY." This system is subject to monitoring
ndividuals found performing unauthorized activities are subject to disciplinary action including criminal prosecution.

Figure 6-9 Interagency Contract Directory (ICD)

A.14. Federal FSSI solutions provide easy access to common procurement vehicles that
Strategic offer greater discounts as volume increases, business intelligence, and best
Sourcing practice solutions. Federal government purchasing is decentralized and

Initiative (FSSI)  there are duplicative contracts over many organizational components.
Procurement is limited by the number of contracts, the prices paid on the
contracts, and the number of other existing government-wide or agency-
wide solutions. This results in significant price variations across the
government for the same products and services, sometimes with the same
contractor. FSSI solutions provide easy access to its procurement vehicles
which offer business intelligence, best practice solutions, and greater
discounts with volume increases (Figure 6-10).

Current FSSI commaodity solutions include:

e Express and ground domestic delivery services;
e Maintenance, repair & operations supplies;

e Janitorial & sanitation supplies;

o Office supplies;

e Print management;
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e Wireless; and
e Information services (FSSI 1S).

See the below links for ordering procedures for Customer requirements not
available via other mandatory sources and meet FSSI sourcing
requirements. If the Customer’s requirements are not available via FSSI,
the Buyer documents in block 21a on the DHS Form 1501 and proceeds to
a commercial source (open market).

FSSI links:
https://strategicsourcing.gov/

http://www.gsa.gov/portal/content/112561

O Quick Links

Strategic Sourcing and F55

Current Solutions

Future Solutions

FAQ

News and Events

Paints Of Contact

Prices Paid Tool *new

4 News & Events

A's F55I Third-Generstion Office
S ies (053) Solution Ready for
Business

A Awrards Comprehensive Managed
Print Sarvices Blanket Purchase
Agreements

Mew Vendors Available to Provide
Printer Fleet Azsessmants for the
Federal Gowernment

OME: Histaoric Savings in Contracting —
and Plans far Mora

ST StrategicSourcing.Gov

Mmore...

EXPLORE

Office Supplies (O5)

The Federal Strategic Sourcing Initiative for Office Supplies
Third Generatien (F551 053} is GSA's latest F531 solution for
office supplies. G5A has awarded multipls Indefinite: Delivery-
Indefinite Quantity (IDIQ) contracts for office supply products
and commaodities through this purchasing channel aequisition.
Twenty -three of the twenty-four awards have gone o sma
buziness entities. This solution provides a great opportunity to
achieve significant savings and mest sustainakble acguisition and
other socioeconomic goals.

F251 053 is anticipated to increase the wolume of spend going
to small businesses include Service-Disabled Vieteran-Owned
Small Busineszes (SDVOSE), a HUSZone business, and two
consortums, one with 53 small business dealers and another
with 122 cmall business panicipating dealers. Green products
are coded and easy to locate, enabling full sustainability while
mesting green purchasing geals. 053 s expecied to provide
more than 80 million in annual savings captured through lowsr
pricas. Learn more about 053 and how the solution can benefit
your agency at gsag 53

Janitorial and Sanitation Supplies (JanSan)

Janitorizl and Sanitation Supplies (JanSan) is 3 dynamic
sofution offering benefits to government agencies by way of
better pricing, additienal savings and disceunts, and
convenience. Through JanSan, there iz now a streamlined
process to buy supplies in the categories of cleaning
compounds and related dispensers, non-matorized cleaning
equipment and trash receptacles, paper products and related
dispensers., and motorized fioor cheaning equipment and
accessories. Hundreds of thousands of products are available
for purchase at an average savings of 15.9% off of standard
govemment pricing.

The majority of purchase channel contractors have a strong
focus on small business and meet sociceconomic factors Bke
Wamen Owned Small Business and Disabled Veteran Owned
Small Buziness. The solution also requires contractors to offer
envircnmentalfy susiainable products to customers. Learn more
about JanSan and how the solutien can benefit your agency at
wwnvw.g=3. govifssansan.

The

Password: * o

Username: *

Search FESI

Prices Paid Tool

For Domestic Delivery Services

Click Here

Information Services (IS)

Newly Awarded Information Senvices Solution by Library of
Congress [LOC)!!

Expect io save 10% or more using F535I Information Services

For more information visit
www loc. gowfllico/siratepicsourcingfindexsirateqic him

Maintenance, Repair and Operations (MRO)

Maintenance, Repair, and Operations (MRJ) is a dynamic
solution offering benefits to gowernment agencies by way of
better pricing, additional savings and diszounts, and
conueniznce. Through MRO, there is now a streamlined process
to buy supplies in the categories of hardware; tools and tool
cabinets; and paints, sealants, and adhesives. Hundreds of
thouzands of produsts are svailable for purchase at an average

=,

sawings of 123 off of standard powernment pricing.

The majority of purchase channel contractors have a strong
focus on small business and mest socioeconomic factors like
Women Owned Small Business, Disabled Veteran Owned Small
Business, and Small Disadvantaged Business. The solution also
requires contractors to offer environmentally sustainable
products to customers. Learn more abeut MRO and how the
solution can benefit your agency at www.gs3 govlfssimro.

Figure 6-10 Federal Strategic Sourcing Initiative (FSSI)
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A.15.
Commercial
Source (Open
Market)

Open market items are supplies not offered via all other mandatory sources
as listed above and available on the 'open market' (i.e.; local vendors,
online vendors, and companies not listed within the mandatory sources).
The supplies are also known as incidental items, non-contract items, and
non-schedule items. The Buyer can proceed with an “open market”
purchase only after the requirements are determined not available from the
mandatory sources or the mandatory sources cannot satisfy the
government’s needs.

When purchasing supplies from commercial sources on the open market,
the Buyer gains some knowledge regarding the vendor, the price, and
quality of products which the Buyer wishes to obtain to ensure a fair and
reasonable price.

The Buyer determines the price is “fair and reasonable” even when the PR
estimate is less than the MPT. A “fair and reasonable” price is the price a
reasonable business person pays for an item under competitive market
conditions, given a strategic knowledge of the marketplace, and assuming
their prices are determined fair and reasonable. Determine fair and
reasonableness based on information obtained from previous purchases,
assuming their prices are properly determined fair and reasonable, but
orders rotate among qualified vendors. Oral quotes are acceptable. See
Chapter 5:A.1 for further guidance.

The Buyer contacts vendors either by phone or by using online sourcing
methods (email) to ascertain pricing and availability within the Customer’s
requirements. If found and available meeting the requirements, the Buyer
documents their findings (either listing the applicable information on the
DHS Form 1501, annotating in the PR package, or printing out on-line
documentation) and encloses or includes in the PR package.

DHS has partnered with Amazon Business to take advantage of the wide
selection and competitive prices of the Amazon marketplace. USCG
Buyers register for a centralized DHS Amazon Business account. The
Buyer contacts the CPOPC via their normal P&C Department chain of
command for further guidance.

Use the following links to view a series of short tutorial videos that guide
the Buyer through setting up their account, placing orders, and
administrative functions:
https://www.amazon.com/b2b/info/howto?layout=landing

DHS and Component Internal Policies still apply when making a purchase
through Amazon Business site using the DHS P-Card. Amazon can be used
to make official normal purchases once all of the required sources have
been verified. If the item(s) cannot be located with any of the required
sources, a commercial vendor such as Amazon Business can be used. P-
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NOTE:

NOTE:

NOTE:

Card records are still required to justify the use of a commercial vendor,
especially if it is an item that the required source has available for
purchase. See reference (a) Head of Contracting Activity (HCA)
Simplified Acquisition Procedures (SAP) Guidebook.

If the Buyer annotates Commercial Source (Open Market) on DHS Form
1501, the Buyer compares suggested source to mandatory source of
information.

Only after determining the requirements are not to be available
from the mandatory sources, or the mandatory sources cannot
satisfy the government’s needs, can the ordering office proceed with
“open market” purchases. The Open Market is a last resort, which
is used only if other sources as listed above are not available per
reference (a).

AVOID UNAUTHORIZED COMMITMENTS (i.e. an agreement
that is not binding because the Government representative making
the agreement lacks the proper authority to enter into that
agreement on behalf of the Government). In the case of MPT
acquisitions, only an authorized KO or CH has delegated authority
to obligate the government per reference (a).

As a best practice, end each vendor meeting/contact with the
statement: “Nothing discussed in this meeting/contact authorizes
you to work, start work, or bill for work. Any understanding on
your part to the contrary is a mistake.” Follow-up in an email with
this information.
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Chapter 7:

Services/Construction

Introduction

In This Chapter

This chapter discusses the Buyer’s role in purchasing
services/construction.

This chapter contains the following section:

Section

Title

Page

A

Mandatory Source

7-2
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Section A: Mandatory Source

A.l. Ability One

NOTE:

The government is required to purchase all services, if available, from the
procurement list of Ability One. (See Chapter 5:A.4.f of this guide for
definition of services.) The two central nonprofit agencies under Ability
One are NIB and Source America. The websites are:

Ability One (Figure 6-1):
http://www.abilityone.gov/

NIB (Figure 7-1):
http://www.nib.org

SourceAmerica (Figure 7-2):
http://www.sourceamerica.org/

GSA Advantage!® also lists Ability One services. Many items on the
Procurement List are identified in the GSA Supply Catalog and
GSA’s Customer Service Center Catalogs with a black square and
the words “NIB/NISH Mandatory Source.

The Buyer checks the Requiring Activity’s requirement against Ability
One’s procurement listing of available services using the links above and
orders against the source provided if the service is available. If Ability One
is not available, the Buyer proceeds to Mandatory DHS wide Contracts.
The Buyer verifies and documents required sources in block 21b on the
DHS Form 1501.

When the order is for services (including construction) under the MPT, in
most cases, it is most effective to appoint a POC as identified by the
requisitioning office to assist the contractor to obtain access to the work-
site, observe work in progress, and report contractor actions to the P&C
Department. The POC makes periodic inspections to verify the contractor
is complying with the requirements of the order. The Buyer contacts the
Requiring Activity/POC to provide any follow up status information and
ensures the POC is aware to inform the Buyer of project status throughout
the performance of the work being accomplished.
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GPO is the mandatory source for requirements that involve
printing (services or supplies). Printing and related supplies
including printing, binding, and blank book work for the use of an
executive department, independent agency, or establishment of the
Government. Procedures for this type of service are addressed in
section Chapter 5:A.4.d.

NOTE:

% ABOUT UL MEDIL CONTACT U8 AEILITYONE FROGRAM EEARCH KIE.ORD aQ,

PRODUCT S SERVICES ASS0CIATED AGENCIES CAREERS & TRAINING RE20URCES FUBLIC POLICY

THERE ARE

NO LIMITS

TO WHAT

WE CANDO

Purchase the produ cts that Procure services throu g h Learn more about the

help create jobs » NIB » AbilityOne Program »
R — T —

CAREER PATHS EXPLORE CAREER OPPORTUNITIES

MIB =nd its asscciated nonprofit agencies NIB Careers * Wounded Warrior Business Leaders

from around the country deliver quality An onling Program * Program *

products and services while employing employment resource Military & weteran support Professional development

thousands of people who are blind or

e .
visually impaired. =

Careers & Training pregrams » [ y - _t_gﬁi
Locking to hire someone who is b "3_': L -
blind or visually impaired? 4 Htf."_‘

L WO _ |

Leamn more information about hiring »

FIND RESOURCES
IN YOUR STATE

Search by state for agency and other
senvice listings. Select a state from the
drop-down menu ar simply click on the
map.

Select 2 state v

Figure 7-1 National Industries for the Blind (NIB) website

7-3



NOTE:

A.2. Purchase
Exception

SourceAmerica®™

Business Solutions
You'll Feel Good
About

Explore Solutions.

Government

Do you requira products and services for

Solutions

rica offers business solutions you'll

people with
ers to a

talented people with disabilities. Through this

Figure 7-2 Source America website

Oral quotations for SAP construction procurements are only
acceptable up to the MPT. Document quotes on the SAP
Construction File Table of Contents Checklist/SAP summary per
reference (a) Head of Contracting Activity (HCA) Simplified
Acquisition Procedures (SAP) Guidebook.

While services can be available via Ability One, there can be a purchase
exemption that precludes the Buyer from using this source (e.g.: Ability
One cannot provide the supplies or services within the time required, and
other sources can provide them significantly sooner in the quantities
required or quantity required cannot be produced or provided economically
by the Ability One participating nonprofit agencies). The Buyer clearly
articulates requirements and the reasons for requesting an exemption and
submits this request to the Ability One producing agency (supplier) for
approval. For further assistance, the Buyer can contact Ability One directly
at 800-433-2304. Upon waiver approval, the Buyer documents exemption
and encloses it in file, initiates purchase action within 15 days following
the date of the exception by Ability One and provides a copy of the
solicitation to the central nonprofit agency when it is issued. Use Ability
One if the exemption is not approved.
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NOTE:

A.3. Mandatory
DHS-wide
Contract

All exemptions are on a one time basis for that particular request.

If the Buyer is unable to satisfy requirements for services from the above
sources, they use the following sources before proceeding to commercial
sources:

e Mandatory DHS wide contracts and agreements (otherwise known as
DHS SSV);

e FSS;
e GWAC;
e MACs; and

e Any other procurement instruments intended for use by multiple
agencies (e.g. BPA under FSSI agreements and FPI).

The Buyer compares suggested sources to mandatory source information.
Only if services are not available via these mandatory sources can they
proceed to commercial (open) market sources.

The Buyer verifies Requiring Activity requirements against DHS-wide
contracts (strategic source contract vehicles) to see if the service is
available (Figure 6-4). If so, they initiate a procurement against the
appropriate source. The below link provides information regarding these
types of contracts:
http://dhsconnect.dhs.gov/org/comp/mgmt/cpo/oss/Pages/StrategicSourcin

g.aspx

There are exceptions to use strategic source contract vehicles per reference
(p) Homeland Security Acquisitions Manual (HSAM) 3017.7:

e Emergency operations where the use of a strategic sourcing contract
vehicle would have a significant impact on the mission;

e The use would compromise national security;

e The use would constitute an intra-agency acquisition;

e Purchases where the savings from a non strategic source contract
vehicle would exceed the savings from the strategic sourcing vehicle;
and

e Purchases where the use of a non-strategic sourcing vehicle is required
by statute or where reference (b) Federal Acquisition Regulation (FAR)
specifies the use of other sources.
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A.4. Use of
Other Sources

If the Buyer believes an exception applies that could prevent them from
using a strategic sourcing contract vehicle, they obtain prior approval one
level above their contracting officer. All exceptions must include written
documentation in the PR package that demonstrates that one of the above
authorized exceptions apply per reference (p) Homeland Security
Acquisitions Manual (HSAM) 3017.7. If none of the exceptions above
apply and the Buyer still believes they require an exception they must
obtain a waiver from the DHS Chief Procurement Officer via their P&C
Department chain of command prior to purchase per reference (p).
Questions and waiver requests regarding strategic sourced contract
vehicles can be sent to the Chief Procurement Officer through their P&C
Department chain of command to sspo@hg.dhs.gov.

The Buyer verifies and documents required source in block 21b on the
DHS Form 1501.

In addition, the Buyer becomes familiar with the DHS MD 060-01-001
procedures. This directive can be found at the following link and identifies
the use of Strategic Sourcing Contract Vehicles:
http://dhsconnect.dhs.gov/policies/Pages/directives.aspx

If source is not available, the Buyer documents this on block 21b of DHS
Form 1501, files documents, and proceeds to FSS.

FSS (also known as GSA schedules or MAS) are long-term government-
wide contracts GSA establishes with commercial firms to provide access to
millions of commercial products and services at volume discount pricing.
They are task order or delivery order contracts for products and services
established by one agency for government-wide use. GSA Schedule
contractors are required to accept the P-Card for payments equal to or less
than the MPT. The Buyer can access GSA Schedules via the following
link:

GSA Schedules (Figure 7-3):
http://www.gsa.gov/portal/cateqory/100611

Buyers apply the Customer’s requirement to a SIN to view categories of
services available. SINs are a categorization method GSA uses that groups
similar products, services, and solutions together to aid in the acquisition
process.

Buyers can also search the Customer provided suggested source to
ascertain whether the vendor has a GSA contract by the following link and
clicking ‘contractor directory' at the top left (Figure 7-4):
http://www.gsaelibrary.gsa.gov/ElibMain/home.do
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Order services directly from GSA Schedule contractors using the above
information, and through the GSA Advantage!® online shopping and
ordering system. Buyers use the 'advanced' search option within GSA to
search for services that are available (Figure 7-5 and Figure 7-6). GSA
Advantage!® link:
https://www.gsaadvantage.gov/advantage/main/start_page.do

GSA Advantage!® is an electronic online shopping and ordering system.
GSA Advantage!® provides online access to thousands of contractors and
millions of services.

GSA Advantage!® provides Customers product and ordering information
including:

e Maximum order provisions;

e Geographic coverage (delivery area);

e Contract prices or discounts;

e Quantity discounts;

e Prompt payment terms;

e Government P-Card terms;

e Environmental attributes and energy efficiency;
e Expedited delivery;

e Ordering address(es);

e Payment address(es);

e Warranty provisions;

e Export packing charges; and

e Applicable terms and conditions of rental, maintenance, installation,
and repair.

In addition, GSA Advantage!® lists special programs (environmental,
Ability One, FSSI, etc.) that can apply to particular products to assist
Buyers with meeting mandatory sourcing requirements.

When using GSA Schedules and GSA Advantage!®, ordering activities
have the opportunity to meet small business goals, while promoting
compliance with various environmental and socioeconomic laws and
regulations.

The Buyer checks the Requiring Activity’s requirement against GSA
Schedules and/or GSA Advantage!® list of available vendors using the
link below and orders against the source provided if the service is
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available. If GSA Schedule vendor is not available, the Buyer considers a
GWAC. The Buyer verifies and documents required sources in block 21b
on the DHS Form 1501.

B oLivvary
Srm.nm- List
Seurce. Deserigtion
BOA MAS Blanket Purchase Agreements (B24s] « In arder to support agencies with their strategic sourcing requirements, GSA is devaloping a number of MAS Blanket Purchase Agresments for selected commodities and services. *
governmant's buying powar and achieve significant cost savings through the aggregating of federal demand.

Click hare for info on BPA ordering procedures.

DOCORP The Professional Services Schedule (FSS) - The Professional Services Schecule (PSS) enables Federal agencies to procure a wide variety of professional services using a single Schedule contract.

02FAC FACILITIES MAINTENANCE AND MANAGEMENT - GSA offers a vast array of innovative, customer-focused facilities products and services. Facilities Maintenance and Management, Schedule number 02FAC, is a Multiphe Avward
SArVices Necessary to maintain and manage a faclity.

22y AUTOMOTIVE SUPERSTORE - GSA purchases many types of naw vehickes and vehiche related products for governmaent agencies and DoD. Use AutcChoice to purchase: Alternative fusl vehicles; Ambulances: Buses: Light truc
SRR,

When using this schedule, you can access vmdm directly to place an order for vehicles or accessories o you can contact GSA to place the crder on your behalf! More information on these options is available threugh our CA

Schedule: Aerial Devices and Digg Road and Snow M Firs Trucks: Low Speed Vehicles (Gas or Electric)) Mobile Command Centers: Engines: Snow
and Viehich Accessories and Equipment.

THE OFFICE, IMAGING AND DOCUMENT SOLUTION .
TRANSPORTATION, DELIVERY AND RELOCATION SOLUTIONY Spemal Item Number

v HARDWARE SUPERSTORE - Includes hold and Coatings, Adhasives. Sealants and Lubricants; Hardware Store Catalog and Store Front; Lawn and Garden Equipmant, Machinery and Imple
Tool Boxes; Woodworking and Metal Warking Mm-\m al Parts and Meuunu Rclnud to Products Offered Under This Schedule.

