SMARTPAY PURCHASE CARD PROGRAM
“FREQUENTLY ASKED QUESTIONS”
June 18, 2004 

1. Can I use my Purchase Card to place orders for other agencies?   The Purchase Card may be used at post in support of the ICASS program or other specific agency needs.  However, posts must ensure that the proper internal controls are in place for the tracking and reimbursement of the funds.  Please note that most other agencies have their own Purchase Card programs and routinely issue Purchase Cards to their employees.

2. Can American PSCs, PITS and WAEs be cardholders?  Can FSN PSAs be Cardholders?  Employees on direct-hire appointments and PSA (Personal Services Agreements), including those in Temporary (TEMPS) appointments (formally known as “PITS”) and under WAE agreements (While Actually Employed) may be Cardholders.  Contractors and individuals under Personal Services Contracts (PSCs) are not eligible to be Cardholders.  All AF Bureau FSNs must obtain AF Bureau approval prior to being issued a card.  

3.   What are the single and monthly purchasing limits with the Purchase Card? 

The standard single purchase limit for DOS Cardholders is $2,500 per transaction with a monthly limit of $50,000.  Program Coordinators may establish lower spending limits when necessary for individual Cardholders.  Under certain circumstances, the Program Coordinator may request a higher single or monthly purchase limit for a Cardholder (See A/OPE Tool Kit Request for Threshold Increases).  Program Coordinators should contact their regional Key Program Administrator in A/LM/PMP or A/OPE for information.  

4. What type of training is required for a standard threshold up to  $2,500? Approving Officials and Cardholders are required to take Purchase Card basic and refresher training.  Refresher training is also required every two years.   Training options include:  A/OPE’s On-Line Purchase Card Training Program and Test and Purchase Card workshops offered by the Department or through a reputable training institution.  Proof of successful completion of training must be provided to your Regional Key Program Administrator (KPA).  

5. What can be purchased with the Purchase Card?  The Purchase Card can be used to purchase many items used daily such as: office supplies, personal computers, subscriptions, mail transportation services, printing, repair, maintenance or purchase of vehicle or spare parts (the latter applies to overseas only).  You can use it for purchases in stores, over the Internet and by mail order. 

6. What cannot be purchased with the Purchase Card?  The Purchase Card cannot be used to rent or lease autos, land or buildings, cash advances, travel expenses, catering and restaurants, telephone services (except cell phones), construction, hazardous materials. 

7. Do I need to have a fund cite established prior to making a purchase? (including a transportation fund cite)?  Yes, you must have funding authorized before the order is placed.  The Purchase Card does not provide a blanket authorization of appropriated funds.  The Purchase Card is a tool to enable you to obtain goods and services under $2,500 in a more faster and efficient manner.    If the price of the commodity does not include shipping and handling than a separate fund cite is required.  However, if the price quoted includes shipping and handling a separate fund cite is not necessary.
8. Must I obtain funding for each individual order or can I obtain a bulk funding obligation?  Bulk funding is the preferred method of funding Purchase Card purchases.  It simplifies the purchasing process and alleviates the need to seek funding from the bureau or post financial office for each individual purchase.  With bulk funding, Cardholders must work closely with the finance office to track funding and provide copies of buying logs for finance office records.  The logs can be used to justify future requests for additional funding.  
9. Can I use the Purchase Card to pay for air or sea freight?  Yes, when commodity sizes exceed US Parcel Post dimensions of 70 pounds and 108 inches in length and girth combined above, the Purchase Card can be used to pay for shipping cost. 
10. How do we make changes to account information or in the players when individuals depart/arrive at a Bureau or Post?  Can a Cardholder continue to use his/her card after departure from a Bureau or Post?  When there are any changes to your account information including changes to individual participants, you will need to notify your regional Key Program Administrator in A/LM/PMP.  For example, if your card arrives with an incorrect or misspelled name, your KPA can assist you in correcting this information.  Additionally, when a Cardholder departs a Bureau or Post, he or she must complete a Citibank maintenance form to cancel the card.  Your KPA will provide you with the appropriate form to update your Bureau or Post’s program.  The completed form must be sent to your KPA.  The KPA will send the completed form to Citibank on the Bureau or Post’s behalf to make any changes to account information.  Only the Cardholder whose name appears on the card is authorized to use that card.

11. How can I get my local vendors to accept the Purchase Card?    Should a Cardholder identify a merchant who he or she has a requirement to use, but one which does not accept credit card for payment, the Cardholder can contact Citibank and forward the merchant information to Citibank’s Merchant Acceptance Program Specialists.  The number for Citibank’s Merchant Acceptance Program is 1-888-474-0317.   Overseas Cardholders may call Citibank collect. 

12. What documents must accompany my Purchase Card purchases?  Examples of supporting documentation for your purchase should include: buying log, authorization and approved funding request, sales drafts from the vendor, notes of telephone conversations with the vendor; verification that the order was placed with the vendor, and instructions were given regarding shipment. You don’t need to continue to create receiving reports, but deliveries should be made to the Cardholder or Receiving Officer for inspection before forwarding to the recipient office.

13. Can purchases be made in USD for local purchases?  Yes, obligations for local purchases can be made in the local currency.  Cardholders must work closely with their accounting technician to change obligations as necessary or hold bulk obligations in each currency.
14. What kind of record keeping is required for the Purchase Card program? 

