

Use of Governmentwide Commercial Purchase Card 
Above the Micro-Purchase Threshold as a Payment Mechanism 

1. Policy:

The Governmentwide Commercial Purchase Card (purchase card) may be used as an ordering and payment mechanism for acquisitions at or below the Micro-Purchase Threshold (MPT).   

For acquisitions valued above the MPT, the purchase card may only be used as a payment mechanism against an existing signed award in accordance with FAR 13.301 (c).  The existing award may be in the form of a Purchase Order, BPA Order/Call, Task Order, Delivery Order or Contract (etc.).   In order to use the purchase card over the MPT, the cardholder must have been issued an SF-1402 Certificate of Appointment (Warrant).

However, if the award can be created in NBS PRISM or via iProcurement External Requisition-Training Module and paid via normal invoicing procedures through the Office of Financial Management (OFM), the award shall be issued and paid this way rather than using the purchase card as a payment mechanism.  Additionally, awards shall be issued in NBS PRISM and not paid using the purchase card in the following situations:

1. Acquisition of services subject to Service Contract Labor Standards (formerly Service Contract Act) between $2,500 and $3,500* (see definitions); or  
2. Vendors participating in NIH’s Electronic Invoicing Program (formerly known as eVIP).

Staff performing duties as Contracting Officers, Purchasing Agents, and Contract Specialists including Purchase Card Holders and/or Card Approving Officials (CAO), regardless of their GS Series, shall follow all laws, regulations, policies, and procedures applicable to the requirement and commensurate with the estimated dollar value of the procurement including staying within limitations stated on the SF-1402 Certificate of Appointment (Warrant). 

Acquisition of construction, alteration or repair, including, but not limited to, painting, carpeting and window treatments for any dollar amount, may only be conducted by authority of the Office of Research Facilities. 

2. Acquisition Tools and Resources:

A collection of tools and resources to facilitate the acquisition process for the delegated community, including a sample Procedures and Award File Documentation Checklist, quotation abstract, award forms, and provisions & clauses can be found on the Acquisition Services & Review Branch website.  The acquisition file must be properly documented using the recommended checklist or similar document containing all of the elements of the Procedures and Award File Documentation Checklist. 

NBS navigation guidance can be found at this link: NBS Desk Manual: Purchase Card Navigation 

3. System for Award Management:

All vendors must be active and current in the System for Award Management (SAM) prior to awarding any contract, purchase order, task order, delivery order or BPA order/call; and payments may not be issued to contractors until after SAM is checked to verify the contractor is not in debt to the government.

Foreign awards shall be made in accordance with FAR Part 25-Foreign Acquisition.  Exemptions for SAM registration for foreign entities shall be in compliance with FAR Subpart 4.11-System for Award Management. 

4. NBS iProcurement Technical Solution for use of Purchase Card as Payment Mechanism Above the MPT:

NBS has created an interim technical solution inside NBS iProcurement Purchase Card Module for occasions when the purchase card is used as a payment mechanism above the MPT.  This solution facilitates the award and DCIS/FPDS-NG reporting process (see DCIS/FPDS-NG at No. 6, below).  When a purchase card holder creates a log in the NBS iProcurement Purchase Card Module with a value that is above $3,500*, a unique Procurement Instrument Identifier (PIID) is generated and made available on the Reconciliation Function screen.  This PIID will later be used to create an award document, report the award to DCIS/FPDS-NG, and ultimately issue a payment to the contractor.  

This technical solution will report all actions through DCIS/FPDS-NG as “Purchase Order”.  Regardless of how the award is reported, the acquisition process and acquisition file documentation must reflect the proper process followed and the acquisition file must be properly documented, i.e. contract, purchase order, task order, delivery order, or BPA order/call (etc.).

5. Award Document Generation (Purchase Order, BPA Order/Call, Task Order, Delivery Order or Contract):

After following an acquisition process and procedure appropriate to the requirement, an award document must be generated. Due to NBS system constraints, award documents cannot be automatically generated in the NBS iProcurement Purchase Card Module.   All award documents against which the purchase card will be used to make payments must be manually generated (manually typed using a blank PDF or other software package) using the OF-347 Order for Supplies or Services,  SF-1449 Solicitation /Contract/Order for Commercial Items or other appropriate forms e.g. SF-182 Authorization, Agreement and Certification of Training.   Guidance in completing the OF-347 is attached to this policy document at Attachment 1. 

· The PIID generated from the NBS iProcurement Purchase Card Module and made available on the Reconciliation Function screen must be referenced on the award form in the appropriate block. For the OF-347 this is block #3; for the SF-1449  this is block #4; for the SF-182 this is Section C, Block #4.

· For BPA orders/calls and task or delivery orders against established contracts e.g. GSA Federal Supply Schedules, or IDIQs, the Reference PIID of the parent or base contract or BPA setup shall be included on the award document.  For the OF-347 and the SF-1449, the reference PIID is entered into Block #2.

· Awards shall incorporate all applicable FAR, HHSAR and local NIH clauses and terms and conditions appropriate to the requirement, including but not limited to:

1. FAR clause 52.232-36 Payment by Third Party; and
2. Payment by Purchase Card Invoicing Instructions

· Purchase card account numbers shall not be typed or written on the award document.  