£ BUILDINGS AND BUILDING mrimnl.s.'mousmm SEAVICES AND SUPPLIES - This Schedule provides a full rangs of commarcial products and sarvices covaring such areas a5 buldings and building materials/industrial sen
energy solutions, and related servic

se1 TEL TRACKING, FEC ING AND SIGNAL DATA SOLUTIONS

559 TRAVEL SERVICES SOLUTIONS -
Click here to view GSA BPAs for Emergency Lodging Services

€211 PROFESSIONAL AND ALLIED HEALTHCARE STAFFING SERVICES

621 MEDICAL LABORATORY TESTING AND ANALYSIS SERVICES

6518 PHARMACEUTICALS AND DRUGS - Includes Antiseptic Liquid Skin Cleansing Detergents and Scaps, Di and

e511A MEDICAL EQUIPMENT AND SUPALIES

esne DENTAL EQUIBMENT AND SUBPLIES

eSUE PATIENT MOBILITY DEVICES - Includes Wheslchairs, scooters, walkers. L. R

ESVA 3-RAY EQUIPMENT AND SUPPLIES - Inchides madical and dental xeray film, DBS(}T]‘DHOII of Service

65 VI = ITS AND TEST SETS

6 @nc EQUIPMENT AND SERVICES - Test a rement Equipment, Unmanned Scentific Vehicles: Laboratory ishings and LIMS; Geophysical and Envi | Analysis Equi and Mechanici

6611 . = TEST

&7 PHOTOGRAPHIC EQUIPMENT - CAMERAS, PHOTOGRAPHIC PRINTERS AND RELATED SUPPLIES & SERVICES (DIGITAL AND FILM-BASED)

70 GENERAL PURPOSE COMMERCIAL INFORMATION TECHNOLOGY EQUIPMENT, SOFTWARE, AND SERVICES - Pursuant to Section 211 of the e-Gov Act of 2002, & State and local gover

the Corporate contracts for associated special Rem numbers, Contracts with the COOP PURC icon indicate that authorized state and local governmaent entities may procure from that erlﬂ
71 FURNITURE

7INK FURNITURE SERVICES (CFMS)
72 FURNISHING AND FLOOR COVERINGS
72 FOOD SERVICE, HOSPITALITY, CLEANING EQUIPMENT AND SUPPLIES, CHEMICALS AND SERVICES - offers a variety of cleaning equipment and accessories, and cleaning products for daily cleaning - products that keep facilit

anjoy the full range of Hosptality Solutsons under this Scheduls. In addition, all focd service needs from eating utensids to an entire custom designed food court kicsk concept that supperts new branding initiatives are availat
735 TIVE AND STAFEING (TAPE) - Temporary and Staffing Services
738X HUMAN RESOURCES & EQUAL EMPLOYMENT OPPORTUNITY SERVICES

Figure 7-3 GSA schedule list

! eLibrary

Welcome! G54 eLibrary is your one source for the |atest GSA contract award GSA offers llzled selutions to meet today's acquisition challenges, G5A's key goal is to deliver excellent acquisi
federal agencies and taxpayers.

g & variety of bocls, contract vehicles : = oty e e tcus racts, Techsiogy Cortracts, s Assisted Acuistion Services. For more information |

Search

» Cross-Schedule Search

# Building & Industrial
+ Furniture & Furnishings

Search available GSA Contractors , Eﬁ“éma“.‘iﬂ’.‘;ﬁ‘: Security

" ion & Apparel

¥ Services

» Tooks, Hardware, & Machinery * Travel & Transportation Schutions
» Vehicles & Watercraft + Wildland Fire & Equipment

Anncuncing the new BulHlny Maintenance and Operations (BMO) Zone 1 strategic sourcing solution. The EMO solution will give government agencies a streamlined process for acquiring facility maintenance and operations
janitorial, 3. fira alarm and ion system mai roofing, pest control, commissioning and mare. Addtional information can be found on the BMO webpage, o from the BMO Interact Page

(G54 ey i a7 mmvy-io-use dhectronic Fequest for Quatation (SFQ)) syster desigred bo faciilabe the request for submission of quatations.

.9801' :Ivm;ns
¥t ey, getting quates & ol 9 chck anay’ » BLS
[+ G52 Srategic Sourcng BPta
g0 bosBuy 3> i "
ot WARNING === Thiz i £ U5, Gerersl Services Admiistration computer system that iz “FOR OFFICLAL LSE OALY This system iz subjsct s montoring. Therefore, no mxpectation of privagy Inuidats found parte

Figure 7-4 GSA contractor search
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Figure 7-5 GSA Advantage!® advanced search
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Figure 7-6 GSA Advantage!® advanced services search

A.5. Government A GWAC is a contract between a commercial service or product vendor
Wide Acquisition and the US government that consolidates the procurement of solutions

Contract
(GWACQC)

across multiple Federal agencies. A GWAC is a multiple-award, MA/IDIQ
contract, meaning that Federal agencies can purchase an unlimited number
of products or service hours under a single GWAC during a specified
period of time. Using pre-competed GWACs helps your agency acquire
solutions more efficiently and economically. However, the Buyer must
follow certain procedures to use GWACs per reference (b) Federal
Acquisition Regulation (FAR). If an agency is contemplating use of a
GWAC contract order, then a written determination of "best procurement
approach” is required (as outlined in reference (b) 17.502).

For more information regarding GWACs use the following link (Figure 6-
8):
http://www.gsa.gov/portal/content/104874

If services are available viaa GWAC, the Buyer compares the suggested
source to the mandatory source information. If services are not available
via a GWAC, the Buyer verifies availability through the other sources
(MACs, BPAs under FSS contracts (e.g. FSSI agreements and FPI
(UNICOR).

7-10


http://www.gsa.gov/portal/content/104874

A.6. FSSI

NOTE:

MAC:s are task order or delivery order contracts established by one agency
for use by government agencies to obtain a variety of supplies and services.
If an agency is contemplating the use of a MAC, GSA directs the user to
complete a written determination by drafting a "best procurement
approach” see the below links for guidance. The Buyer uses the ICD for
assistance in searching MACs.

For more information regarding the use of other sources listed above use
the following links:

http://www.gsa.gov/portal/cateqory/100611
http://www.gsa.gov/portal/content/104874

If a GWAC or MAC is not available, the Buyer documents this on block
21b of DHS Form 1501, files documents, and proceeds to FSSI.

Agencies satisfy requirements for the following supplies or services
from or through specified sources, as applicable, (see reference (a)
Head of Contracting Activity (HCA) Simplified Acquisition
Procedures (SAP) Guidebook for additional guidance):

e Public Utility Services
e Printing and related supplies
e | eased Motor Vehicles

e Strategic and Critical Materials (e.g., metals and ores) from
inventories exceeding Defense National Stockpile requirements:
http://www.dla.mil/HO/Acquisition/StrategicMaterials.aspx

e Helium—(Acquisition of Helium)

FSSI solutions provide easy access to common procurement vehicles that
offer greater discounts as volume increases, business intelligence, and best
practice solutions. Federal government purchasing is decentralized and
there are duplicative contracts over many organizational components.
Procurement is limited by the number of contracts, the prices paid on the
contracts, and the number of other existing government-wide or agency-
wide solutions. This results in significant price variations across the
government for the same products and services, sometimes with the same
contractor. FSSI solutions provide easy access to its procurement vehicles
which offer business intelligence, best practice solutions, and greater
discounts with volume increases.
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A.7. Commercial
Sources (Open
Market)

Current FSSI commodity solutions include:

e Express and ground domestic delivery services;
e Maintenance, repair & operations supplies;

e Janitorial & sanitation supplies;

e Office supplies;

e Print management;

e Wireless; and

¢ Information services (FSSI 1S).

FP1 (commonly referred to by its trade name UNICOR) is a wholly-owned
government corporation established by Congress on June 23, 1934. Its
mission is to protect society and reduce crime by preparing inmates for
successful reentry through job training. UNICOR produces over 80 types
of products and services for sale to the Federal Government. Agencies are
encouraged to consider FPI as a source for services.

FPI link:
https://www.unicor.gov/index.aspx

The ICD is a central repository of IDV Federal agencies award where the
IDV is available for use at both the intra agency and interagency levels.
IDVs include GWAC, MACs, other IDC, FSS, BOA, and BPA.

Use this link to obtain information regarding possible other sources (Figure
6-9):
https://www.contractdirectory.gov/contractdirectory/

See the below links for ordering procedures for Customer requirements not
available via other mandatory sources and meet FSSI sourcing
requirements. If the Customer’s requirements are not available via FSSI,
the Buyer documents in block 21b on the DHS Form 1501 and proceeds to
using a commercial source (open market).

FSSI links:
https://strategicsourcing.gov/
http://www.qsa.qov/portal/content/112561

Open market items are services not offered via all other mandatory sources
as listed above and available on the 'open market' (i.e.; local vendors,
online vendors, and companies not listed within the mandatory sources).
The services are also known as incidental items, non-contract items, and
non-schedule items. The Buyer proceeds with an “open market” purchase
only after the requirements have been determined not to be available from
the mandatory sources or the mandatory sources cannot satisfy the
government’s needs.
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NOTE:

NOTE:

When purchasing services from commercial sources on the open market,
the Buyer gains some knowledge regarding the vendor, the price and
quality of the services in which the Buyer wishes to obtain to ensure a fair
and reasonable price is obtained.

Even when the PR estimate is less than the MPT (except for construction),
the Buyer is encouraged to solicit three competitive quotes before making a
open market selection, but multiple quotes are not required as long as the
price can be determined “fair and reasonable”. A “fair and reasonable”
price is described as the price that a reasonable business person would pay
for a service under competitive market conditions, given a strategic
knowledge of the marketplace and assuming their prices were properly
determined fair and reasonable. Fair and reasonableness can be determined
based on information obtained from previous purchases (assuming their
prices were fair and reasonable), but orders rotate among qualified
vendors. Oral quotes are acceptable. See Chapter 5:A.1 for further
guidance.

The Buyer contacts vendors either by phone or by using on-line sourcing
methods to ascertain pricing and availability within the Customer’s
requirements. If found and available meeting the requirements, the Buyer
documents findings (listing the applicable information on the DHS Form
1501, annotating in the PR package, or printing up on-line documentation)
and encloses in the PR package.

The Buyer annotates the Commercial Source (Open Market) on DHS Form
1501 and compares the suggested source to mandatory sources of
information.

Commercial sources (Open Market) include educational and
nonprofit institutions per reference (a) Head of Contracting
Activity (HCA) Simplified Acquisition Procedures (SAP)
Guidebook.

AVOID UNAUTHORIZED COMMITMENTS (i.e. an agreement
that is not binding because the Government representative making
the agreement lacks the proper authority to enter into that
agreement on behalf of the Government). In the case of MPT
acquisitions, only a Buyer can commit the Government per
reference (a).
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As a best practice, end each vendor meeting/contact with the
statement: “Nothing discussed in this meeting/contact authorizes
you to work, start work, or bill for work. Any understanding on
your part to the contrary is a mistake.”

NOTE:
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Vendor Selection/Order Preparation

Chapter 8:

Introduction

In This Chapter

This chapter discusses the Buyer selecting the vendor and preparing the

order for supplies, services, or construction.

This chapter contains the following section:

Section

Title

Page

A

Source Comparison

8-2
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Section A: Source Comparison

A.1. Suggested/
Mandatory
Source
Comparison

A.l.a. Split
Purchase

The Buyer making purchases up to the MPT is not required to obtain
quotes from more than one merchant, but they are encouraged to compare
value among merchants. The Buyer ensures the price paid for any good or
service is fair and reasonable. This is achieved through comparing prices
among merchants or personal knowledge of the items.

Once a complete PR package has been received, make a determination
made on which SoS best meets the needs of the government during vendor
selection. The Buyer compares the Customer’s suggested source
information (price, delivery, availability, etc.) to mandatory source
information to make this determination. See reference (a) Head of
Contracting Activity (HCA) Simplified Acquisition Procedures (SAP)
Guidebook for further guidance. There are several ways the Buyer can
compare price reasonableness (as defined in Chapter 6:A.15 and Chapter
T:A7):

e Compare competitive quotes obtained from potential vendor(s).

e Use an online commercial catalog/published price list. Ensure that
published price lists reflect prevailing competitive rates. Contact
potential vendors (via phone or email) to verify the factors (cost,
availability, etc.) to determine price reasonableness.

e Compare previous similar purchases with current prices. Obtain this
information from previous purchase documents/files. Previously paid
prices cannot be used to determine price reasonableness unless there is
proof the prior purchase was fair and reasonable.

e Compare with the price/cost provided by the Customer (this could also
be the IGE). Use this method when price comparisons with previous
purchases are not possible. Do not assume because the quoted price is
the same as or less than the government estimate that the quoted price
is reasonable, as there could be fluctuations in the market.

Document price fair and reasonable on DHS Form 1501 Block c2 under
Determinations. Enclose all documentation in the PR package.

Per reference (a), requirements shall NOT be split into two or more
separate requirements to avoid exceeding the single purchase limit (SPL).
A “split purchase” is also strictly prohibited. A split purchase occurs when
a CH intentionally places two or more separate orders for a supply/service
to avoid exceeding their SPL or competition threshold. The “requirement”
is the quantity known at the time of the buy. If the Buyer conducts a
purchase and subsequently becomes aware of another similar requirement,
each requirement stands alone. If the Buyer consolidates requirements at
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NOTE:

A.l.b.
Unauthorized
Commitments
(UAC) and
Ratifications

A.2. Selecting
Potential Vendor

the end of the day (i.e. PRs, contract service maintenance agreements,
invoices), the requirement becomes the total number of PRs
known/received at the time of the transaction. A Buyer that deliberately
violates the FAR requirements regarding split purchases or splitting
requirements can have their card accounts cancelled.

Split purchases include PRs with different LOA's the Buyer is
aware of at the time of the buy. If the vendor is the same and each
PR has a different LOA, it is still considered a split purchase. The
Buyer consolidates the PRs per reference (a) Head of Contracting
Activity (HCA) Simplified Acquisition Procedures (SAP)
Guidebook.

An unauthorized commitment is any action by any other participant
(including the COR), such as approving either expressed or implicit
modifications the Contractor proposes or taking any other action that
changes a contract’s cost or terms and conditions. If an individual does not
hold a KO’s warrant or is not a designated Buyer, a delegation of
procurement authority does not exist. Additionally, a KO or Buyer could
also direct an unauthorized commitment if the value is over the respective
warrant or Buyer authority. Only an authorized KO or Buyer has delegated
authority to obligate the Government.

e Creating an unauthorized commitment violates Executive Orders,
Federal law, or Federal, DHS, and USCG regulations (to include
USCG Standards of Ethical Conduct);

e An unauthorized commitment is a non-binding agreement on the
Government; and

e An unauthorized commitment is between the individual and the
Contractor:

» The individual can be subject to disciplinary action; and

» The individual can be held personally and financially responsible.

A ratification is the act by which an unauthorized commitment can be
approved. The COCO is the delegated authority as the ratifying official to
approve/disapprove UAC.

The Buyer identifies a potential vendor based on criteria (e.g.
requirements, costs (price reasonableness), shipping, delivery
date/availability) and information that was obtained through the mandatory
sourcing requirements. The Buyer contacts the vendor and ascertains other
criteria before initiating a purchase.
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A.3. System of

Award

Management

(SAM)

NOTE:

NOTE:

SAM is a worldwide website GSA provides as a public service for the
purpose of efficiently and conveniently disseminating information on
parties excluded from receiving Federal contracts, certain subcontracts, and
certain Federal financial and non-financial assistance and benefits, and
each agency's codification of the Common Rule for Non-procurement
suspension and debarment. To verify any vendor exclusion, the Buyer
accesses the SAM website through the following link (Figure 8-1):
https://www.sam.gov/portal/SAM/#1

For purchases under the MPT, the Buyer confirms the vendor is not listed
on the SAM excluded parties list (EPL) before finalizing their vendor
selection. If the Buyer confirms the vendor is ineligible for Government
award via SAM, the Buyer selects another potential vendor.

Use the following steps to see if a vendor is subject to any active
exclusions (e.g., suspensions, debarments) imposed by a Federal agency:

1. Perform a search in SAM for the vendor’s name or Data Universal
Numbering System (DUNS) number either from the homepage or from
the Search tab;

2. Type the vendor name or DUNS number into the search box to
“Search”;

When performing a SAM search on an individual, individuals are
not assigned DUNS numbers. If you are checking for an exclusion
for an individual vs. a company name, search by typing in the name
of the individual not the company name.

3. If no exclusion record is found for the vendor, the vendor does not have
any active exclusions submitted in SAM by a Federal agency (Figure 8-
2);

4. If an exclusion record is found, it shows in a box marked “Exclusion”;
check the status in the top-right corner of the box. If the status indicates
“Active”, there is an active exclusion on the vendor;

Just seeing if a vendor has an active exclusion is not sufficient.
Continue to the next steps.

5. Open “View Details” to view the vendor’s dashboard for more
information to verify the exclusion applicability to the award,;

6. Use the navigation links on the left side of the screen to review the
vendor’s specific exclusion;
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7. Review the “Active Exclusions” link to view all current exclusions;

8. Select “View Exclusion” to view the data in the specific exclusion
record; and

9. Scroll through the exclusion record to review details.

As a Government awarding official you MUST review the “Effect”
section of the exclusion record to determine exactly how to apply
the exclusion to your specific award\modification per reference (q)
NOTE: | SAM User Guide (www.sam.gov) (must have a user account to
access). The language in the “Effect” section indicates if the vendor
is excluded from procurement actions and/or non-procurement (e.g.
grants, financial assistance) actions.

The vendor cannot be used if there is an Active Exclusion Record listed
within the vendor’s profile and it applies to the purchase criteria. If an
exclusion is found but does not apply to the purchase criteria, use the
vendor with Supervisor authorization. For example, a vendor can have an
exclusion, but only for purchases over a certain amount, if the amount of
your purchase does not exceed the amount listed on the exclusion. Seek
authorization from your Supervisor to use this vendor. If the vendor is not
listed in SAM or they do not have any exclusion, they can be used as a
SoS. The SAM list is continuously updated, which means the Buyer
verifies the SAM record each time a purchase is made, even for vendors
used on a frequent basis.

For questions regarding SAM use, contact the P&C Department
Supervisor. See reference (r) System for Award Management (SAM) User
Guide — v5.0 June 2016.

Upon verification of EPL, the Buyer checks box c1 and annotates the date
verified on the DHS Form 1501. Only use vendors WITHOUT exclusions
for P-Card transactions.
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Figure 8-1 System for Award Management (SAM)
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Figure 8-2 System for Award Management (SAM) exclusion results

A.4. Vendor The Buyer contacts a potential vendor and inquires whether the

Accepts

Government P-

Card

A.5. Vendor

Accepts

Government P-Card is accepted and they do not use a third party processor
(e.g. CC Bill, PayPal, SpeedPay, CCNow, 2Check, or iBill). If the vendor

accepts the government P-Card and DOES NOT use a third party
processor, they can proceed to use this vendor for the purchase. If the
vendor uses a third party processor, the Buyer determines if the vendor
accepts a PO before proceeding to another vendor that accepts a
Government P-Card (Chapter 7:A.5).

It is out of this process guide’s scope if the Vendor accepts a PO. If the
PO vendor does not accept a PO or Government P-Card, the Buyer first

attempts to find another merchant that does before proceeding to Chapter
7:A.6 (Convenience Check (C-Check)). If no other merchant is available to
provide the service or supply, the Buyer obtains written confirmation from
the merchant/individual that the P-Card and PO are not acceptable before

the Buyer pays the merchant using a C-Check.
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A.6.
Convenience
Check (C-Check)

A.7. Tax Exempt

The authorization to issue C-Check is out of scope for this process guide. If
CPOPC denies authorization to issue C-Check, the Buyer selects another
potential Vendor.

The Buyer verifies if the vendor adds state or local taxes to the P-Card
transaction. The Buyer contacts the potential Vendor and makes this
determination. The Vendor can require a copy of the USCG Tax Exempt
form (Eigure 8-3) and the USCG tax exempt number (TEN) B239641. If
so, the Buyer completes the form and provides to the vendor (retaining
correspondence in the PR package). If the merchant refuses to remove the
tax, the Buyer locates another merchant that does not add tax to the
purchase price. If no other vendor is available the Buyer notifies their P&C
Department chain of command to negotiate a resolution through the
CPOPC.

Government purchases using the P-Card for payment are normally tax-
exempt. For further information on items that can be taxed, refer to the
P&C Department Supervisor. Vendors can require the purchasing
personnel to present the USCG TEN at time of purchase to claim the
exemption. The US Tax Exempt Certificate SF1094 can also be used for
this purpose.

An employer identification number (EIN) is also known as a Federal Tax
Identification Number (TIN), and is used to identify a business entity. A
TIN is required by all businesses. The USCG’s TIN is 54-6010204.