The Cardholder is required to maintain a monthly buying log documenting information related to each purchase such as item description, vendor name, date ordered and received, dollar amount of goods and funding information.  The buying log is an internal control mechanism. The Approving Official should use the buying log to review and approve the Cardholder’s monthly Statement of Account with the Cardholder’s supporting documentation.  

15. Will delinquent payments by post impact my personal credit record?  The credit rating and payment history of the post will not be reflected on your personal credit history.

16. Is the Bureau or Post charged a user fee?  Bureaus and Posts are not assessed user fees.  They do pay interest/penalty or Prompt Payment Act interest when they get behind with their payments.

17. What can the Post do to reduce the chances of falling behind on its payments?  Posts are not authorized to make a bulk advance payment to Citibank.  However, FMO’s are instructed by RM to make immediate payment upon receipt of the Citibank monthly invoice.  The reconciliation of the Cardholder monthly Statement of Account is performed independently from the FMO payment of the monthly invoice.  The payment of the post monthly invoice should not be delayed pending reconciliation of the Cardholder Statements.

The Accounting Section in the FMO office will review the obligated fiscal data (individual or bulk funded) against the reconciled fiscal data and make any adjustments by Journal Voucher.  If necessary, adjustments can be made to the invoice in the following months.  After the Cardholder has reconciled the statement it is then attached to the paid voucher.

To speed the payment process, payments are required to be made by Electronic Funds Transfer (EFT).  The post must set up a Debtor/Creditor File, which includes the name and address of Citibank (Citibank, Government Card Service, P.O. Box 6575, The Lakes, NV 88901-66775); Bank Routing/ABA number:  (091409571); Tax Payer ID Number: (460358360); and the Pay to Account Number:  (This number is on the invoice Account Number box 4486-7950-0001-xxxx.  The “xxxx”s are 4 numbers specific to that post only i.e. post code).

18. What if the goods I order with the Purchase Card are not received or are damaged when they arrive? You should contact the vendor immediately.  If the vendor does not timely rectify the order, you must file a Citibank dispute form within 60 days from the date the charge appeared on the Cardholder monthly Statement of Account.  Upon receipt of a Dispute form from the Cardholder, Citibank will issue a temporary credit.  It is important to note that a Cardholder will waive his/her dispute rights if a Dispute form is not received by Citibank within 60 days from the date the charge first appeared on the monthly Statement.

19. What forms do we need to complete to participate in the Purchase Card program?  Who can provide assistance? What are the individual participant responsibilities?  Your regional Key Program Administrator is your day-to-day point of contact and your liaison with Citibank.  They are there to assist with any problems or concerns or make changes to account information.  They can also provide you with copies of any of the Citibank forms or provide information related to the Department’s Purchase Card training programs.  The regional KPAs  in A/LM/PMP are:  

Domestic Operations:  


- Phone:  703 875-6008
Overseas Operations:

KPA for AF, NEA, SA:  


- Phone:  703 875-6024
KPA for WHA & EAP: 


- Phone:  703 875-5240
KPA for EUR:



- Phone:  703 875-6309


KPA FAX - All regions:


- FAX:  703 875-4427
*PROGRAM COORDINATOR
Responsible for overall management of the program at the Post.  Designates authority to Approving Officials, establishes internal controls and performs an Annual Review.

DOS APPLICATION FORM







CITIBANK PC SETUP/UPDATE FORM







DELEGATION MEMO – only need page 2 signed

**APPROVING OFFICIAL
Reviews and approves Cardholder purchases and monthly statements within 3 business days, ensures funding is available for all purchases, assists Cardholder in resolving disputes. 

DOS APPLICATION FORM







CITIBANK AO SET UP/UPDATE FORM







DELEGATION MEMO  – only need page 2 signed

*BILLING OFFICIAL

CITIBANK BILLING FORM

**CARDHOLDER
Responsible for keeping the card in a secure location, placing orders for official use, not splitting requirements, utilizing the Far Part 8 Sources for Supplies and Services, maintaining buying log and supporting documentation, reconciling monthly statement within 5 business days. 

DOS APPLICATION FORM







CITIBANK CARDHOLDER SET UP FORM







DELEGATION MEMO– only need page 2 signed

*    THE PROGRAM COORDINATOR CAN NOT BE A BILLING OFFICIAL.   ** A CARDHOLDER CAN NOT BE THEIR OWN APPROVING OFFICIAL.  FSNS ARE AUTHORIZED TO BE CARDHOLDERS.  HOWEVER, AFRICAN POSTS MUST OBTAIN APPROVAL FROM AF BUREAU FOR FSN CARDHOLDERS.

20. Do Purchase Card purchases qualify for sales tax exemption?   Overseas posts are exempt from US sales tax for orders shipped to APO addresses or overseas.   Since most posts are also exempt from overseas sales taxes for official procurements, the Cardholder should attempt to gain exemption at time of sale with an exemption letter or agreement, or contact their FMO on how to reclaim sizable locally paid taxes.

21. Who do I contact if I have a problem using my card? You should first contact Citibank Customer Service.  A toll free 800 number is listed on your card and statement.  If your problem is still not resolved, contact your KPA for assistance.

22.  Were can I find additional information about the Purchase Card program such as the training programs, Purchase Card Annual Review process, policies, etc?  Visit A/OPE’s web site at:

Intranet:  http://aope.a.state.gov
Internet:  http://www.statebuy.gov
The website also contains the On-Line Training Guide and Test and the Citibank Setup, Maintenance and Dispute forms along with instructions.
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