For more information regarding state tax, Buyers use the GSA Smart Tax

link (Figure 8-4):
https://smartpay.gsa.gov/content/state-tax-information

As a best practice, if the proposed tax is $10 or less, ask if the merchant
will grant a tax exemption without requiring a tax exemption letter. If so
document this to file.
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U.5. TAX EXEMPTION DEPARTMEMNT, AGENCY, OR OFFICE U5, COAST GUARD TAx EXEMPT IDENTIFICATION MO,

CERTIFICATE UNITED STATES COAST GUARD B-239641
ITEM PURCHASED FIOR EXCLUSIVE USE OF THE LS. GOVERNMENT ffessatal QUANTITY | UNIT PRICE
MAME A tan evemption certificate (AMOUNT OF TAX EXCLUDED
VENDOR has not previously been issued
FROM and the described itemlsl has
WHICH ADDORESS (Ma.. Street, City, State, and ZIP Code) [have]l been delivered and in- STATE
PURCHASED voiced pursuant to:
P.0. OR CONTRACT NO.
| zerify that the information on this form is true and correct to the best of my knowledge and belief:
LOCAL
PURCHASER'S, FOR ADMINISTRATIVE OFFICE
SIGNATURE, DATE DATES
OFFICE TITLE,
AND ADDRESS
Certified correct and just:
SIGNATURE AND DATE
TITLE OF VENDOR'S
REPRESENTATIVE

Instructions

1. This form will be used to establish the Government's exemption or immunity from State or Local taxes when ever no other evidence
is available.

2. This form shall NOT be used for:

(a) Purchases of quarters or subsistence made by employees in travel status.

(b) Expenses incident to use of privately owned motor vehicle for which a mileage allowance +been authorized, or
(c) Merchandise purchased which is subject only to Federal Tax.

3. Ifthe spaces provided on the face of this form are inadequate, attach a separate statement containing the required information.

4. It both State and Local taxes are involved, use a separate form tor each tax. |he certihcate will be provided to the vendor when the
prices excluded State and Local Taxes.

THE FRAUDULENT USE OF THIS CERTIFICATE FOR THE PURPOSE OF OBTAINING EXEMFPTION FROM OR
ADJUSTMENT OF TAXES IS PROHIBITED.

Figure 8-3 USCG tax exempt form
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¥ f 3 in TRAINING LOGIN (] INTERACT COMMUNITY e SEARCH Q,

(€LY SmartPay”

State Tax Information

Centrally Billed Accounts {CBAs) are exempt from state taxes in EVERY state and requires a form in 13 states for CBA purchase cards and 2
states for CBA travel cards. Individually Billed Accounts (IBAs) travel cards are exempt in Puerto Rico, the US Virgin Islands, and 11 states
(highlighted in yellow). IBA exemptions require a form in & states and in Puerto Rico. Please select your state/US territory of interest below to
see the exemption status and downlead the appropriate form, if required.

P -y
- - NMI rd ' & WLE. Btate or Territary
- ¢ y Tax-Bemgt B2t

[c1]
. ‘Belected L2 Btabe or Territary

Figure 8-4 GSA Smart Tax Information

A.8. Surcharge Surcharges are fees a retailer adds to the cost of a purchase when a
Customer uses a charge/credit card. A surcharge is usually a percentage of
the value of the sale. Since January 27, 2013, vendors in the United States
and US Territories have been permitted to impose a surcharge on
consumers when they use a credit card. Surcharges can be no more than
4% per reference (a) Head of Contracting Activity (HCA) Simplified
Acquisition Procedures (SAP) Guidebook.

Additional information regarding surcharges, including maximum
surcharge rates, can be accessed at:
https://usa.visa.com/support/consumer/visa-rules.html

Per reference (a), if a surcharge is applied, vendors must disclose surcharge
policies before the purchase is made. This disclosure must also be on
invoice/receipt. The Buyer obtains clear disclosure practices, ensures that
the vendor itemizes surcharge on invoice/receipt, and documents this
information within the PR package.
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NOTE:
A.9. Bill Upon
Shipment

NOTE:

The surcharge can increase the cost of the PR and require
additional funding approval by the FM.

The Buyer ensures vendors understand they cannot charge the P-Card until
all items are shipped and NOT before. In addition, per reference (a) Head
of Contracting Activity (HCA) Simplified Acquisition Procedures (SAP)
Guidebook, the Buyer must not place orders for items/services that are not
billed in arrears (billed after the service is rendered; i.e. cable or satellite
service).

If the vendor communicates the items/material is backordered or there is a
delay effecting the Customer’s RDD, the Buyer confirms this is acceptable
to the Customer by contacting (email is preferred) before proceeding with
an order. If the backorder/delay is acceptable to the Customer and the
vendor is aware that they cannot charge the P-Card until shipment, the
Buyer can proceed with ordering procedures. The Buyer documents this to
the PR package and the appropriate PR log (or tracker) as defined by the
P&C Department procedures. If the Customer does not accept the
backorder/delay, the Buyer prints this verification, inserts in the PR file,
and identifies another potential vendor.

Ensure a separate carrier receipt is issued for freight bills of more
than $100.
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Chapter 9:

Order Placement

Introduction

In This Chapter

This chapter discusses procedures for the Buyer to place the order.

This chapter contains the following sections:

Section Title Page
A Placing the Order 9-2
B PR File Contents 9-6

9-1




Section A: Placing the Order

A.1. Determine
Total Price

NOTE:

A.2. Placing the

Order

NOTE:

Before placing an order, the Buyer confirms total price of the PR
(including item/service cost, shipping/handling charges, tax, and surcharge
fees), delivery time(s) and address (destination), and any vendor return
policies. In addition, the Buyer inquires if the vendor offers any discounts
for U. S. Government purchases. If so, the Buyer annotates the PR and
makes financial adjustments accordingly. After confirming this
information and the total does NOT exceed the amount the PR is
authorized, the Buyer initiates ordering procedures.

If, after contacting the vendor there are factors that increase the
cost of the purchase that exceed the amount authorized on the PR,
the Buyer contacts the applicable FM to authorize the increased
amount. For additional guidance, the Buyer contacts their P&C
Department Supervisor for local procedures that can apply for FM

approval.

The Buyer can place the order in person, via telephone, or over the
Internet, however, the Buyer exercises caution in communicating their P-
Card information. Never transmit a copy of the card via electronic means
(scanned via Internet or via fax), or allow a vendor to maintain a copy of
the card (card on file).

If ordering by phone, the Buyer contacts the vendor and:

e Confirms the ordering information (either via a quote number or by
contacting the vendor POC that the order information was confirmed
with previously);

e Places the order with the vendor POC, provides the last five numbers
of the PR, and requests that this number be used on shipping and
invoice documents;

e Requests the vendor list the USCG POC on shipping and invoice
documents; and

e Retains all correspondence in the PR package.

Before completing an order, the Buyer ensures the purchase is with
the Buyer limit. The Buyer must not split requirements or exceed
their monthly cycle limit per reference (a) Head of Contracting
Activity (HCA) Simplified Acquisition Procedures (SAP)
Guidebook.
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NOTE:

If placing an order via Internet, the Buyer:

e Navigates to the applicable vendor page;

e Confirms the ordering information and ensures the vendor site is
encrypted or entrusted (usually a padlock icon) prior to proceeding
with an order. If the vendor site is not encrypted or entrusted, DO NOT
place order, document this to file, and use another vendor;

e Completes the vendor order online order form; and

e Prints/retains a copy of the online order form in the PR package (noting
the vendor’s confirmation number).

When ordering, ask the vendor for the total including any shipping and
handling charges at FOB destination (this means the merchant is
responsible for loss of or damage to the shipment during transit to the
delivery point). Also, request that a copy of the charge slip be delivered
with the item and that a packing slip is included if the order is shipped.

Buyers ensure the vendor knows the invoice date is after the
shipment date, unless it is an online order (e.g. GSA Advantage!® ).
In those cases, the invoice date or e-mail confirmation date can also
be used as the shipment date. See reference (d) Department of
Homeland Security (DHS) Purchase Card Manual.

After placing an order, the Buyer:

e Creates the obligation document in the financial system by transferring
all relevant information from the PR to the obligation document;

e Annotates the following information on DHS Form 1501:

» Obligation document number in block 22;
» Checks block B; and

» Writes the order total in block 32.
e Updates the Procurement Tracker;

e Contacts the Customer via electronic correspondence to notify the
order was placed (document to file) and provides any shipping and
order status known at time of correspondence; and

e Contacts the Customer at any point once they obtain status changes.
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NOTE:

NOTE:

NOTE:

A.3. Declined
Transactions

A.4. Arrange
Delivery

Do not show the P-Card account number on the shipping label
under any circumstances.

PALT ends upon order placement and acceptance/confirmation by
the vendor.

The Buyer documents all correspondence and changes to a PR and
encloses it in the PR package.

If the transaction is declined during the card authorization process, the
Buyer determines the reason for the declined transaction and contacts their
P&C Department Supervisor for guidance.

The Buyer:

e Ascertains whether the transaction amount exceeds their single
purchase limit or the monthly limit. If either limit is exceeded, the
transaction will be declined;

e Checks the card expiration date to determine if the card is still valid;

e Asks the merchant to verify that it has recorded the account number
and expiration date correctly for telephone or online purchases that do
not use electronic card readers;

e Contacts the servicing bank using the toll-free number on the card and
tries to determine why the transaction was declined; or

e Contacts the FOPC (via the P&C Department chain of command) to
determine the reason the transaction was declined. The merchant
category code (MCC) can have been blocked by default as an ineligible
business type for use with the card under the SmartPay® Program.
Some merchants can have a different MCC assigned to their business,
which the servicing bank can block. If the merchant has a blocked
code, but upon review is determined to be a valid business for use with
the card, the Buyer contacts the CPOPC through their P&C Department
chain of command and requests to have the restriction temporarily
lifted. Only the FOPC can request the CPOPC to make the change.

The Buyer establishes the delivery times based on the priority/RDD the
Customer provides and coordinates with the vendor:

For supplies, the Buyer provides:

e Clear and precise shipping instructions for delivery of the item
including the last 5 digits of the PR. This can include the Customer or
Buyer name, office/building, complete address, phone numbers, and
email addresses; and
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e Confirmation of the vendor’s ability to comply with the required or
proposed delivery.

For services/construction, the Buyer provides:
e Place of performance (specify the location of service to be performed,

USCG POC, office/building number, complete address, phone numbers
and email addresses);

e Unit POC who ensures work is completed per the SOW. The Buyer
provides the SOW that details the actual work to be performed and the
unit POC ensures work is performed per the SOW; and

e Period of performance (hours of the day, days of the week, etc.).

The Buyer ascertains any security concerns (base access) and relays
NOTE: | information to the USCG POC (as required) to facilitate the work
to be performed.

The Buyer confirms with the vendor:

e The method of shipment (USPS, FEDEX, UPS, etc.); and

e Any inspection and acceptance criteria (as applicable).
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Section B: PR File Contents

B.1.
PR package
Contents

Maintain detailed files containing the documentation for each P-Card
transaction per reference (a) Head of Contracting Activity (HCA)
Simplified Acquisition Procedures (SAP) Guidebook. The Buyer maintains
all applicable required transactional information relating to the purchase.
An accurate and complete PR package provides an accurate road map of
the purchase for others not involved with the purchase (other Buyers,
Supervisors, AOs) and assist the Buyer with audit requests.

Contents of an accurate PR package could be the following documents as
applicable:

e DHS Form 1501, (required);

e DHS Component Purchase Card Transaction Review (19 Attribute
list);

e Obligation document, (required); and

e Other documents, including:

» Accurate and complete PR, (required); includes complete and
accurate accounting information, valid approvals, one PR for each
vendor, vendor and destination information, and a valid RDD;

» Increased funding approval (as applicable);

» Requirements/SOW (required); requirements are clear and precise
description of item/material needed including model/stock
numbers, quantities, etc. SOW's clearly define the work or scope of
work and the time-line required for the vendor to execute the work.
SOW's direct the vendor specifically how to do the job;

» Special approval documents (HAZMAT, IT CCB, Office
furniture/Organizational Clothing Memao, Property, etc.) (required,
as applicable);

» Evidence of Mandatory source verification (required) (Chapter 6);

» Documentation of a fair and reasonable price determination
(Chapter 8:A.1); and

» Correspondence documentation (emails, phone logs, etc.)
(required); The Buyer documents any correspondence that supports
the purchase transaction and their actions throughout the purchase
process.
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B.2. DHS Form
1501 Purchase
Card
Transaction
Worksheet

NOTE:

B.3. Obligation
Document

NOTE:

B.4.
Procurement
Log

The DHS Form 1501 is required for an intended purchase and lists all
items being purchased and the estimated total dollar value of the purchase.
The Buyer uses it throughout the procurement process to ensure all the
proper steps are taken to complete a compliant transaction, and provides an
informal checklist to meet acquisition policies. It is essential to obtain all
the information on the current DHS Form 1501, and the form is accurately
and fully completed for each purchase. Inaccurate or incomplete forms are
deemed non compliant with DHS standards as outlined in the reference (d)
Department of Homeland Security (DHS) Purchase Card Manual and
during DHS component P-Card transaction reviews. See DHS Form 1501
for a completed example.

PR packages must always be complete and readily available for
submission within 3-5 business days of an audit request per
reference (a) Head of Contracting Activity (HCA) Simplified
Acquisition Procedures (SAP) Guidebook.

Obligations are legally binding agreements to the USCG resulting in
immediate or future outlays (payments) and are the amounts of orders
placed, contracts awarded, services received, or similar transactions during
an accounting period. Obligation documentation consists of a complete
record of the transaction and created/maintained by the Buyer.

The Buyer:

e Completes the obligation document in USCG financial system by
accessing the financial system and create the obligation document; and

e Ensures all applicable information is listed within the financial system
to ensure accountability and that the vendor is paid correctly and the
proper steps have been initiated to ensure the Vendor is paid. The
Buyer prints a copy of the obligation document and inserts it within the
file.

The Buyer performs the maintenance on the PR package until the
supplies/services are received and final payment made.

The PR Tracker provides an tool for the Requiring Activity to ascertain the
PR status, and provides a source of documentation for others in the P&C
Department in case the Buyer is unavailable. In addition, it allows the P&C
Department Supervisor to monitor status and hold personnel accountable.
Buyers update the PR Tracker and contact the Requiring Activity
throughout process as required to notify them of purchase status as per
their local P&C Department policy. The PR Tracker sends the Customer an
email when the Buyer places the order.
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NOTE:

NOTE:

The PR package is not closed until final charge and receipt actions
are completed.

The acquisition related to the completed Form 1501 must be made
within five business days of completion of the form per reference (a)
Head of Contracting Activity (HCA) Simplified Acquisition
Procedures (SAP) Guidebook.
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Chapter 10:

Updating the Purchase Card Application (PCA)

Introduction

In This Chapter

This chapter discusses verifying the purchase after the order is placed.

This chapter contains the following section:

Section

Title

Page

A

Updates and PCA Verification

10-2
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Section A: Updates and PCA Verification

A.l. Order
Status Updates

NOTE:

Accuracy and timely PR package updates are critical as they are subject to
USCG, DHS Office of the Inspector General (OIG) audits.

Modifications to purchase documents can be for relatively minor
administrative issues or more substantial changes. Modifications are in
writing and can include:

e Omission of/change in information (i.e.: incorrect model number,
description, etc.);

e Change in the government’s accounting/appropriation or P-Card data;

e Typographical errors; or

e Change in any of the government’s internal information
(requirement/scope, price or delivery).

The FM approves price changes that exceed the original amount of
the PR. Contact the Buyer for local procedures after the Buyer

receives the PR.

A follow-up’s intent is to make sure the order and PR package is complete
and correct.

After an award is made, it is important to ensure what is ordered is
received within the stipulated time limits. Because of the large volume of
buys or limitation on available time, the Buyer monitors scheduled
delivery dates and follows up as necessary to ensure timely delivery and
receipt actions are made.

A follow-up can often be accomplished by a simple phone call to vendors,
but can require a more detailed effort such as an email. It is important to
keep the Customer informed on the status of purchases. The Buyer contacts
the Requiring Activity via a traceable means to notify them of order
statuses and shipping dates and documents this correspondence and status
within the PR package.

As a best practice, the Buyer uses the reminder feature in the Outlook
calendar, flag emails for follow-up, or customize emails with an automatic
follow-up on specific dates to prompt follow-ups.
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A.2. Purchase
Card
Application
(PCA) Updates

PCA (Figure 10-1) is a system CG-913 maintains that maintains and
generates monthly P-Card statements for the USCG. PCA allows the
Buyer/unit to view their P-Card transactions, verify transactions, and
reallocate the accounting line associated to a transaction by changing the
Appropriation Code, Appropriation Code Limit, Program Element, Cost
Center, and or Object Class. PCA certifications are required to be
completed by the AO by the 26th of each month. Certifications that are not
completed by the due date result in specific 'Tier' violations issued by CG-
913 (per reference (a) Head of Contracting Activity (HCA) Simplified
Acquisition Procedures (SAP) Guidebook).

Purchases made during the monthly billing cycle are reflected on a
monthly statement for the Buyer and AO to verify and certify. The Buyer
regularly reviews and updates the PCA statement to ensure all transactions
and charges are correct.

The Buyer verifies the PCA statement daily to update PCA for LOA issues
(contact the P&C Department Supervisor for local procedures).

Obtain information regarding PCA from the following link:
https://cg.portal.uscg.mil/units/fincen/SitePages/PCA.aspx

€]

File Edit View Favorites Tools Help

= UNTILASSTEIED | -

uscg.mil y ! D~-CX 3 PCA Main Menu

PCA Main Menu

' el [ EL IR LI G Purchase Card Application

[Main Mem] [Approving Official Mem

User: PCA_AUDIT!

For questions regarding audit items, refer to the Audit POC List
Send all other questions and problems to the PCA Help Desk
—_———

[Cardholder Menu][PCA Help Desk][Reset Password] [Log Out]

SCG Home Page
The Coast Guard is an operating administration of the Depar
Send mall regarding questions or comments about this web
Contact the Accessibiity Coordinator for comments and in

Figure 10-1 PCA CH entry
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Main Merm] [Approving Official Mem] [Cardholder Meml[PCA Help Desk][Reset Password] [Log Ol
User
Password experes m 0 days
Transaction Verification and Reallocation
To perform & Query enter in e 1ast 10 QWS Of yOUr BCCOUN! NUMDeT, Of
e last 10 Rty OF yOUY S0COUNT NUMDE Bnd 8 Stahement penod, OF 8 cocument id
| Enterlast 10 digits of p-card Enter query criterta for 4
"————( Utilize the LOV icon
| Enter applicable month and vear
For questions regarding audd fems. wwmm
&Mmmw»nm! and prodiems o the PC2 Haip Dy
is ome Page
The Coast Guard is an operating amnl;w\ of e Depanment of Homaiand Securts
Sand mad nwunumstm;mcwmms aboul this web site lo Eincen masiet
Contact e Accesnibaity Coprdinator fr commaents ang nouines aooul SCCeS Bty Iof DErSONS with A3 atiities -
Figure 10-2 PCA CH statement access
Al Mo Oficial W] [Carcholder Meami[PCA Help Desk] B Crat]
User
{Paarmond epmrin 53 dory)
Transaction Verificaon and Reallocation
T S CREQR DN B 5300, e K On o Lpdie Dulon of e bt of i Dage
Saarch feuts for Card hunte Saateenest 8300 Domumsent g
1 ol 1 Traeanctons Vanted Draeted
1 s Choose applicable field
I verilled = Disguted © Unimawn gz Wl e
Cand . Do AffaimEl
Traes Dabe Possag Dute POE Dl
Foel Trassaction Trpw: | | Ehat Fusdl Sy Fosl ol | | gt Fud o)
ercare Furcnase ) Siatemest YU 1603
Arcomnsag Faw O {0mly Jox FF OEE | Dbiigatios Date (ILTHVYFYYE (8
W Corsl Comter:
Commanty |
& Bt |
If “Valid™; Enter last 4
numbers of PR, 2 brief
deseription of purchazse,
and date of receipt
Far queaions mpaedng aedd dems, nefer o e Apae POC Ligt
Sai & Shed quidions 30d roblerd 1 he O £
— -
Thie ol Suied 1§ 38 o8 -1 il [isgarteiant o Migshiting Sea sl
Sl el LG QUEEBO O Comemants Bhoel T wid sl W Toen GRoTRET
SR0kact e Soohaniatl CEOrBnIRGr Xor COmTbely iy ol AcCkiaGHE: Bt penions win daiitel
Eeaciyngd

Figure 10-3 PCA CH verification
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NOTE:

NOTE:

A.3. PCA
Discrepancy

Weekly PCA reviews save time, eliminate issues the Buyer can run
into, and quickly identify potential unauthorized charges.

The Buyer accesses PCA and navigates to the ‘cardholder’ menu to view
their monthly statement and verify P-Card transactions (Figure 10-1).

The Buyer enters the last 10 digits of their P-Card number and the year and
month of the applicable statement period or use the ‘LOV’ icon to access
their statement (Figure 10-2) (i.e. 1608, for AUG 2016), and submit.

This pulls up each statement under the particular P-Card number.
Within the PCA CH transaction verification page, the Buyer:

e Reviews and verifies each transaction by selecting either “verified’,
‘disputed’ or ‘unknown’. (See reference (s) PCA User Guide for
additional assistance) (Figure 10-3);

e Completes the 'Purchase Description’ field if the transaction is valid;

e Verifies correct LOA is attached to the charge (use the credit card
for multiple accounting lines but can allocate under a default account in
PCA. In these cases, the CH needs to update manually); and

e Updates the PCA record upon page verification.

As a best practice, enter the following information in the Purchase
Description field: last 5 digits of PR number, brief description of

purchase, and date of receipt.

See Chapter 10:A.3 for 'disputed’ and 'unknown' transactions.

A discrepancy is a disputed or unknown transaction. It can be a clerical
error by the vendor (i.e.: incorrect description of item/service, misspelling,
or an unknown or false charge). The Buyer can be held personally liable
for failure to dispute incorrect or improper charges, so it is imperative the
Buyer reviews and updates the PCA regularly to ensure the vendors are
billing promptly.

If there is a discrepancy with PCA, the Buyer first contacts the vendor to
attempt to resolve the issue. If not resolved then the Buyer commences
dispute procedures. If there is not a PCA discrepancy, the Buyer updates
the Unit PR log. A dispute only occurs if the Buyer and vendor are unable
to resolve a questioned transaction. In this case, the servicing bank must be
involved in the resolution per reference (a) Head of Contracting Activity
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A.4. Resolution

A.5. Dispute

(HCA) Simplified Acquisition Procedures (SAP) Guidebook.

The Buyer attempts to contact the vendor for resolution before disputing
the charge within PCA. The Buyer contacts the vendor immediately to
ascertain the reason for the discrepancy and attempts to resolve. The Buyer
documents all communication with the vendor within the PR package.

If not resolved with the vendor, the Buyer disputes the transaction with the
servicing bank. The Buyer selects 'disputed’ within PCA, and immediately
notifies the AO (via email) and submits the statement verification (Chapter
10:A.5). If the account has been compromised, the CH immediately
notifies the servicing bank, AO, and FOPC. The Buyer documents all
dispute correspondence within the PR package.

For example, contact the vendor immediately if the Buyer receives a
charge and has not confirmed shipment. As a general practice, vendors
normally charge upon shipment or completion/acceptance of services
because this invoice is needed to include the shipping cost (if applicable).

If the vendor does charge prior to shipment, the Buyer contacts the vendor
and obtains a credit against the charge and ensures that the vendor
(re)charges upon shipment. If the vendor does not agree, the Buyer can
dispute the charge via PCA and the servicing bank (if the charge is listed
on the PCA report before receipt). The Buyer must communicate the issue
with the P&C Department chain of command and document within the PR
package per reference (a) Head of Contracting Activity (HCA) Simplified
Acquisition Procedures (SAP) Guidebook.

If resolved, the Buyer obtains the corrected documentation from the
vendor, the Buyer documents to the file, and completes PCA verification
(see reference (s) PCA User Guide). As a best practice, the Buyer notifies
the P&C AO of all discrepancies and resolutions.

If there is an error within PCA and it cannot be resolved with the vendor,
the Buyer contacts the servicing bank and files a dispute with the servicing
bank (see reference (a)) for additional information).

The Buyer checks the dispute box with in PCA and completes the
applicable bank dispute form and submits to the servicing bank, Forms are
provided by USCG HQ, CG-913 (Office of Procurement Policy and
Oversight):
https://cq.portal.uscg.mil/units/cg9/1/CG913/CG9131/Purchase%20Card/P
ages/default.aspx

The Buyer maintains all correspondence within the PR package.
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NOTE:

NOTE:

NOTE:

A disputed status cannot be changed once the statement has been
certified by the AO. Make a note of dispute resolution and keep it in
the unit files.

Some examples of disputes could be:

e Incorrect transaction amounts;

e Cancelled transactions not credited on your account;
e Duplicate transactions;

e Products/services ordered but never received;

e Missing credits; and

e Unrecognized charges.

The Buyer resolves shipping charges and taxes with the vendor and cannot
dispute these charges with the servicing bank.

While the dispute is being processed, the servicing bank issues a temporary
credit. Upon resolution, the servicing bank provides a written statement
detailing the resolution.

The Buyer contacts the P&C Department Supervisor for further guidance
or sees reference (a) Head of Contracting Activity (HCA) Simplified
Acquisition Procedures (SAP) Guidebook for additional information on
dispute procedures and examples.

The Buyer has 90 days from the date the transaction was processed
to notify the servicing bank of a disputed transaction. Failure to
submit the dispute within the 90 day time frame can cause the
Buyer to be held personally liable for the charge per reference (a).

SAP files are closed within 30 days upon evidence of receipt,
acceptance, and final payment.

Retain records related to all transactions paid for with the
government P-Card and valued less than the simplified acquisition
threshold (SAT), for six (6) years following the end of the FY in
which the transaction occurred. See reference (t) Life Cycle
Management Manual CIM5212.12 (series).
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Chapter 11:
Customer Receipt

Introduction This chapter discusses the processes to receive shipments.

In This Chapter  This chapter contains the following sections:

Section Title Page
A Receiving/Delivery of Item 11-5
B Inspection 11-10
C Discrepancies 11-12
D Sending Receipt Documentation 11-15
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Section A: Receiving/Delivery of Iltem

A.l. Process
Start

A.2. Definitions

A.3. Receiving

The Micro-Purchase P-Card receiving process begins when the shipment is
delivered to the Customer or USCG warehouse facility.

Receiving — Taking the delivery of an item.

Acceptance — Verifying a shipment is inspected, is in good condition, and
conforms to the terms of the purchase documentation. It is an official
acknowledgment by an identifiable individual that supplies delivered or
services performed conform to what was ordered or contracted (such as
work performed for repairs, installations, etc.). Forward all receiving and
acceptance documents to the P&C Department by the fifth calendar day
after acceptance.

Receipt — Documentation of acceptance.

The receiving process consists of taking into custody the supplies or
service at the destination. Receiving for simplified acquisitions usually
takes place at destination (i.e. the government facility designated as the
receiving point).

There are two potential locations for receiving shipments:

1. Delivery at the Customer’s unit; or
2. Delivery at a USCG warehouse facility.
The Receiver inspects the box/packaging for damage.

The Receiver verifies the shipment was delivered to the correct location
(verify address).

The following information is required on or with a receiving document or
delivery ticket as provided by the vendor or shipping company:

e Carrier name;

e Vendor name;

e Purchase number or other delivery authorization;

e tem description, unit of measure, and quantity received,

e Dates of receipt and acceptance; and

e Name of the accepting person, title, telephone number, and signature
(or electronic alternative).
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NOTE:

A.4. Inspection
and Receipt

NOTE:

Receipt and acceptance is not required for shipping (e.g. FedEX),
subscriptions, training, or similar purchases. Receiving at a USCG
warehouse facility can not include a robust inspection of supplies
(i.e. opening packages). Acceptance and receipt does not occur until
the actual Customer receives the shipment and inspects the item(s)
for condition/conformance to the order.

Items or services received directly at requesting unit are to be immediately
received and inspected to include third party signature.

Acceptance is ordinarily evidenced by execution of an acceptance
certificate on an inspection, receiving report form, or commercial shipping
document/packing list. Acceptance is verifying that a shipment has been
inspected, is in good condition, and conforms to the terms of the purchase
document.

The person accepting the delivery CANNOT be the Buyer or AO (i.e. third
party rule). Timely inspection and receipt of materiel reduces the risk of
loss or theft and maintains and/or improves operational readiness by
ensuring materiel is available for use. Unit personnel sign and date receipt
documents (include printed name and title) when materiel is received at
final destination. Keep shipments in a safe and secure location between
receiving and acceptance.

Receiving personnel examine and count all containers and pieces received
in each shipment (i.e. boxes). Check each item as it is unloaded, prior to
departure of the delivery carrier when possible, to record any damage.

When a container shows evidence of damage or pilferage, call it to
the delivery carrier's attention and segregate damaged items from
other items being unloaded to ensure that a proper record is made.

Keep a record of count and condition of supplies when shipment is
received. This record shows shipment identification, delivery carrier's
equipment number, time, date, seal number, condition of seals (as
applicable), and receiver's name. Use consignee’s copy of bill of lading,
packing slip, or other approved forms for this purpose.

Complete the following actions when receiving a product from a shipper:

e Receipt of supplies;
e Verify the shipper delivered to the correct location (verify address);
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NOTE:

e Verify the delivery receipt lists the date and time the delivery carrier
arrived for unloading, the date and time the carrier departed, and the
number of pieces unloaded (as applicable);

o Verify the delivery carrier vehicle checked seal integrity prior to
opening the trailer and seal numbers are written down on the delivery
carrier delivery receipt (as applicable);

e Verify labels on all containers to ensure the property belongs to the
consignee and the labels match the piece, Transportation Control
Number (TCN), and weight as shown on the delivery carrier delivery
receipt or the government bill of lading (GBL)/commercial bill of
lading (CBL);

e Check each container for possible damage and immediately notify the
delivery carrier of all damage (see section B.1 for further guidance);

e Annotate the delivery receipt with the number of pieces damaged or
short, along with the TCN number and type of damage (e.g., bent,
crushed, leaking, etc.) (take pictures if possible);

e Have the Customer (if available) verify the number of cartons, packs,
or pieces received against shipping documents and check for damage
and note any damage, shortage, or overage on all copies of the receipt
document;

e Count and supplies material against receiving documents;

e Compare the description (model number, stock numbers, part
numbers), quantity, vendor name/PR, etc. (as applicable);

e Compare the product(s) delivered with what was ordered to ensure that
the proper item(s) was received and is not damaged or defective (if
known); and

e Note all issues or discrepancies on shipping document.

For receipt of service/construction (takes place at Requiring Activity/unit
that submitted the PR):

e The designated POC verifies that the service or work corresponds to
the description of work within the requirement (PR, SOW, etc.)
including the period of performance.

For service or work deemed not acceptable, see Chapter 11:B.1.

The completion of block 35 on DHS Form 1501 is acceptable
documentation to demonstrate receipt of goods or services.
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NOTE:

If any discrepancies are discovered during the inspection process, follow
the instructions outlined in the following section.

If no discrepancies are discovered, the Customer signs and dates the receipt
document and prints the name of person receiving the applicable supplies
or service in BLOCK letters.

Within five calendar days of materiel being received at the USCG
warehouse or Requiring Activity, sign the receipt documents, date, and
forward to the P&C Department.

Receipt documents can be the following: a receiving report form,
commercial shipping document or packing list, or an e-mail indicating that
the items listed (and only those listed) are present in the delivery.

The Buyer works with the Customer to ensure that the third party
making acceptance compares the product(s) delivered with what
was ordered to ensure that the proper item(s) was received and is
not damaged or defective.

Units retain copies of all receipt documents until forwarded to the P&C
Department or as long as the unit deems necessary to update any unit
logs/files related to the purchase.
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DELIWERY # 6276064827

Vendor has referenced the purchase
document as requested by the buyer.

{ oate | SHIPPED VIA | CusTOMER-2.QK” [ Page1of 1

{1112r2014] UPS GROUND | ( Jooszmar ) [
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Figure 11-3 Packing List
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Section B: Inspection

B.1. Inspection The Customer or receiving unit can act as receiver and inspector. Accurate

of Item at and timely acceptance and receipt processing, coupled with the retention of

Destination documentation directly supports, and is essential to achieving and
maintaining audit compliance.

To perform these steps, the Customer at the final destination opens the
package and inspects the contents.

The Customer performs inspection duties at final destination. For example:

e Verify against what was ordered to ensure proper supplies or service
was received;

e Verify quantity (amount ordered was received);

e Check for damage; and

e Verify operability (if readily determinable).

Upon delivery or pickup, the Customer verifies the number of items
received, checks for damage, and records all discrepancies on the receipt
documents.

The Customer compares description (model number, stock numbers, part
numbers) and quantity to receipt documents and unit ordering documents
(if available).

During the inspection process, if discrepancies are recorded, notify the
P&C Department directly to resolve.

At no point is the Customer to contact the vendor. The P&C
NOTE: | Department is the sole interface with the vendor for redressing
discrepancies.

For services or construction at the unit, the Customer or POC verifies
service or construction was completed as per the SOW or ordering
document and compares to the requirement documents, and signs
acceptance documents.

Contact the P&C Department for further guidance if damage or
discrepancies are discovered.
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NOTE:

In the case of supplies or services, Customers or POCs CANNOT
instruct contractors/vendors to do something which results in a
change to the terms of purchase or has an impact on item
(replacement), quantity, price, or continued performance beyond
the terms of the purchase requirements. Customers or POCs closely
monitor services while on site to ensure the work is authorized. The
Buyer authorizes any deviations from original ordering
requirements.

The ability to account for supplies upon receipt to accurately reflect any
changes is not routine and is limited to a minimum number of personnel.
Timely receipting of supplies reduces the risk of loss or theft and maintains
and/or improves operational readiness by ensuring supplies are accounted
for and available for immediate issue or to fill a requirement of the USCG
unit, and ensures timely financial transactions are accounted for by the
P&C Department.

Each unit maintains a roster of personnel who are trained and have the
ability to physically receipt supplies and provide this list to the P&C
Department. By designating specific receipt functions to personnel, units
are able to reduce security gaps, fraud, theft, or human, procedural, or
system errors that create errors in receipting actions and financial data.
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Section C: Discrepancies

C.1. Shipment
Damaged/
Defective/ Non-
Conforming

C.2.
Documenting
Discrepancies

Potential problems could include, but are not limited to:

e Shortages;

e Overages;

e Wrong item;

e Damaged item; or

¢ Nonconformance to requirements document (i.e. ordering document or
SOW).

Customers confirm receipt of the supplies or services. When the items have
been received, the Customer provides the required third party signature and
the appropriate supporting documentation to the P&C Department in the
form of signed receiving report forms, commercial shipping document or
packing list, or invoices, and e-mails confirming receipt and delivery.
Rather than just submitting the packing slip noting a discrepancy, the
Customer immediately contacts the P&C Department upon discovery for
further guidance and immediately forward the receiving documents as
instructed by the P&C Department.

The Customer annotates any/all issues on receipt documents (i.e. missing
items/damaged items and what kind of damage (takes pictures to
document) or incorrect items and what was substituted (if provided)),
signs, prints name in BLOCK letters, dates the receiving document, and
retains copies as unit procedures require.

It is important to document receipt actions throughout the process because
when the delivery carrier holds a clear delivery (accepted with no
annotations of discrepancies) receipt for goods later found to have been
short or damaged, the receipt cannot be construed as final since the terms
of the receipt can be varied by the facts developed during receipt between
the warehouse and final destination (unit). The actual facts can be
explained through the use of signed statements or affidavits made by
personnel who executed such clear receipt and then discovered the
shortage or damage. This way, it can be possible to prove the discrepancy
did, in fact, exist at the time of delivery.

Concealed damage claims require almost undeniable proof of delivery
carrier/vendor responsibility for the damage, especially if any significant
amount of time has elapsed between the delivery and the discovery of the
damage. The burden of proof is upon the owner of the property (USCG
unit) to overcome the evidence of the clear delivery receipt. This can be
done only by development of the most complete factual data to establish
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C.3. Damage/
Shortage

C.4. Contacting
the P&C
Department

C.5. P&C
Department
contacts Vendor
to Resolve

where, how, and in whose possession the property was when the damage
occurred. Signed statements or affidavits by transportation or shipping and
receiving personnel that provide complete details about the time, place, and
circumstances of delivery acceptance at origin and concealed damage
discovery from the warehouse to destination are required to support a claim
of delivery/vendor liability. This documentation greatly assists the P&C
Department with working with vendors to obtain a favorable resolution.

For damaged or short orders, the Customer:

e Acknowledges the shortage or damage notation on the delivery receipt
(both the delivery carrier driver (when possible) and the person
receiving);

e Takes photographs of all damaged supplies, shipping containers/boxes
(before and after opening);

e Ensures the delivery carrier representative (driver) inspects damaged
property and retains a record of the name of the driver, date, and time
of their response;

> If a delivery carrier chooses not to inspect damaged property,
contact technically qualified personnel at your activity to perform
an inspection;

e Immediately reports the damage to the delivery carrier representative,
obtains statements from personnel who found the damage, and reports
this information to the warehouse Supervisor (as applicable) and P&C
Department;

e Reports all discrepancies to the warehouse Supervisor (as applicable)
and P&C Department immediately upon discovery; and

e Immediately forwards all receiving documentation (including
photographs) to the P&C Department.

The Customer immediately (within 5 days) notifies the P&C Department
via electronic correspondence of discrepancies and provides appropriate
documents. If provided via hardcopy, the Customer follows up with an
email to the P&C Department to confirm receipt of documents. Follow up
any non-traceable report of discrepancy (i.e. phone call) by traceable
means (i.e. email).

Only the P&C Department is authorized to contact the vendor regarding
discrepancies. In order to prevent potential UAC, the Customer shall not
contact the vendor per reference (a) Head of Contracting Activity (HCA)
Simplified Acquisition Procedures (SAP) Guidebook. The P&C
Department Buyer informs the contractor of the discrepancy and the
precise reasons for it. It is usually in the government’s best interest
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contractor’s are provided an opportunity to correct or replace
nonconforming supplies or services with the contract schedule and without
additional cost to the government. The Buyer works with the contractor to
arrive at a solution that works best for that supply or service.

The Buyer contacts the vendor to confirm the issue and attempts a
resolution. If item(s) cannot be replaced, an approved substitution
provided, or the service cannot be completed in a reasonable amount of
time that meets the Customer requirements, the Buyer starts dispute
procedures. In these cases, the Buyer contacts the Customer to inform them
of the issue and advise to draft a new PR with a different vendor.

If the vendor agrees to replace the item, the Buyer requests a credit for the
incorrect or damaged supplies and informs the Customer of status.

In all cases, the Buyer consults the Customer to ensure all actions meet
their requirements.

The Buyer, whenever possible, obtains documentation from the vendor
when returning supplies and attaches a copy of the documentation to the
card statement on which the credit appears. If the vendor is unwilling to
issue documentation, the Buyer notes the returned purchase(s) on the card
statement and attaches a postal or shipping receipt indicating the item was
returned. The Buyer files a dispute per reference (a) Head of Contracting
Activity (HCA) Simplified Acquisition Procedures (SAP) Guidebook with
the servicing bank in cases where the Buyer cannot obtain a resolution
from the vendor.

Buyer documents all correspondence with vendors and files within PR
package. In addition, the Buyer notifies the Supervisor and Customer of
the status of the issue(s), resolutions, and disputes.
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Section D: Sending Receipt Documentation

D.1. Sending
Receiving
Documentation

If the destination unit and the P&C Department are NOT co-located at the
same base, scan and send all receipt documents (e.g. receiving report form,
commercial shipping document or packing list, or invoices) via electronic
correspondence to the Buyer. For units co-located with their P&C
Department, hand carry or forward receipt documents per local procedures.
Contact the P&C Department for questions regarding the proper methods
to forward receipt documentation.

Upon receipt and acceptance of supplies, the Customer submits signed and
dated receipt documents to the P&C Department. Ensure the name of the
individual receiving the supplies are printed on receipt documents in
BLOCK letters.

Upon completion of service or construction work, the unit POC, if
designated, submits a signed/dated acceptance for the supplies, services,
construction or supplies to the P&C Department. Ensure name of
individual receiving the supplies is printed on receipt documents in
BLOCK letters.

Within five calendar days of materiel received at the final destination,
forward signed and dated receipt documents to the P&C Department.

As a best practice, units retain copies of all receipt documents until
forwarded to the P&C Department or as long as the unit deems necessary
to update any unit logs/files related to the purchase. Email confirmation of
receipt can be used (Figure 11-4).
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FROM (USTOMER TO P&C DEPARTMENT

----- original Message-----

From: Seaman, Joseph K3

Sent: Tuesday, October 18, 2816 18:83 AM

To: PEC Department

Cc: Unit Supervisor; Unit Funds sanager,
Subject: Recelpt of supplies/services for PR#

PR& for wvendor has been received in
full/partial by on and (with} / (with no)
discrepancies and conforming.

Signed:

MK3 Joe Seaman
usce Any Station
Amywhere, US 12345
(123)456-7598

FROM P&C DEPARTMENT TO CUSTOMER

————— original Message-----

From: P&C Department

sent: wWednesday, Octcber 12, 2816 13:38 PM

To: Seaman, Joseph MK3

Cc: Unit Superviscr; Unit Funds Manager, P&C Department
Subject: Order of supplies/services for PR#

A recelving report is reguired for PR » Wendor

. A email response or signed scanned copy
indicating services/supplies have been recelved in full/partial by (MER's
name} and/or a packing list signed and dated when the items or services
were received (not today's date) with/or no discrepancies and conforming
to the order.

For amy questions contact the P&C Department.

Regards, P& Department

Figure 11-4 Email receipt
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Chapter 12:
Receipt Verification

Introduction

In This Chapter

This chapter discusses the processes for validating receiving documents
and verification of purchases within the PCA.

This chapter contains the following sections:

Section Title Page
A Validating Receiving Documentation 12-2
B Purchase Card Application (PCA) 12-8
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Section A: Validating Receiving Documentation

A.1l. Customer Following the order delivery and receipt of receiving documents from the
Receiving Customer, the Buyers verifies the documents and ensures the third party
Documentation making acceptance has signed the receiving documents. If the Customer
Verification and  identified items as damaged or defective or does not match the order, only
Vendor Invoice  the Buyer contacts the vendor to resolve discrepancies.

Validation The Buyer confirms receipt of the supplies or services and maintains all

receipt documents within the PR package. In addition, the Buyer monitors
those purchases not received.

The Buyer obtains all receipt documents related to PR from the receiving
unit. Acceptable receipt documents are:

e DHS Form 1501 with block 35 signed

e Receiving report form

e Commercial shipping document or packing list; or
e E-mail from the Customer indicating receipt.

The Buyer validates and verifies third party receipt/acceptance on all
receipt documentation the Customer provides. The Buyer also validates
receiving documents are signed and dated and the Receiver’s name is
legibly printed. If not, the Buyer contacts the Customer and obtains
required information. The Buyer verifies (received vs. ordered):

e Destination;

e Vendor name;

e Quantity;

e Description of supplies or task;

e Pricing and extensions (if applicable);

e Shipping costs (separate GBL if over $100);

e Purchase number (as applicable);

e Proper signature (including printed name); and
e Date received.

The Buyer verifies the shipping documents against the ordering documents
for accuracy to ensure what was received met order requirements (what
was received vs. what was ordered).

If a supplier delivers supplies or performs services not conforming with the
PO, use the decision table below to determine the correct course of action.
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If Then
The supplier replaces the items which are Reject the non-conforming
defective, or re-perform the service as supplies and let the supplier
requested, within a reasonable period of time. make the changes at its expense
or re-perform the service.
You elect to accept non-conforming supplies or | Adjust the price prior to

services. acceptance.

The supplier cannot correct or replace the Reject the defective supplies or
supplies, or re-perform the service within a services and adjust the price
reasonable period of time, and the item or and quantities accordingly.

service is readily available from another source.
Table 12-1 Receipt Decision Table

A.2. Vendor The Buyer obtains a valid receipt.

Invoice The Buyer verifies vendor invoices to ensure they correlate with the

ordering documents, and compares the invoices to the receiving documents
the Customer supplies to verify what was billed for was shipped.

The Buyer can receive invoices electronically from the vendor, via mail
from the vendor, or from the Customer (if the receipt was included with the
supplies when shipped). The Buyer ensures the invoice date is after the
shipment date, unless it is an on-line order (e.g. GSA Advantage!®). In
these cases, use the invoice date or e-mail confirmation date as the
shipment date. Upon receipt of invoice, the Buyer verifies the following
information against the obligation document/DHS Form 1501

e Billing address;

e Vendor name;

e Quantity;

e Description of supplies or task;

e Pricing and extensions (if applicable);

e Shipping costs (Freight bills over $100 require a separate carrier
receipt/invoice. Identify a separate PR or line item on a PR for freight
charges (reference (a) Head of Contracting Activity (HCA) Simplified
Acquisition Procedures (SAP) Guidebook)); and

e Purchase number (as applicable).

A.3. DHS Form  Annotate partial shipments on the receiving documents and the Buyer

1501 Receipting  follows up with the vendor to confirm status of remaining items if not

Documentation already known. The Buyer notifies the Customer of all status and
documents correspondence in the PR package.
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A4,
Discrepancies

A.5. Initiating
Corrective
Actions

If the Customer provides a signed and dated receiving document, the Buyer
completes block 35 of the DHS Form 1501 and writes “see signed packing
slip/receipt”.

It is usually in the government’s best interest that the contractor or vendor
IS given an opportunity to correct or replace non-conforming supplies or
services with the contract schedule and without additional cost to the
government. The Buyer works with the contractor to arrive at a solution
that works best for that supply or service based on the Customer’s
requirements.

If a vendor delivers supplies or performs services not conforming with the
purchase, the Customer identifies this to the Buyer, either on the receiving
documentation or via documented correspondence. Examples of a
discrepancy can be:

e Incorrect quantity;

e Damage to the supplies;

e Work completed does not match requirement/obligation document;
e Incorrect destination;

e Unauthorized substitution;

e Incorrect pricing (invoice only); or

e Missing shipping information (cost, carrier, etc.).

See the P&C Department Supervisor for specific unit guidelines that
address discrepancies for receipt and invoicing.

The P&C Department, in conjunction with the Customer, works with the
contractor to arrive at a solution that works best for the supply or service
(Table 12-1).

Before contacting a vendor, the Buyer reviews the receiving documents the
Customer/POC provides and ascertains the following information:

e Did the Customer elect to reject the non-conforming supplies/service?
e Why did the Customer/POC reject (provided written explanation)?

e Was the item damaged in shipment/defective (noted by the Customer)?

e Did the Customer/POC elect to accept the non-conforming
supplies/services?

e Did the Customer/POC provided required/supporting documentation
(i.e. was the issue documented accurately on receiving documentation
provided by the Customer)? If not, contact the Customer/POC for
information (statement, pictures, etc.).
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NOTE:

NOTE:

e Did the item delivered meet the order requirements?

If the Customer/POC did not provide the required documentation
immediately, the Buyer contacts to obtain required documents or
supporting information to assist with communications with the vendor.

For all approved discrepancies, the Buyer contacts the vendor to resolve
the issue and, if necessary, obtains adjustment to the price/costs and
ensures the vendor issues a new receipt/invoice.

The Buyer contacts the vendor via electronic communication and
documents all correspondence to the PR package. The Buyer notes the
following information within the PR package:

e Restocking fees (as applicable, if a return is required, the Buyer ensures
the vendor issues a credit.);

e Person(s) spoken to (vendor);
e Time and date of call; and

e Time frame for shipment of replacement items, etc.

Restocking fees could increase the cost of the PR. If so, follow local
P&C Department procedures to obtain FM approval for the
increase in funds.

If the transaction is not a straight exchange, the Buyer resolves all
funding issues. If there is a funding increase, the Buyer obtains FM
approval and modifies obligation documents as required.

If the supplier delivers supplies or performs services not conforming with
the purchase requirements, the Buyer uses Table 12-1 to determine the
correct course of action.

If the Customer/POC elects to accept non-conforming
supply/service/construction, the Buyer ensures the terms of the original
order are not modified in such a way to increase the cost of the purchase.
Document all changes from the original order on receiving documentation
and approved by the Customer or POC.

The Buyer contacts the vendor to resolve any discrepancy if the receiving
documentation differs from what was ordered or if the item is damaged or
defective.

For supplies or services the Customer/POC rejects, the Buyer contacts the
vendor to initiate a credit to the P-Card and return procedures for the
supplies (as applicable). Document all correspondence within the PR
package. The Buyer initiates actions within the financial system to account
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NOTE:

A.6. Update PR

Tracker

A.7. Item/Supply

Identified
Property

as

A.8. Contacting
RPSO/Property

Office for
Required
Actions

NOTE:

for all financial variances and contacts their P&C Supervisor for local
procedures that can apply.

Any increases to cost must have funds approval prior to the
obligation of additional funds per reference (a) Head of Contracting
Activity (HCA) Simplified Acquisition Procedures (SAP)
Guidebook.

The Buyer ensures completion of any remaining/applicable fields in the
procurement log to document the receipting action. Use the procurement
log to provide Customers (requestor, Supervisor, APO, and FM) purchase
status.

The Buyer reviews the PR package (PR or DHS Form 1501) for property
identification by the RPSO/Property Office. If the shipment was identified
as property, the Buyer contacts the RPSO/Property Office.

The Buyer contacts RPSO/Property Office and supplies the documents as
directed. Documents that can be required:

e Original acquisition document (PR, obligation document);

e Material Inspection and Receiving Report (signed/accepted receipt);
and

e Invoice.

The Buyer ensures all correspondence with the Property Office is
documented in the file to support acquisition rules that property
action/requirements were met.

The Buyer provides the Property Office with all documents as requested
via electronic correspondence and records within the PR package (copies
of e-mails, etc.). For any questions, the Buyer contacts their P&C
Department Supervisor.

It is not the P&C Departments responsibility to provide item
information (serial numbers, model numbers, etc.) other than the
documentation related to the purchase. The RPSO/Property Office
coordinates this information with the unit APO/Property
Custodian.
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A.9. Buyer Files
Documents

Related to
Receipt in
package

PR

NOTE:

The Buyer verifies all receipt documents received to date:

Related endorsed receiving documents;
Electronic correspondence (e.g. e-mails);
DHS Form 1501;

Obligation document;

Receipts/invoices;
Shipping documents; and
Any information related to receipt actions.

The Buyer files all documents and correspondence relating to the
acquisition within the PR package.

Freight bills over $100 require a separate carrier receipt. A
separate PR or line item on a PR is identified for freight charges
over $100 per reference (a) Head of Contracting Activity (HCA)
Simplified Acquisition Procedures (SAP) Guidebook.
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Section B: Purchase Card Application (PCA)

B.1. Verifying

PCA

NOTE:

The PCA allows the Buyer to view their P-Card transactions, verify
transactions, and reallocate the accounting line associated to a transaction
by changing the appropriation code, appropriation limitation code, program
element, cost center, and object class. The PCA can be used for the
following actions:

e Correct accounting line on card transactions;

e Provides the Buyer with the ability to view their transactions via the
USCG intranet;

e Enables the Buyer to verify each transaction is valid or the bank
disputed,;

e Allows the AO to view the transactions of each Buyer;

e Enables the AO to certify statements of individual credit card accounts
for each statement period; and

e Allows the Buyer to reallocate the accounting line for each individual
transaction.

The Buyer can make changes to appropriation code, appropriation
limitation code, obligation date, cost center, program element and
or object class. If the Buyer needs different values for other
segments of the accounting line, the Buyer contacts the Comptroller
Department.

For further guidance see the PCA User Guide.

Buyers verify all transactions the servicing bank reports and reconcile them
within PCA. The Buyer reviews the PCA account daily to ensure vendors
are billing promptly and accurately and to ensure accurate information is
readily available for the Comptroller. The Buyer reviews the monthly
statement to ensure all of the listed transactions are correct. An incorrect or
improper charge could be the result of a vendor’s clerical error, or it could
be an indicator that the account is compromised.

If the Buyer suspects an error and cannot resolve it with the vendor, the
Buyer follows dispute procedures and notifies the AO via their P&C
Department chain of command. Buyers can be held personally liable for
failure to dispute incorrect or improper charges per reference (a) Head of
Contracting Activity (HCA) Simplified Acquisition Procedures (SAP)
Guidebook.
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The AO accesses the CH menu in PCA to verify a CH(s) statement in
his/her absence. Access the PCA via the following link:
https://cg.portal.uscg.mil/units/fincen/SitePages/PCA.aspx

P-Card statement certifications are due by close of business (COB) on the
26th of each month. The Buyer ensures verification of all transactions for
the respective billing cycle so the AO can successfully certify all
outstanding statements. The suspension date for each cycle is shortly after
the 26th of each month. For guidance on timelines for PCA statement
verification deadlines, the Buyer contacts the AO via their P&C
Department chain of command.

The Buyer logs into the PCA program and chooses the 'Cardholder Menu'
option to start their PCA review.

a 3 hisp/omicst fncensgmikTT78) peaqu/pea. mendS.star P~ & X || & peAMain Menu

File Edt Veew Favoites Took Help

0]
EIE
[

Sle(cl S ET XL Purchase Card Application

[Main Menu] [Approving Official Menn] [Cardhelder Menul[PCA Help Desk][Reset Password] [Log Out]

User: PCA_AUDITI
Password expires in 0 days

PCA Main Menu

+ Approving Official Mem
« Cardholder Memu

o Query Mem

o Audit Menn

For questions regarding audit items, refer to the Andit
Send aﬂgﬂm questions and problems to the PCA Help Desk

USCG Home Page

The Coast Guard is an operating administration of the Department of Hor
Send mail regarding questions or comments about this web site to: Finces
Contact the Accessibility Coon ents and mquirie

rcdinator for comments and mquries about »

[Disclammer]

Figure 12-1 PCA main screen

The Buyer chooses Transaction Verification and Reallocation - PE'.
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https://cg.portal.uscg.mil/units/fincen/SitePages/PCA.aspx

=Sy
G d| ) httpu//orstest fincen.uteg.mik TT78/peaqa/pes_web_menu_chi.ctantup P-CX & Cardholder Menu ks
File Edit View Favorites Tool: Help

ol I EL LWL Purchase Card Application
[Main Menu] [Approving Official Menu] [Cardholder Menul[PCA Help Desk][Reset Password] [Log Ont]

User: PCA_CH1

Password expires in 0 days

Cardholder Menu

« Print a Statement

For questions regarding audit items, refer to the Audit POC List

Send all other questions and problems to the PCA _H_L_DI
[ PSR S ——
USCG Home Page

The Coast Guard is an of i ion of the Department of Homel
Send mad regarding questions or comments about this web site to: Fner
Contact the Accessbility Coordmator for comments and maquenes about
[Disclamer]

bility for persons with disabaities

Figure 12-2 opening PCA transaction page

The Buyer enters the year and month (YYMM) or the desired statement
followed by the last 10 digits of the applicable P-Card or chooses the
'LOV' option and chooses the applicable fields to access the P-Card
statement.

[

0

Q T S p— e ot P = © X || B : Transaction Verification s

File Edt View Frvortes Tools Help

ol SUELTER o L Purchase Card Application

[Main Meru) [Approving Official Menu] [Cardholder Menul[PCA Help Desk|[Reset Password] [Log Out]
User
Transaction Verification and Reallocation

To perform a Query enter in Ihe /ast 10 AWQIs Of yOur SCCOUNE NUMDeT, OF
e faat 10 Oty Of YOUr BOCOUNE NUMDEr 3nd 3 SEMSMent DBNod. of 8 document i

Enter last 10 digits of p-card Enter query critena for Transaciion Verification and Reallocation

Utilize the LOV icon

| Enter applicable month and vear

For questions regaraing Juct tems, refer 1o e Audt POC Ligt
Send all other questions and problems 1o the
—  —

The Coast Guard 15 an operaing ac
Send mail regarang questions

i omeland Secur
Ul Tits web St 1o° Encan s

Figure 12-3 PCA CH statement access

The Buyer compares the P-Card documentation with information within
PCA (document ID, amount, vendor, etc.) for each transaction listed to
verify the statement.
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Complete the purchase description field before verifying the

NOTE: charge; otherwise the Buyer receives an error message.
If the transaction is valid, the Buyer verifies the statement and updates the
PCA. If it is not valid and the Buyer has not resolved with vendor, the
Buyer indicates disputed or unknown as applicable and updates the PCA.
=
@ B hitp:// cratest fincen.uscg.mik T778/pcaga/stmis_not verified chScced startup?P CC 0 = € X .l\;',1in!n!!Cthn!th'u'!l‘“l(d [ k

File Edit View Favortes Tools Help

' Lo el 2T EL (LR & Purchase Card Application

Main Mem| [Approving Official Menu] [Cardholder Mem|[PCA Help Desk][Reset Password] [Log Out

. User:
Check the appropriate box Password erpues n days

Transactions Not Verified

Tosave changes on Ihis page, please click on the Lipdate bulon at the botgm-eHTT

Status: © Verified © Dizputed ® Unimown

Card Humber:

A Certified: Mo

r~Tmount: $357.00

Trans Date: 061272014 Posting Date: 051622014 Merchant: CAPP USA 610-394-1142 PA
Purchase Description: Statement{YYMM]: 1407 Fued Info: Commants
Status: © Verfied © Dispuled & Unknown AD Certified: No
Card Humbet Doc M: 32 Amount: $140.83
Trans Date: TEIMTIZ0T4 Paosting Date: 05162014 Merchant: SADDLE POINT SYSTEMS 510-840-7500.CA
Purchase Descrip ent{YYMM); 1407 .
Enter last 5 numbers of purchase number. brief
- - = description, and date received. (e.g. JC235, generator,
Statre Vernfiad Misryled  Uninown AD Certified: No D
Card Humb Doc Id: 32 RC 10DEC16)
Trans Date: 0616/2014 Posting Date: 06182014 WErchant: CAPE USA 610-994- 11820 A
Purchase Description: Statement(YYMM): 1407 Fued Info: Comments | -

Figure 12-4 PCA transaction verification

Upon updating PCA, the Buyer selects the applicable statement to print
(based on the billing cycle) by submitting in the last 10 digits of their
account number. Once the statement is printed, the Buyer uses it to
organize the PR packages for the AO to review. The Buyer places a printed
statement on top of applicable billing cycle PR packages prior to
submission to AQ.
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' o[l g BT LR o1 1 21 Purchase Card Application
[Ifain Ienn] [Approving Official Menu] [ Cardholder Menn|[Query MWenu] [PCA Help Desk]

Tser: CACEISS - Approving Official Access
Purchase Card Statement

FPress the Print Bulton on your web browser to print this statement.

Statement Date: 02/1904
Statement Total: $1,637.63

System Date: 01/27/04

auaefaocervendor__ [trans oate[amount[moc [accountng___ [ooew |
[l [JORDAMN COMPANY INC [01713/04 |[5260.40/[5074 [203/4011 32I30/0/S YT [32045814B01
[ [UMICOR FED PRISON [01115004 542600 (9308 21304011 22730005V [32045814B01
[ [WARD AND SO INC [014z1/08  [$856.00[7399 21374011 3230005 YT [32045814B02
[ [MILES JENMINGS INDUST 5P 01721704 [$35.23 (5085 [2/30401 11 32300018V [32045814B02

Records 1104 of 4

Figure 12-5 PCA statement

After PCA transaction updates are completed, the Buyer PRINTS verified
PCA statement

As a best practice, the Buyer prints a PCA statement, notates document
number next to each transaction, and arranges folders in that order for AO
review/certification.

B.2. PCA Discrepancies can occur throughout the credit card transaction. However,
Discrepancies the Buyer take steps immediately to correct the discrepancy to ensure the
accuracy of the PR package.

Examples of discrepancies can include (but are not limited to):

¢ Incorrect transaction amounts - request the vendor issue a corrected
invoice;

e Duplicate transactions - request the vendor issue a corrected invoice;

e Products/services ordered but never received - request vendor complete
the order and obtain specific status update (e.g. when it will be
shipped/delivered);

e Credits never received - request vendor issue credit to card and forward
credit documentation to Buyer;
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B.3. Contact
Vendor to
Resolve

B.4. Resolved

NOTE:

B.5. Dispute
Procedure

e Fraudulent or invalid charges - verify charge authenticity with vendor;
if fraudulent notify vendor and dispute charge. If invalid request vendor
correct and re-issue invoice, if vendor does not agree, dispute charge;

e Shipping one item but billing for another - request vendor issue credit
and shipment instructions for item and obtain status of correct item
shipment; and

e Unrecognized charges - request vendor clarify charges and document
on invoice. If still unclear or cannot obtain sufficient clarification from
vendor, dispute charge.

The Buyer contacts the P&C Department Supervisor for further guidance
on discrepancies.

First method of dispute resolution is with the vendor. If this action is
unsuccessful, the Buyer contacts the credit card issuer to formally dispute
the charge. Always keep the P&C Department chain of command informed
as to issues/discrepancies/disputes within PCA.

Before notifying the bank, the Buyer tries to resolve the dispute with the
vendor.

The Buyer contacts the vendor via phone or email to inform them of the
issue and attempts to resolve the issue (see section B.2 above). The Buyer
documents all correspondence that attempts to resolve the discrepancies.
The Buyer informs the P&C Department Supervisor of all matters relating
to vendor contact/resolution of discrepancies.

The Buyer contacts the Customer via phone or email with the potential
resolution and status to ensure they accept the solution. The Buyer requests
the Customer reply via email so that written documentation exists of their
acceptance.

The Buyer documents all correspondence to the PR package and makes
adjustments accordingly (amending purchase documents, financial system,
etc.).

The FM approves any increases from the original approved
funding. See P&C Department local procedures for guidance.

Disputed transactions occur when the Buyer and the vendor are unable to
resolve questioned transactions and the servicing bank must be involved in
the resolution per reference (a) Head of Contracting Activity (HCA)
Simplified Acquisition Procedures (SAP) Guidebook. A disputed charge is
a transaction that is either pending credit, unauthorized or questionable by
the Buyer; or a disagreement between the Buyer and vendor regarding a
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NOTE:

transaction on the Buyer’s statement of account.

If the vendor refuses to resolve the problem, the Buyer has 90 days from
the date the transaction was processed to notify the servicing bank of a
disputed transaction. After 90 days, the right to dispute the charge is lost.

The Buyer contacts the servicing government P-Card bank to notify them
of the issue with the vendor and completes/forwards a dispute form, as
necessary.

The Bank reaches out if they need more information. The Buyer monitors
PCA for credit and call the bank if disputed charges are not credited in a
timely manner. The Buyer informs the P&C Department Supervisor and
AO of the status of the disputed transaction throughout the resolution. If
the dispute resolution is not in the unit favor, the unit is responsible for the
payment.

Buyers that fail to submit the dispute within the 90 day time frame can be
held personally liable for the charge. Report this infraction to the CPOPC
through the P&C Department chain of command.

Although the Buyer has 90 days, they implement dispute procedures as
soon as possible and notify the P&C Department Supervisor and the AO.

The servicing bank issues a temporary credit for the transaction while the
dispute is being processed. Upon resolution of the dispute, the servicing
bank provides the Buyer and vendor a written statement (i.e., resolved in
favor of the vendor or Buyer). The Buyer makes the necessary adjustments
to the PR package and encloses the servicing bank’s written statement
within the PR package. The Buyer notifies the P&C Department
Supervisor and AO of the resolution.

A dispute form (Eigure 12-6), or anything beyond the initial call to
dispute, is usually unnecessary unless the vendor challenges the
dispute. The Buyer contacts their P&C Department chain of
command for additional guidance.
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JPMorganChase £

Dear Cardholder,

This form has been provided for your convenience. If you believe that a transaction on your statement is in
error you can use this form to contact us. You must notify us within 90 days from the statement billing date of
the disputed charge. Any notification received after this time frame may result in our inability to assist you with
your dispute. Please be advised that MasterCard & Visa require that cardholders attempt to resolve the
dispute with the merchant before initiating dispute.

Please complete and fax or mail this form to: Commercial Card Services, ATTN: Dispute Dept.
Fax to: (866) 865-2298
Or mail to: Commercial Card Disputes Chase, OH1-0553, PO BOX 182918, Columbus, OH 43272-5543

Mame:

Account #:

Merchant Name:

Transaction Date:

Posting Date:

Reference #

Transaction Amount: §

Please Circle one of the following cheices applicable to your dispute. Include all necessary informatior
and or documentation.

1. | do not recognize the above-mentioned charge. | have attempted to contact the merchant to obtain further,
information.

2. | have been billed more than once by the same merchant. | authorized only one charge with this merchant,
My card was in my possession at the time of the transaction.

Valid Charge  § Reference #
Transaction Date
Invalid Charge $ Reference #
Transaction Date
3. lcanceled: Service / Airline Ticket / Hotel Reservation on (date) cancellation
#
4. | have not received the merchandise that was to be shipped to me on (date). 1 have
requested credit.

5. Merchandise that was shipped to me armived damaged or not as described. | returned it on
(date) and asked the merchant to credit my account. | am providing a copy of my
returned mail receipt.

Dispute Form G5A

Figure 12-6 Dispute form
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8.

9.

10.
Signature
Date

Work Phone

Email

Merchant was to issue credit for merchandise | retumed to the store. | have enclosed a copy of my credit
receipt.

| have been charged for a purchase that was paid for by other means. | am providing a copy of the
documentation
showing the other method of payment.

| have been billed for an incomrect amount. My receipt shows § , however, | was billed
5 . | am providing a copy of my receipt showing the cormect amount.

| did not authorize the above-mentioned charge. | have attempted to contact the merchant to resolve
dispute.

Other: | am attaching detailed information that describes the dispute.

B.6. Preparing
PR package for
Review/

Figure 12-7 Dispute form continued

The Buyer maintains a complete and accurate file of all P-Card transaction
files and documents (original or scanned) related to each purchase. Include
the following supporting documents for each transaction (not an exhaustive

Approval (PCA) list):

e Completed DHS Form 1501;

e AO ‘pre’ approval prior to purchase being made;

e Approved PR;
e Obligation document;

e Signed/dated receiving documentation (including shipping
documentation) by third party acceptance;

e Property review (as required);

e Invoices (if missing standard form of missing receipts is included)
(Figure 12-8). Vendor name on invoice MUST match PCA statement
per reference (b) Federal Acquisition Regulation (FAR);

e Dispute documentation (as applicable);
e All correspondence (emails/phone records); and

e All other information related to the purchase (e.g. authorization of
restricted MCC waivers, etc.).

The Buyer documents a fair and reasonable price determination per
reference (b). P-Card files must always be complete and readily available
for submission within 3-5 business days of an audit request. Instances can
occur which require a shorter response time.
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The Buyer verifies all approvals (i.e. Supervisor, FM, AO) prior to
purchase, maintains accurate and complete PR packages, and makes
authorized purchases. The Buyer reviews all transactions reported by the
servicing bank and reconcile them daily with PCA. The Buyer organizes
the PR packages in order of the PCA statement per local P&C Department
guidelines.

As a best practice, the Buyer periodically reviews the file for accuracy -
verifying documents, signatures/dates, etc.

Appendix H. Statement of Missing Receipt

This document is to be used if a receipt is lost or stolen. Please print or type all
information.

STATEMENT OF MISSING RECEIPT

1. Name of merchant:

2. Merchant address:

3. Purchase card number:

4. Date of charge(s):

a. Purchase card charges:
TRANS DATE TYPE OF MERCHANT TRANS AMOUNT STATEMENT DATE
6. Reason why the above transaction(s) does not have a receipt:
Cardholder’'s Signature Date
Approving Official’s Signature Date

Figure 12-8 Statement of missing receipt
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B.7. Forwarding
PR package for
Review and PCA
Certification

A printed PCA statement (Figure 12-5) acts as a cover page for all
documents within the PR package. Upon the Buyer’s review and
preparation of PR package, (following PCA verification) the Buyer ensures
file organization and forwards applicable PR package(s) (corresponding to
PCA Statement) to AO for review.

Forward means to hand carry/deliver a physical file. If scanning is required
at this point, a best practice is to scan and upload each file per local P&C
Department guidelines for digital review, if AO is located remotely. The
Buyer contacts their AO directly to obtain further guidance on how to
arrange and deliver files.
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Chapter 13:
Review and Completion

Introduction This chapter discusses the processes of final review and completion of the
PR package.

In This Chapter  This chapter contains the following sections:

Section Title Page
A PR Package Review 13-2
B PR Package Completion 13-6
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Section A: PR Package Review

Al The AO reviews and approves transactions to ensure the transaction is
PR package legal, proper, mission essential, and per P-Card policy.
Review

The AO is at a higher grade level than the Buyer, but if circumstances do
not permit this distinction, the AO can be at an equivalent grade or rank per
reference (a) Head of Contracting Activity (HCA) Simplified Acquisition
Procedures (SAP) Guidebook.

The AO performs the duties described in reference (d) Department of
Homeland Security (DHS) Purchase Card Manual and perform the
following duties:

e Ensure the Buyer verifies their statements and transactions in a timely
manner;

e Reconcile and verify the Buyer’s statements and transactions during
Buyer absence;

e Certify P-Card statements each month using the PCA System;

e Ensure the Buyer has correct approvals and documentation for all
transactions;

e Provide prior approval of purchases;

e Ensure the Buyer has correct approvals, separation of duties, and
documentation for all transactions;

e Resolve any questionable purchases with the Buyer;

e Ensure the Buyer reconciles their statements and transactions in a
timely manner;

e Update and verify Buyer statements and transactions during Buyer
absences;

e Report any suspected cases of fraud and abuse to the FOPC,;
e Assist the Buyer with dispute resolution;

e Validate and certify P-Card statements each month using the PCA
System; and

e Manage the disposal of all PR packages per reference (t) Life Cycle
Management Manual CIM5212.12 (series).

At the end of the billing cycle, the AO completes the PCA certification
process of P-Card statements no later than the COB on the 26th of each
month.
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NOTE:

A.2. PCA
Certification

AOs who are also Buyers must not approve their own transactions.
An AO and a Buyer must not serve as each other’s Buyer and AO,
respectively per reference (a) Head of Contracting Activity (HCA)

Simplified Acquisition Procedures (SAP) Guidebook.

AOs verify the following documents within the PR package to ensure it is
accurate, supported, and meets audit standards:

e PR; required approvals; signed dated, FM approval, amounts match
obligation document, accurate LOA, FY, quarter, shipping separate (as
applicable);

e Supporting documents, required special approvals, and all
correspondence (emails, phone logs);

e DHS Form 1501; prior AO approval (block 33), proper signatures and
that form is completed properly (all applicable sections filed in and
match the PR/obligation documentation;

e Obligation documents; vendor and obligation amount match the PR;

e Receiving and shipping documents (signed/dated with third party
receipt);

e Invoices/billing statements amount and vendor matches obligation
document/PR, packing slips, commercial shipping documents;

e Required signatures (PR and receipting, including unit POC acceptance
for service/construction purchases); and

Dispute forms or statement of missing receipts (as applicable).

The AO certifies a statement, obtains a list of statements not verified,
prints statements, and reviews unaudited items. In addition, the AO
performs all Buyer functions within PCA if the Buyer is unavailable to
verify their statements.

At the end of the billing cycle, the AO completes the PCA certification
process of P-Card statements no later than COB on the 26th of each month.
AOs access PCA via the Approving Official Menu to certify statements,
view statements not verified, print statements, and review unaudited items.
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e £ hip./foratest fincen.uscgmik 7778/ peaqa/ pea_web_menu_soS.startup L= G X || @ approving Official Menu

File Edit View Fovortes Took Help

' ol 31 EL LN ETF Purchase Card Application

[Main Memu] [Approving Official Mem] [Cardholder Mem][PCA Help Desk][Reset Password] [Log Out]

User.
Password expires in ) days

Approving Official Menu

Approving Official Actions

For questions regarding sudit items, refer to the Audit POC List
Send all other questions and problems to the PCA Help Desk
— i —

USCG Home Page

The Coast Guard s an operating admmntstration of the Departm,
Send mad regarding questions or comments about this web site to:
Contact the Accessbility Coordinator for comments and mauiries al

Diisclaimer

ersons with disabdities

Figure 13-1 PCA AO menu

Within PCA, the AO performs the following actions to certify a P-Card

statement:

e Accesses their " Statement Certification" Inbox to retrieve statements

to be certified;

e Selects the applicable CH/Buyer statement;

e Reviews the transactions against the applicable P-Card file; and

e Certifies PCA statement based on review of file.

If there is a discrepancy, the AO returns the PR package to the Buyer
immediately for correction. The Buyer corrects and immediately returns to

the AO for review and certification.
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’:_’ = G X | @ : Stmtement Certification In...

' S elcl S EL [e-He-l 1 1) Purchase Card Applicaﬂon

Main Menu) [Approving Official Menn] [Cardholder Mem|[PCA Help Desk

Statement Certification Inbox

Thiess StEtements have Deen venied Oy e cardhoider 67d are awailing Ceviication
Vign aach stalements dedadl in order io centily & stalemant

ADs - Please review your "Unaudited Hems - Delalls™ screen regulariy and
submit required documentation with a copy of the Cardholder Statemnent.

stmt 0MMilACcount__[ame ]l |

1612 IBUY ALOT Statement Details
1612 IAMSQUARED Statement Details
1612 ABEY MONEY Statement Details
1612 NOLIAOT Statement Detaily

Records 1 fo 4of 4
[Refesh ]

Statement Search =

Figure 13-2 PCA AO statement inbox

Message from webpage |

Credit Card Statement ** for credit card number has

' . been certified successtuny.

Lo |

Figure 13-3 AO certification message

The AO is the first line of defense for audit compliance and reviews
NOTE: | statements regularly to ensure Buyers submitted the required
documentation to complete audit requests.

A.3. Forwarding The AO returns the PR package to the Buyer for file
PR package completion/finalization.
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Section B: PR Package Completion

B.1. Final
Completion

B.2. Filing

File Completion is the final stage of the procurement process. It begins
when the purchase is complete, final payment made, all disputes settled,
and all administrative actions required by reference (a) Head of
Contracting Activity (HCA) Simplified Acquisition Procedures (SAP)
Guidebook and reference (b) Federal Acquisition Regulation (FAR) and
specific agency or P&C Department procedures accomplished.

The Buyer verifies entire PR package and places in order as directed by
P&C Department guidelines.

Closing a purchase consists of verifying:

e Any AO directed corrections were completed;

e PR and supporting documentation are accurate and complete; DHS
Form 1501, Special approval documents, Market Research, Obligation
documents, property accounted for, correspondence, etc.;

e Evidence of third party receipt (supplies or services have been
received);

e Acceptance (the supplies or services were in conformance with the
purchase requirements); and

e Final payment was paid to the vendor, to include any partial shipments.

Upon receiving all items and final certification, close the file per reference
(t) Life Cycle Management Manual CIM5212.12 (series).

Procurement records are required to be retained for 6 years after final
payment (reference (a)). After this period, dispose records per P&C
Department guidelines.

For further guidance, P&C Department personnel refer to the following
links:

FAR:
https://www.acquisition.gov/?q=/browse/far/8

General Records Schedule (GRS):
https://www.archives.gov/records-mgmt/grs.html#page-header
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Appendix A:
Glossary and Acronyms

AAMS Agency Asset Management System
ADA Anti-Deficiency Act

ALC Aviation Logistics Center

ALMIS Auviation Logistics Management Information Systems
AO Approving Official

AOR Area of responsibility

APO Accountable Property Officer

BOA Basic ordering agreement

BPA Blanket purchase agreement
C-CHECK Convenience check

CASREP Casualty report

CBL Commercial bill of lading

CCB Configuration Control Board
CGPART USCG Parts Availability Research Tool
CH Cardholder

CcoO Commanding Officer

COCO Chief of Contracting Office

A-1



COMDTINST

CPOPC

DHS

DLA

DoD

DUNS

EIN

EIT

EPL

FAR

FEDEX

FEDLOG

FEDMALL

FINCEN

FM

FMPS

FMR

FMVRS

FOB

Commandant Instruction

Component Primary Organization Program Coordinator

Department of Homeland Security

Defense Logistics Agency

Department of Defense

Data Universal Numbering System

Employee identification number

Electronic and information technology

Excluded party list

Federal Acquisition Regulation

Federal Express

Federal Logistics Record

Federal Mall (replacing DoD EMALL)

Finance Center

Funds Manager

Financial Management and Procurement Services

Financial Management Regulation

Federal Motor Vehicle Registration System

Free on board
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FOPC

FPI

FSC

FSS

FSSI

FTA

FY

GBL

GFE

GFP

GPC

GPO

GRS

GSA

GSAXcess

GWAC

HAZMAT

HCA

HVAC

Field Organization Program Coordinator

Federal Prison Industries

Federal Supply Class

Federal Supply Schedule

Federal Strategic Sourcing Initiative

Funds Transfer Authorization

Fiscal year

Government bill of lading

Government furnished equipment

Government furnished property

Green procurement compilation

Government Purchasing Office

General records schedule

General Services Administration

GSA Excess Property System

Government-wide acquisition contracts

Hazardous material

Head of Contracting Activity

Heating, ventilation, and air conditioning

A-3



ICD
ICP

ID

IDC

IDIQ

IDV

IGCE

IGE

IS

IT

LOA

MAC

MAS

MCC

MD

MFM
MILSTRIP
MMC

MPM

Interagency Contract Directory

Inventory Control Point

Identification

Indefinite Delivery Contracts

Indefinite Delivery, Indefinite Quantity

Indefinite Delivery Vehicle

Independent Government Cost Estimate

Independent Government Estimate

Information services

Information technology

Line of accounting

Multi-agency contract/multiple award contract

Multi Award Schedule

Merchant category code

Management directive

Motor Fleet Manager

Military Standard Requisitioning and Issue Procedure

Master Medical Catalog

Motor Pool Manager
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MPT

MRE

MSDS

NIB

NESSS

NMC

NSN

OAST

OGA

oIC

OIG

OPFAC

P&C

P-CARD

PALT

PCA

PCTW

PMC

PO

Micro-purchase threshold

Meals, Ready-to-Eat

Material Safety Data Sheet

National Industries for the Blind

Naval and Electronics Supply Support System

Not Mission Capable

National Stock Number

Office of Accessible Systems and Technology

Other Government Agencies

Officer-in-Charge

Office of the Inspector General

Operating Facility Code

Procurement and Contracting

Purchase card

Procurement Action Lead-Time

Purchase Card Application

Purchase Card Transaction Worksheet

Partially mission capable

Purchase order
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POC Point of contact

PPC Pollution Prevention Coordinator

PPE Personal protective equipment

PPMM Personal Property Management Manual
PR Purchase Request

PSC Personal service contract

PSD Personal Services Division

RDD Required Delivery Date

RPSO Regional Property Support Officer
SAM System for Award Management

SAP Simplified Acquisition Procedures
SAT Simplified Acquisition Threshold

SEN Statement of Essential Need

SFCAM Shore Facilities Capital Asset Management
SFLC Surface Forces Logistics Center
SFTool Sustainable Facilities Tool

SIN Special Item Number

SLA Service Level Agreement

SOP Standard Operating Procedure

A-6



SoS
SOW
SPPM
SPA

SPL

SSv

TAS
TCN
TEN

TIN
TISCOM
TQC
UAC
UNICOR
UPS
USCG
USPS

WebFLIS

Source of Supply

Statement of Work

Supply Policy and Procedures Manual

Simplified purchase agreement

Split purchase limit

Strategic Source Contract Vehicles

Treasury Accounting Symbol

Transportation control number

Tax exempt number

Tax identification number

Telecommunications & Information Systems Command

Training Quota Management Center

Unauthorized Commitment

Trade name for Federal Prison Industries (FPI)

United Parcel Service

United States Coast Guard.

United States Postal Service

Web Fleet Logistics Information Service
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Appendix B:

Purchase Request (PR)

Page 1of 1

DEPARTMENT OF HOMELAND SECURITY

ROCUREMENT

ROCESS

EQUEST
APIDLY

FROCUREMENT REGUEST ND.
71 Moo

]

DATE RECENVED

1. NAME, FHONE NUMEER, AND ROUTING 3YMEBCL OF PERI0ON TO CONTACT

3. ORIGINATING OFFICE DATA

4. ADDITIOHAL INFORMATION (Suggasted supply sources, secundy defa, eic )

2. TYPE OF REQUEST [Chack o)
(%) NEW REQUEST
FOR CONTRACT

CHANGE TO
FEMNDING PR MO,

Ext
MODIFICATION TO
CONTRALCT OR
Fhane: ORDER NO.
5. APPROVALS B, CONEISHEE ARD DEETIRATION

APPROVING OFFICIAL ROUTING DATE INTERNAL ROUTING

FYMBOL MITIALE ROUTING

[0 {0} Ich ] TYMBOL

7. DATEZ) REQUIRED
03/13/201&
E. SOVERMMENT FURNIZHED PROPERTY
[ YE2 ® WO
5. DESCRIPTION OF ITEMS OR SERVICES
MEM ESTIMATED COST
';:;- TEM OR SERVICE (Inciuda smﬂ':r:fln'ms i Special SIUCHwE) C‘IIIT :—;l UN”,:SNT A_.::-ﬁlm—
] £0.00
10. ACCOUNTING DATA
SVITEMDATA CHECK APPLICABLE GUARTER
oo @ (ol o - TOTAL 50.00
OsTY APPH . e PEOGEAM cost CRIECT DOCUNENT NUVMBLR: PROJECT ACCOUNTING
pa cone cooe cooe AL ELEMERT CENTER CLASSE ™ee L PR NUMISER BUFnx e
Z1 FOD
FORM DOT F 4200.1.2CG (Rev. 2-24)
PREVIOUS EDITIONS ARE OBSOLETE
Blank PR
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PROCUREMENT REQUERT RO

DEFARTMENT OF HOMELAND SECURITY 21-16-8165X%742 wo 9
DATE FECEIVED
ROCUREMENT EQUEST
ROCESS APIDLY
1. MANE PeiHEF NUASRFE LMD ROUTEBO 3YMBOL OF FEREON TO RET
JOE COASTIE (252} 334 -5482 I— REq'I.'IE.'StDI and TAS munber
1. CRINMATING GFFICE DATA .
TAS 07072016/ 2016/061 07000
I — [ CHANGETD
d ADHTROAAL WF R LTI BBy BOHATCEE. BET U SaTa o FENDING FR D —
ARQOM OFFICE SUPPLIES BoC Name: TINA MARK
R e e e
MILLERAX, CA 940302109 womeooe -+ Vendor info with POC
Prone: =
5. APPROVALS L CONBMIREE AND DESTMATION

HrFROmG e ::‘"" pare ["—|7 L aoie® | usco AIRSTA ELIZARETH CITY

HARGEr 55

. L] Ll Sl-ﬂP' bl
1. Supervimor - P g o a a E
destination, Blizabeth Ciky, NBC 279085004
1AM SUPERVISOR 08/11/2018 D d (252)334-5482
ED arl
1. Funds Manacer : [~ CATEI REQUIRED
FUNDS MANAGFR sesiasamd  PrOperty
mformation 0TfI0f201%
J"r  OOVERRMENT FURNITHED PROFERTY
Supe:rmsorzmdm — & ¥ FFEEE S R B OF
) wes HO .
E.PPIUVE_I L] TR Tha oy Pl 3
— 5. DESCRIFTION OF ITEMS OR SERVICES
TN | EATIMATED COFT
Mo, FTEM O $ERVICE dnciids Speci aea dasean J atv | e
" C] w | e o
1 PROFESSICNAL AIRCRID BACK AND MESH SEAT MIr Part i Er $210.68 £1.909.29
Ko.: 55402
Ko shipping charges.
25601 105300PD/
20130/2674/C1I0J/DRF. TASK 5150
Clear descnption, shippmg
information and cost
10 ACCOUNTING DATA L‘Dﬁg mc]udmg E.PP]jCE.b]E Qﬂ ]
FYRTEMDATA CHEGH APPLICABLE GUARTER
ok = W ¥ ok TOTAL §1,909.28
DRTY| AMPw e | e PRooRas | comr | oy Gy ma—_— L AL
il [<a Coli | CDDR aLie ELEMERT CENTER OLASSE e Lid PR NLUARSES AT
il LE I S1CoPDTER ) OO
Z |5 601 | 105 | a0 T |FD 20130 | 2678 |21 | 16 |W165PDT42 | 000 Ca0d 31,000,208

FORM DOT F 4200.1.2CG (Rev. 2-54)
FREVIOUS EDITIONS ARE OBSOLETE

Completed PR
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Appendix C:
Sample Statement of Work (SOW)

b

Statement of Work

SCOPE:

1.1. Describe the overall scope of the project. {(Example- Contractor shall provide all
supervision, labor, equipment, parts and materials necessarvto...)
GOVERNMENT FACITITIES AND UTILITIES:

2.1. Dezcribe what facilities or utilities that will'will not be available forthe contractor

(electnic/phons. etc)

MATERIATS AND LOCATIONS:

3.1. Descrbe all relevant factors that pertamn to the work site and the storage of wotk
matenals. (delivery/storage of materials, who will approve, and debrnis/cleanup ofsite)

SCHEDULE OF WORE-

4.1. Describe the hours available to the contractor for the completion of work. (workday
hours, whetherwork outside normalhoursis penmissible)

EXISTING CONDITIONS:

3.1. Describe to the contractorthe requirement that they accept the work site asis.

SITE VISIT: (whether a site visit iz apphcable andhst POC info.)

LIABITITY OF CONTRACTOR.:

7.1. “Any damage to govemment property causedby the contractor shallbe repaired or
replaced by the contractor at no cost to the government. The contractor shallnot
disconnect any service without approval from (govenunent POC).

INSPECTION AND ACCEPTANCE: {who will perfonmthe govemment

inspection’acceptance)

LABOR LAWS: (az applicable)Describe anv Labor Laws that apply to this contract. For

any questions please contact Procurement/Contracting.

. SAFETY: {Describe safetyresponsibilities of contractor)

. GOVERNMENT FACITITIES AND REGUILATIONS: (Statement thatthe contractor will

adhere to/obey all base/unit regulations and what areas thev have accessto_.. (job site only))

. CONTRACTING OFFICER'S EEPRESENTATIVE or Unit POC (under micro). List who

will represent the govenument to serve as a liaison for the P&C shop/contractor and sign off

the work/job.

. TECHNICAL REQUIREMENTS:

13.1. GENERAL: Describe the overallscope ofthe project. More detailedreiteration
ofsectionl.l.

Requirement 1: Detailed and specific requirement. {list more as appropriate)
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Appendix D:
SF-182

REQUEST, AUTHORIZATION, AGREEMENT
AND CERTIFICATION OF TRAINING

A Agency, code agency o | B. OFFCE USE DMLY
2 RATIENG TEOE NuTRer
(ErampRe » » tuToTRsT)

W (LIS (%) e

[F——
Carwwiwion

e o
ew s wmen

Section 4 - - TRAINEE INFORMATION

Graduate Schocl USA
600 Maryland Ave, S.W.

T O P mmam s msas

T, APPICATT S N (Las-FIH-MI0ae INT) o 53 | 2 Seclal Secunty Numoer &1 3. Tiate of DiF (vear ang marnn) =
e
KA KA Ji:'n-n.'d R
J| Show mn $¥0

4 Home agdress (Number, Strest, CRy, State, Zp coce) £ Home telsphons | &. Position level {Mask () one cniy)

Arsa Coce | Numnbar lu,”,: —— <. vanager
Same as block 7 HA |HA Des Oa -
7. Organizalon maing a3dress. (Branch-Divison Tce BureawAgency] B. Ofice telephone % Connuous 10 Number o prgr
(CG-REG), U.S. Coast Guard Stop 7418, 2703 - - . Sian serniie ;"‘W"""'
Martin Luther King Jr Ave SE, Washington, DS Area Cooe | Nomear  © Sxensicn veas | weems rredan
20593 202 372 1 ;
11a Posbon fSefuncoon T Nﬁﬂ:“ﬂ" 12 P‘J’!’ lem'gm'sup 13. Type of appoiriment 4. Eoucabon v

e — Permanent MA
Secticn il - - TRAMNG COUREE DATA

TEa arne 3nG TOIng SOOTESY F PR WENON (D, Lheer CEy, Liw P Cooe) 150, LOCATon of TENING S0 (F Jame. man doa) ™~ @

mmline

3 Emmmummwm

ciples of Accounting I:

CEE L T
Bagic Principles

course will enable me toc better perform my job function ae an economist in regards to User FEF_-

7. CIRI0gCouEe NO. 18. Training penod (5 aiges) | o6 [ 15. No. of course hours (4 JigEs) |_ €7 | 20 Training (0086 (S8e nsnamons)
Tear | e | Cay | 3. Durmg oy Cooe oo
» Sme 16 | & 2 L =] 1 & Pupes 1 o8 © Source 11 ]
bCompe |13 a a1 . TOTAL = |1 b Type i 8 4 Speoal Interest HA 1

AGENCY USE ONLY

The United States Ccast Suard pays 5 for tuition
addicional fees.

and fee for . The student is responsible for any

Section C - ESTIMATED COSTH AND BILLING INFORMATION

| Section D — APPROVALS

21, Direct cosls and J0proonationTund chargealie

| 2fa. Immediate Supenisor = Name and e AT cooeTel, No/Exlension

[Example —12-34-5678) ——&

Amount
e T ApprapaatesLed
2 Tumon List accounting =g pate
. BO0KS O matenais line hRera. |
T O [Py 273, SRCONG-Ing SUDENVISr - AR 3nJ T8 | ATE3 COOETEL MO ]
I. M. SUPERVISOR 123-456-7890
4 EerddgeEn |12 -
agilar column) 50.00 0. T gnature (— Date
TOTAL =
22 Indirect cO8S and AppropRason fund chargeabie
Amoant TEa. Trainng OMcer — Hame and [ ATea cooe Tl Mo Enension
Hem Appropriatonng
Dollare Cents MR T. O. 098-765-4321
a Travel
5. P Dleen L Date
= = 1
sechion E — APPROVALICONCURRENCE
dEmerdggEn 13 T30, AUTVONIING OTCer — Name and e Area coneTelL Mo Enension
oliar colurmn) $0.00
TOTAL » I. M. AUTHO 456-789-0123
23 DOCUMmertPUtNase OmeRequISEIon No.
10-12-GOZMER- - - 0. Sgnanre [Aseroved Date
32, B0kt 2000 Symool Dosaprovea
Section F - CERTIFICATION OF TRAINING COMPLETION

303, Certfyng ORicial — Name and T Area co0e Tel Mo Exiension

25. BILLING INSTRUCTION (Fumizh nvolce D)

0O (4108} U.5. Coast Guard Finance center
P.O. Box 4108 - Attention: Team 4B

chesapeake, VA. 23327-4108
FOR PAYMENT INQUIRIES:

1-B00-564-5504 x0 x1




This page intentionally left blank.

D-2



Appendix E:
Statement of Essential Need (SEN)

Statement of Essential Need

I certify that this hazardous material procurement is essential to the nussion of this umt.
and that mummum quantities are being ordered. In addition,

The MSDS for this product 15 currently on file and histed in the hazardous material
inventory (MSDS reference # ). and the personnel are properly tramned in its use
There 15 currently n mnventory,

(qty)

OR

This 15 a new product not currently on file in the Hazardous Materials Inventory,;
the MSDS for the product 15 attached. Personnel will be tramed in proper use.

—

Authorized Requisitioner dare
Approved Dhsapproved

Pollution Prevention Coordinator date

E-1
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Appendix F:
Purchase Card Transaction Worksheet (PCTW),

DHS Form 1501

PURCHASE CARD TRANSACTION WORKSHEET

1. Name of Cardholder: Z Cardholder Telephone Humber:] 3. Cardholder Email Address: 4. Component: 5. Program/Office:
6. Requestor Hame: [T Fequestor Phione Number: | 4. Jate of Request T TFocumen u :

T Ship To Address: TT. Taty: TZ Siate: TI Op Code:
[ T& Vendor Name: Ta Vendor PUC TG, Vendor Phone Number:

—Ven Fess: T8 Tty 19 State: A {p Code:

M. (a) REGUIRED SOURCES for SUPPLIES (b) REGQUIRED SOURCES for SERVICES {c) SPECIAL APPROVALS NEEDED
[ 1. Agency iInveniories [] 5. Whoiesale Supply Sources I:|1. AEILITY CNESourDs America I:I‘- IT Reguezt I:I &. Organizaticnal Clothing
[ 2 Food Suc: DLA Frime Vendar )7 nyz seazorcoaras | [z sasFss [[]2 Frinting [+ osc-awaras

= z::*:‘w“m'"““ T [ 5. Opbiona se Fesem [[]2. cotonai uss Fegers Supply scneawies 1380803 [T amee Fumimre

[ 4. ukicor Supply Schedules [Js. unicos or commercial [Js Loz [J= ome= machine carincasen
|:| E. ABILITY ONE!Bounce America EI g Commercia I:lE. DHE Sfrategic Sourtng Vehicles I:IE Memberships I:l'D Other Le. Comersnce

22 Purchase Log ID:

23. Estimated Order Total: §0.00

25
ftermn Description

Stock Number

7.
Guantity

28,
Unit of lssue|

] 30

L ) .
Unit Price Subtotals

Diate Recaived

000

5 000

5000

5000

$0000

$000

Procurement Request Documentation:

S0

O Fully executed Procurement Riequest indudes: Accounting Data, Printed Typed
Mames & Signatures of FM, AD or Alemate AD, on the PR

DHS Purchase Card Marual, COMDTINST

[ 2. Detailed pstificaton for purchase

MHE200.123H, COMDTINST MeDE1.5

[0 3. Section 508 Compliant, Hazmat, Energy Star and IT Approval.

FAR 23012, FAR 20.20%c)2) & 30.204(2)2).
HSAM 3032 & 3053.103 & COMDTINST N4200.13H

[J4. Treasury Account Symbel (TAS)

HEAM 3032 702-70 and COMDTIMST M4200.13H

B. Required Documnentation:
[1- Doc32 COMDTIMST M4200.13H
Copy of Convenience Check (C-Chedk), C-Checks are only to be wsed
12 32 2 last resort. Copies of C-Checks shal be sent to CFOPC. DS Purchase Card Manual
|:|3. Special Aoprovals COMDTIMST M4200.13H and M7100.3
[[]4. InvoicelSales Receips/Charge Slips DHS P-Card Manual, COMDTIMST M4200.13H
[C]5. Separate inwoice required if shipping charges greater than $100. DHS P-Card Manual, COMDTINST M4200.13H
[t I
[]1. Vendor Responsibilty Determination: The candholder afimms that the SAM FAR 0.103, FAR 41102
Exciuded Parties List was checked prior to purchase and the vendor was
not isted. Date SAM checked:
[Jz2. Quotes or Price / Reasonableness Determination FAR 12.108-3{a), COMDINST M=200.13H
0. Personal Property Management:

1. Property AccountabilityCocedination of Repartable Property

COMDTINST 4500.50

32. PURCHASE CARD HOLDER INFORMATION
[ Print Cardnotder Hame:

Mote: Attach all documents BEFORE si

DHS

Form 1501 (CG Dev. v1_3) August 2015

Page 1 of 2
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Il nig CAncial Marme: FRone Humber: Diate:

TORE:

. FUNDING OFFICIALIFM INFORMATION

[ Printed Name and Title: Frione Mumber

[~ Print Funding ATcial Mame: Fhone Number: Date: BIGHA TORE:
35. ALL THE ABOVE ITEMS HAVE BEEN RECEIVED AND ACCEPTED Third Party- Cannot be the PCH or the AD
[ Printed Hame and Trige: PRone Humber: Date: RECEIVER SIGNATURE-

35. PROPERTY CUSTODIAN INFORMATION (Property

Accountability)
Printed Mame and Tide: Phone Humber: Diate:

=

37. LOCAL USE SIGNATURES (If needed)
[ Printed Mame and [ 10e: Phone Number: Diate:

SIGRATURE:

Purchase Card Worksheet Guidance

Tha follewing guidence shoud be wved I o fie tm Purchase

This provices & scusren ot
al sgporing decufents if

apploabie wws reguisticm. and Jul . Y L e this

cafifal otaien fof audiing puipeses. This worshesl, skong wilh the applicable Secu
submited W penneskirne @hs dis gov ki revies duing Pe Posl Papment Al process Cortacd Josnrm Exnrai [Puchese Card Agercy Pregrem Coordirmien al 202-447-8013 of vie ermi et

wnd Macking p

card reuin o eslaished By

rtiation, ahould be

jeanmm g for ganding the purchass card program
Einidl Cuidarss

1. Cardboikes Mam Hare of the sctusl cardboider making fia purchase

2 Cardtode Tamphona Mumnbar Prore nurber of the carsholder

8. Cardboider Emall Addresa Eruail addics of fia cardhzbder

4. Cofmponnt Compeinl whan he caidhokler works

& ProgamtOfioe Frysecal ocalion whare D oo Shokder wea ks

8 Requasior Neme Mame of peracn ey g the o = cannzt ba the
T. Foaquastsl Phone NMurmisr Fhons nufmbel of pereon fequasting the supgleibeivdon
B Duaie of Reguest Data e regquansiorn subrmis D eguesl

0. Decurmn D Numiar Uirdgue numbar 1o denidy e D by

10 Ship I Address

. gy 12 Swie 13 ZigCods Ao dup e faerdoms ot o be deibeimd of comurred. LU The sddomss

it osochi Wi conaiimed 17 in-aloin purche

14, ‘Wendor Harm:

15 Wandar POG (L

18 Wandsr Phone Murmbsr
17, Wendar Addreis okt

18 Ciy 10 EBwmie 2 T Coda

puichieed ¥ 3 5 a & g @l T Hiv 1
Pficiy] Bl cardtekier will afnotate s wender U L wan actuslly purchases! Trom i [hase biecks by [ning Dreugh e infarraton and wiling in the

i iy Aol b B
e i phced based o

iy indicabe “Gee Aleched Sheel” F Defra afe Bied on enothe document

21. Ruguined Souroid of Susples Line s @ chech b W meke sure yeu an keking ol e sooces in e propen secuenes

T2 Purchiss Lag ID Purchase Log D humbar or the Decument 1D number, Fibe benk sysiem dom netl generste & Pu Log D humbar

T3 Ealiruled Oidai Tolal Calculated fislkd o input required 1 ling oul in excel i wiitten than the unil price times e Susnily.

4. e & Count functn anly scdoe is eguted, erler “Sewm AT il PRC o sl

D tmrn D plice Faquinicr needs Lo give BroUgh IGTTEEoN 1 e BE Sess LN 15 Make AUPS D coriecl Dis BN PUChaes. 00 Can el mors s | ieceasary o you

Cumnity. Hhsmmizer of Rerr Pequsind.

2. Unil of lssue

Lt thee un i esos siated price Bing (E&, BX, PG RO, sie | 300UaE Price List tha prica of e requasisd lem The sum of unll pricing

vl Saim ar

prepogulated by fa card holder. Sigratun eguired. Can te an email F oficel

b e i S ital

31 Dwte Racekvad Tha duls the Berm s aclualy (eceheed

&9 Purehiia Card Holdar Cardhokier sk, ertars date of puichess ed e ectunl et paid

5 Appicving Oficial The cardl hoddmrn eoproding oTkcul (Bud oael up b the bark spstern ] g and Setes PRIGH W e pochase being rase Ty neme rap b

et physically availasie ko aign prior 1o e e

34 Fufding Offcial®M T 14 date of parson sulhodPed fe welcteln funds avaiatally Dete most be PRIOR o the puche
s rurl plryskally rslibie b kg prior 1o the purchie

Beeryy rade Can be et emaeil # ofical

F Bwiro serm cabvnies!

, dule and wgralii o scoeclate This sgnals

E
rraking the purchass

55 Third Parly Recalet Thia igrutise bdcres B i purchised weis recbad by The govarnimanl. Mommally U paron til fgueled e D would agn bdoalng ieceipt of e iequasted
h vt lecalion an el Irom M perecn Reoeiving D Dams cun be ued. Pecing kil Trom e shipimens it “Received By " and he
can ol Be the oard hokder, approvieg offeel of slleinete spprovirg cfioel of Be o oder

a8 Propey Accountabiity Fguired fi all ders Bl feguice

37, Locel Use Signeiure Thase Bocks can b uaed I pul in any Doslly egquied spprcyes
baing irade. B nene ire Megeined i yeur sfice, o cah e them fom the PCTW

eaded. Barme ofions ieguine o inleimel appiovels beaed on tolal cosl, pricd i the puichsse

NOTES:

* OME A-123 regeores that dulkes of approve, perchaser. and recereee be spanie unbess @ separeton of dutkes wahver is on file in CO-013
+ Epecial Rems cerlifications andicr srprovats for these dem costaine decumention regered fer spproval fram CO perscnsel

® Copy of SF-182 reguired for all reining cleseas

= HAD gives email approvel for purchase a copy of an emal indceteg this mus? be sltsched.

spunmtie fo cversghl of specisl lems, ncleded but
el lirribed Bo Sose lsted. Toe POH must ensere the approvel or asthosizations |5 chtaised is writisg on the designeted fors or keSer geioe e makisg the purchase.

DHS Form 1501 (CG Dev. v1.3), August 2015 Page 2 of 2
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PURCHASE CARD TRANSACTION WORKSHEET

1. Mama of Cardholder: 2.Cardholder Telephone Number] 3. Cardholder Email Address 4. Component: 5. ProgramiDifice:
SK2 ). COASTIE 125-456-7890 JOE.COASTIEGRUSCG MIL CGUNIT Pac
6. Fequestor Hama: T Hequesior Phone Humber; | B, Date of Reguest: 4, Document urmber:
BAKE [AM UMDERWAY 038E-7EE-4321 [T g 1 21-16-1524 X X235
10, Ship To Address: 1. Chy: T2, Gtata: 3. Zip Code:
100 SOAST GUARD ROAD SARYTOWR WA 12345
14 Vendor Hame: 15, Vendor PO TE. Vendor Phone
ACME WILEY A55-TA9-1230
| 17 Vendor Address: T8, Cy: 10, Siale: A, Zip Code:
123 DESERT HOLLYWOOD CA 0120

(c) SPECIAL APPROVALS NEEDED
(11 T Request [ 8. Organizafional Cioihing

21. (a) REQUIRED SOURCES for SUPPLIES {b) REQUIRED SOURCES for SERVICES
L] -. Agancy Invenicrias [] & Whaleeale Supply Saurces| [~ 1. ABILITY OME/Source America

LA = Em" 3‘: DLA Frime Verdor 157 7 pHs Bras orcsarss | [z csaFss (]2 Pinting . osc-awards
B 5 s "OParty MOMSNST =] & Opfional Use Federal | [_]3. Opianal Use Fedsral Supply Schedues ] Branding 7] 5, OMice Furnilure
3 - unicor Supply Schedulee 4. UNICOR ar Commercial [+ Loga [ ». omea macsine Cortiizasan
|G 3. ABILITY GHE/Saurce Amearica [ & cammerciai 5. DHS Strslegic Seuring Vehicks 5 wemberships [ 0. Ciher e, Conferanca
22, Purchase Log ID: 32-16-1524300235 23, Estimaled Order Total: § 2 650,00
4. 25, 26, 27, 28, 29. =0. 3.
ltemi Item Description Stock NumBer Cuantity | Unit of 155 0e Unit Price Suktotals Date Recelved
1 SEE PR o EA $ 285000 % 2,650.00
2 $ 000
3 000
4 000
5 50,00
B $0.00
T 5 0.0

Procurement Request Documentation:

[¥]1. Fully sxecuted Frocurement Regquest includes: Accounting Data, Printed/ Typed
Names & Signalires of FM, AQ or Aliernate AD, on the PR DHS P Card M, |, COMDTINGT

MA200.13H, COMDTIMST M4061.5

[f]2. Detailed justification for purchase

FAR 23.302, FAR 39.203:c){2) 8 39.204(e}2),
HSAM 3039 & 3053.103 & COMDTINST M4200.13H

HEAM 3032.702-70 and SOMDTIMST M4200.13H

D 3, Section 508 Compliant, Hazmat, Energy Star and I T Approval,

[¥14. Treasury Accourt Symbal TAS)

R .|
[Z]1. Doz COMDTINST M4200.13H
Copy of Conveniance Check (C-Check), C-Checks ara only be be usad
[J2- a5 a last resort. Caples of C-Checks shall be sent fo CFOPC. DHE Purchass Cand Mamal

[713. Special approvaie ALSE COMDTINST M13520.1C (7-12)

COMDTINST M4200.13H and M7100.3

[{J4. InvaleeiSales ReceiptsiChargs Sips

DHS P-Card Manual, COMDTINGT M4200.13H

[C15. Separate inveice reguired if shipping charges greater than $100.

DHE P-Card Manual, CCMOTINST M4200.13H

C. Determinations:

not listed. Diate SAM chackad: oaoae

mﬂ. Cluates or Price { Reasonableness Determination

[11. Vendor Responsiilty Determination: The cardhalder affirms that the SAM
Excluded Paries List was checked prier to purchase and the vendor was

FAR 9.103, FAR 4.1102

FAR 13.108-3(a), COMDINET M4200.13H

[n} Personal Propertly Maragement:

m1. Property Accountability’Coordination of Repartabde Properdy

COMDTIMST 4500.50

32. PURCHASE CARD HOLDER INFORMATION

DHE Form 1501 (CG Dev. v1.3) August 2015 Page 1of 2
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Note: A%ch all documents BEFORE signing
a [ Purchase Date: Amount Fald: SIGH DA TE:
JOE COASTIE ORI E § 2,650.00 {:Ak k... aeh Ly
pS



33, APPROVING OFFICIAL INFORMATION

nt Approving clal Mame: Number: Data; i, a6y i
SKC DL BDSS 123-456-7BO0 OERNZO15 f.'&,l.kﬁ =5 jhye

34.FUNDING OFFICIALIFM INFORMATION

Print Funding Official Mame: one Number: : z
SEE PR BLOCK 5.4
a8, ALL THE ABOVE ITEMS HAVE BZEN RECEIVED AND ACCEPTED Third Parly- Cannot be the FCH or the AD
ame H Fhone Hunber: Date: RECEIVER SIGNATURE:
Printed Mame and Title: Phone Humber: : ICCEPFTOR SIGHATURE: |

36, PROPERTY CUSTODIAN INFORMATION (Property Accountability)

ame £ Fhone Humnber: Diafe: SIGNATURE:

37, LOCAL USE HIBHATUH.EE {If newded)
ame g |Fhuni Humber: Dafe: SIGRATURE:

Purchase Card Worksheat Guidance
The folowing puidance should ba used & complen (he Furdrase Cand Weorsheel, This workshes| provides & ditaed source P o Iing and racking pucham cad moguremanis as stk by
uému";‘q megulaticns, and guidance, Yeu masi ralain s form and ol supporting dogements N a cential oafion for h-dﬂ:g parposes. This workshee!, slong wih the applicsbls cocumentalion, shoukd s
sibmiliesl [0 jcanreskirne@in dhagoy fof maview dusing e Pest Paymam Audl process. Comact Joanne Shirmer (P Card Aganty Program Coominator) & 202-447-5213 or wia amail at
josanne. skinrenghg.dive.goy Tor queslicns megandng e puschisa sand progam,

Bk Gudance
1, Carchoki Mam: e of tha sctuel candtoldar raking o pordhass.
2, Cardholder Telephone Mumber Phone number of e cardrckeg,
3, Carcholder Emil Addiods: Emadl acdrass ol the carchaolder
4, Comporant Companent whees the candholder works,
£ Progamifica Physical looalion whiss the candholder works
B Hequaslior Mame: Maimen ol paarsan e vras, e cannal b L canchcldarn,
7. Raquasior Phone Mumbar; Phora rumbal of parson reguasting e suoplosisanioas.
& Dale ol Regquest st thas requessicr sbmits fa tequil
9, Docsmani 10 Kumiber ’ Linigua rasmbar i idantity th ironsaction. Delsemined by componant
il S o Address
" Gy 11 S 13 Fip Cote Addness spplosisenioes ane Lo be delmmed or mnsumed. U fm ecdioes whers e goeds as Tl in-ston purchasas.

4. Nerdor HNoma:

5. Verdor PDC: Irformation of Fw wando: Fal Fe fegueiisr gol tha inlial guobs for supplieaisendiozs from. This may or may nel ke e schel vander he flams ans
prchased from based on the Fagued Sources of SuppieGarvcin, IF (e vander changas of e e 1 onlor s plaosd EEod on Mordaliny SHnsie o

18, Merdor Prons Mumber ficineg ihi candhe kiar wil annalalo tha vendor the flems wers acually purchassd om in thess biccks by lining fhreugh Fa irlormaton and wriling in e

17, Warder Addiass i

10, Gy 16 Stalec 20 Zip Coda

. Riquined Bources of Suppliss: Ulse a= o cleck sl o make surs wou ars koking ot resuind sources in B proper Saguenc

22, Prrchuises Leg 10 Purchass Lsg 10 Mumbar or the Documant [0 number, | bank systam deas faol gananaks o Purehasa Log 1D Mumbar,
33 Extimuind Crchar Tosal: C: W] e g acpitid § 057 £l i Gheal { wrilken Shan the Lni price (mes Fe quaniy
24, N # Courk funcsian aoly, B more space i reguined, anlef “Cag Allestmant PR or similar stalomant
35, Ram Dastiplion PRGOS vt 10 [We trough [T aaon In e Bl desirpion [0 Maks suns T Gomes] [ITE s purchsssd, TG0 CAN NLaT moes [ee i iecestry of you
may indical “Sea Atached SHeet” iTilems ane Rilad o ancihar documant,
27. Quanity: Mumber of i meguebal,
8. Uit o basise Lt s unil s alated grice Buing (EA, BX, PG, o0, aie . 30UnE Prics List (he price of tha requested fam. The sum ol unk ricng
shoull e s the sstinaiod ol
31 DaliRlacaied: Tha daks Ihe kem was aclally recaked.
32 Purcnase Cord Holder: Cardtoldersigns, enlos dale of purchass ard e sceal amcunt paid
33 Appeving Officiat T cand hokiians agpprosing official (that is sel up in tha bani system| signs and dates FRICR o e purchass being masds, Typsd nams mag bs
[i: hﬁﬂummlﬂu.sun.wnnmmn-|uquron.cu.nDﬂmmmnuﬂmumwwnhmhﬂnhwwhlulhwm
34 Fundirg OfcialFlE Sigrasiure and date of person suthonzed o walidale furds avalasiity, Dala musl ba PRIOR o i pordnase being made. Can e anoomal if oMol
s el physisally avalabhe o sign prios 1o the purchase.
25, Third Party Recspt: This signaiure indicales e lems purchesed wers moyved by the gevemsant. Mairally (e petse (hat roguosiod the Bams would sign indicating racsipl of hs reguasied

iame I iome wors delveesd o remole eeaticon an smal from the panen recelvicg e lefs con be used Packing lsts from thi shipm ol with “Recsived By and the
pensone pririsd names, date and signstume ix scoepisbie, This sigrabune can fol Ba e card holdes, appecying offiolal, or alamals approving effiolal of the cand Rokder
making fe aachaes,

35 Proparty Accounlabiity Raquired for all kams thal raguin aocounabiity

7. Lo Use Signawr: Troaim Hicka an B waid 16 pul 1 iy Gcaly (WquRas Gppiiaas | noeasd. SomD ofioes requne soma ITiemal approvas based on [owl ool prics 1o he gurthass
baing made I none Gne reguiced bor pour e woi £ Pemos e i i FCTV,

HOTES:

o OMB A-123 requires Sal deties of approver, gerohiser, and receiver be separate unless a separation of dulies wahmr is on file in G913

« Special Hems ceriifications. andior approvats. for thess [ems. raquirad for spp il e GG d responsible fo ight of special Bems, included tet

it Bnitnd 1o thoes listed. The PCH misl ansre S approval of aulseization is obtsined Inowriling on fhe designabed form or lefter prior io making the purchise.
" Copyef SF-1E2 required for all raining classss.

= W A0 greee smail approval for purchass o copy af s amal indicating this mest be afchod.
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Appendix G:
19 Attribute List

Pracess: Homeland
Montlz Security
1 Purchase Card Transaction Checklist ]

DHS Conponent Purchase Card Transaction Review

ple identification SAMPLE
Cardholder ) Nam Resulis of Testing,

Vendor Nare:
Transaction Date; 10 Percent Pass
Trarsaction amount: § 0 Percent Fail
Monthly PPA Test Attributes Guidance il
Cardholder and Approving Official
Does the Supporting Documentati on include (the amount, wendor [Validate that the CH name in Boz 1 of the PCTW matches the CH  JPASS
rame, CH name) reconcile to the card charges? Inarne onall supporting documentation. The attribute passes if the CH
Iname matches onall supparting documentation for the sample.
[Pleace note that the name of the CH is the person making the
rchase and the CH is personally liable(legally responsible) to the
G overnment for each tranzaction made with the purchase card
Did the CH or the Approving Official (A0) provide evidence thatfWalidate that the funds certifying official's name, sigpature, and date [PASS
funds were available prior to the purchase? fare included in B ox 34 of the PCTW and that the funds certifyving
jofficial is someone other than the CH maldng the transaction. The
fttribute passesif supporting documentation includes evidence that
e finds certifying official has certified that fiunds are awailahle for
rchase prior to the trangaction date. Evidence of funds certification|
Imay be documented via email ifthe official is not physically
failable to sipn prior to the fransaction.
Did the assigned ACralternate AO approve the transaction prior  [Walidate that the A0 or altemate AO approved the transaction prior  [PARS
to the purchase? If the transaction was approved by the altemate  fto the purchase as evidenced by their name, signabuwe, and date in
40, please provide docurnentation showing designation of B ox 35 of the PCTW. Theattribute passes if the approval is
alternate A0 to authorize the transaction. documented by the AQ or altemate AQ. Approval may be
documented via email ifthe official is not physically available to sigf
rior to the transaction If altemate AO approval was obtained,
levidence of designation asalternate AQ is required.

=

L)

[Transactional Data
4 |Does the supporting documnentation include aReguisition, alidate that a completed purchase requisition, PCTW, or other [PASS
Purchase Card Transaction Worksheet (FCTW -DHS FORM fwritten request was included as part of the supporting documentation
1501}, or other equivalent documentation?

5 |Does the wendor name on the inwoice/sales receipt match the alidate that the wendor name in Box 14 of the PCTW matches the  JPASE
name on the PPA sample? [fno, prowide an explanation. endor name on the supporting documentation. The attribute passes i
e vendor name matches on the supporting documentation for the
sample.

Droes the transaction amount on the invod cedsal es receipt match alidate that the transaction arnount in B oz 36 of the PCTW matches[PASS
the arnount on the PPA sarple? 1f no, provide an explanation. e transaction amount on all supporting documentation. The attributd
asses if the transaction amount matches onall supporting

documentation for the sample, If the transaction amount does not
jroiatch, provide additional documentation and explanation for the

o

Jdiscrepancy.

7 |Does the transaction description on the invoicessales receipts alidate that the description of the product or service purchasedin  [PASS
rnatch the description om the PCTW, or ofher equival ent B ox 23 of the PCTW toatches the description on the invoice/sale
documentation? eceipi(s). Theatiribute passes ifthe description matches on the

supporting documentation

8 [Is the amount on theinvoice equal or less than the amount on the [Validate that the transaction amount listed in Box 36 of the PCTW  |[PARS
requisition, worlsheet, or other written requirement? If the b s equal to or less than the approved amount in B oz 32 of the
armount on the invoice is greater than the approved amount, pleasqP CTW, requisition, or other wiitten request. The attribute passesif
provide an explanation or additional supporting documentation, e amout stated on the invoicedreceipts is equal to or less than the

frmount approved for purchase

9 |Is the invoice date or payment date priorto the date of shipping? [Walidate that the shipping date listed on the mpporting IRIFS
Ifireroice dateis prior to shipping date, please provide an idocumentation is price to the invoice date and payment date. The
explanation. (Per DHS Marmal, no billing for the merchandise  pitribute passesifthe shipping date is prior to the invoicefttansaction
will ocour before shipping except for training and subscriptions). |date. This attribute may not be applicable to online purchases as
Purchase Date: jonline wendors norrrally regquire paynent priorto the shipment of
Shipping Dats: erchandisefservice. Please providean explanation detailing that thel
Irrroice Date: rchase was rrade onling in these instances

ote: Itisacceptable if one or more (or ally of the dates fall onthe
jsarne day.
10 [Ifthe freight ctarge is greater than $100, was a separate invoice  [Validate that a sepasmte invoice was provided for freight charges IRIZS

issued? If no, provide an explanation? lareater than $100. Theatiritute passes if supporting documentation
for transactions with $100 or more in freight charges includea
fseparate invoice for the freight charges. Thisattribute isnot
bapplicable for transactionsipurchases with less than $100 in freight
charges

1 |Did the CH provide evidence an independent third-party receiver [Validate that anindependent third-party recelveris listed in Box 37 [PASE
(other than the CH or the AOQ) signed for the merchandise or jof the FCTW and is not the CH or the AQ. The attribute passesif
service? Ifnot, was adequate documentation provided regarding  Jsupporting docwmentation includes evidencean independent third-
Wity a third party didnot sign for goods, etc? arty receiver certified that all items purchased were received by the
loveriurEnt or an adeguate justification grovided

G-1




12 |Is there evidence the CH found unsuthorized charges (excludi I ized charges were identified, validate that the CH/AQ N/A
sales tt!x)‘° If yes, p(owde e\'nlcnce of CH/AQ disputing the [initiated the dispute process within %0 days. The attribute passes if th
, or pthorized charge was not dispute process was initiated within 90 days, as evidenced by
dispul:d‘.’ supporting documentation.
The attribute fails if the transaction is an unauthorized charge and wad
ot identified by the CHIAD o if the CH/AD did not initiate the
[ dispute process within 90 days.
The attribute is not applicable if the on is an suthorized
charge and review and approval by the Afris evidenced.
JAdditional Atiributes Required as Applicable
13 [For transastions where sales tax was eharged, was o ereditor  [Validate Gistsupport Ttation exists evideneing thata [N
refund requested or received? (ot Applicable if no sale tax was |refund was requested for any sales tax charged. The annbute passes i
charged). sales tax was charged and the supporting documentation shows a
credit or a refumd was issuedireceived by the government ar the
cardholder attempted to receive a eredit. The attribuste is not
applicable if no sales tax was charged.

14 |For any property purchased, did the CH or AD provide =\'\d=nce Validate that a pmperty custodian s isted i Dox 38 of the PCTW  [PASS
of aceountability in accordance with the Federal Acquisi for propert The attribaste passes if the supporting
Regulation (FAE) and internal DHS Asset M: and o ion includes evidence that the property custodian was
Inventory Standards? If no, provide an explanation, notified of the purchase.

13 |Far transactions over 33,000, did the CH provide a leﬁcnug Vaﬁdm! ﬂ:al authority fu. P over ST000 iz evid, d by |
Officer warant, an Ordering Official certificate, or supp '3 The attribute passes if the supporting
dacumentation showing approval for an inerease the micro- dnmmmuon includes a copy of the Comﬂﬂmg Officer warrant, 8
purchase limit? [copy of the existing contract that the transaction is being paid against,

or approval for an increase in the single purchase limit by the CPOPC]
and the Head of the Contracting Activity (HCA) or histher designee.
Single-purchase limits may not be permancntly increased to exeeed
53,000 unless authorized and d d by Hend C: ing
Authority or designes.

16 |IF the purchase is potentially inapproprate for g wse, v Validate thal justification for a purchase hal may appear to be | B3

there & d g justi Beation for. the purshase? prropriate for G use is included in the supporting
documentation. The attribute iz anly applizable to purchases that
appear to be inappropriate for govermment use (For example:
cx\pclmw artwork, iPadz). The attributes pazses if potentially
priate charges are made and d ion is provided to
cx\plnm the need for the purchase.
17 [Is Gasre svideans of o polenhial sphit purshase? I yes, please Validate that a sphit purchase was not made, The altibule passes il [N/A
provide an explanation the supporting documentation does nat show evidenes of the CH
circumventing the single purchuse limit by splitting the purchase,
Patential eplit pwelnses oecur when a CH makes twa or more
on purchased to avoid ng the single
purchaze limit of $3 000,
1% tified ns foreed transaetions (i.e. Validate that transaeti ons made aguinst a blacked or unllowable MA
ked/unal bl | (.akgory Codes lMLL Nenthe [MCC was nppmwd by the OPC. The attribute passes if the

PPA sumple listing, is there supp of om shows evidence of averride and approval

sppropriate approval for ovemde? by, the OPC or higher offl clal 1o the hiscarchy,

CG[ls the requestor and cardholder the same? IF 30, 15 there a Very Tt imstances trat do no allow Tor separation of duies [Pass

19 Jjustification in the fils as to why the separation of dutics was not [between the cardhold. L 2% dated on the PCTW, 15
possble? documented with :Jn:hﬁcalwn
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