· Prompt payment discounts should be negotiated to achieve greater savings (see No. 8, Payments, below). 

· Awards should be issued FOB Destination whenever practical and quotations, offers and prices shall always be evaluated inclusive of shipping costs (FAR 13.106-2(a) (1) (ii)).

· The Award Date (Award/Effective Date, SF-1449 Block #3; or Date of Order, OF-347 Block #1) is the “Log Creation Date”.

· Vendor supplied contracts or terms and conditions do not represent the interests of the Government and should not be summarily signed, or incorporated into a Government-issued award as they often contain unallowable terms and conditions.  Only Government-issued award documents including, provisions, clauses, terms and conditions, and Statements of Work (etc.) will constitute the agreement between the government and a contractor (see Procedures and Award File Documentation Checklist at No. 14 Award Generation, Clauses, Statements or Attachments paragraph (b)).

· To ensure segregation of duties, the written award document must be executed (signed) by the purchase card holder’s Card Approving Official (CAO) who must also hold a valid SF-1402 Certificate of Appointment – Contracting Officers Warrant with proper authority. In rare instances, should the card holder’s CAO be on extended leave, a Contracting Officer with appropriate authority may sign the award document.

· The award document shall be properly annotated to direct the contractor to submit invoices to the purchase card holder by annotating Block #21 on the OF-347, or Block #18a on the SF-1449 with the cardholder’s name, mailing address and/or email address, if appropriate.  

· When processing an award in GSAAdvantage the delivery order generated from GSAAdvantage shall be printed and maintained in the award file (also see reporting GSAAdvantage orders in DCIS/FPDS-NG, below).  

· The award document, including all related contract documents (e.g. Statement of Work) and incorporated terms & conditions and clauses, shall, at a minimum, be distributed as follows: 

1. Issued to the contractor;
2. Included in the award file; and
3. Distributed to the government official responsible for receipt, inspection and acceptance.  

6. Departmental Contracts Information System  / Federal Procurement Data System-Next Generation  (DCIS/FPDS-NG):

Under the NBS technical solution, the PIID is generated when a line item exceeds $3,500* and made available 
on the Reconciliation Function screen. This PIID will be the basis of the DCIS/FPDS-NG report.  The NBS iProcurement Purchase Card Module has been linked to DCIS/FPDS-NG to permit direct reporting into DCIS/FPDS-NG. 

· All awards issued with a value above the MPT (See Definitions at No. 10 below) must be reported in DCIS/FPDS-NG per FAR 4.6.

· DCIS/FPDS-NG reports shall be completed at the time the award document is issued and signed. 

· The iProcurement Purchase Card Log “Description” field will populate DCIS/FPDS-NG and will be made available to the public.  The description field must accurately reflect what is being acquired. 

· When reporting an award from GSAAdvantage, the PIID reported to DCIS/FPDS-NG shall be that generated from the NBS iProcurement Purchase Card Reconciliation Function screen (ending in PC).  

7. Award File: 

All awards shall be supported by a properly documented award file. 

FAR 4.801 General
[bookmark: wp1108951](a) The head of each office performing contracting, contract administration, or paying functions shall establish files containing the records of all contractual actions.
[bookmark: wp1108952](b) The documentation in the files (see 4.803) shall be sufficient to constitute a complete history of the transaction 
for the purpose of—
[bookmark: wp1108953](1) Providing a complete background as a basis for informed decisions at each step in the acquisition process;
[bookmark: wp1108954](2) Supporting actions taken;
[bookmark: wp1108955](3) Providing information for reviews and investigations; and
[bookmark: wp1108956](4) Furnishing essential facts in the event of litigation or congressional inquiries

All documentation related to the award shall be maintained as part of the official award/contract file.  The official contract file shall be contained within a file folder or other approved file format and be labeled with the award number/PIID.  At a minimum, the award file shall include:

1. Approved purchase request with a verifiable certification of funds availability 
2. Detailed purchase description or (if applicable) Statement of Work 
3. Documentation of the award process that was followed—appropriate to the requirement
4. Evaluation criteria
5. Solicitation e.g. SF-18 Request for Quotation and fully documented Quotation Abstract
6. Posting notice (if applicable) properly annotated with date of posting and removal
7. Quote(s), evidence of competition or (if applicable) a valid Sole Source Justification 
8. Wage Determination (if applicable) for Service Contracts exceeding $2,500
9. HHS 653-Small Business Review Form (as appropriate)
10. Signed award document (e.g. OF 347 or SF 1449) including Reference PIID (if applicable) 
11. Terms and conditions / provisions and clauses incorporated into the award
12. Finalized DCIS/FPDS-NG   report
13. Receiving Report executed by federal employee and including all elements of 32.905 (c) 
14. Original invoice from the contractor properly received and date stamped
15. Evidence of final payment
16. Any other applicable documentation (e.g. correspondence, clearances, IC specific forms)

8. Payments:

Using the purchase card to make payments against an award above the MPT requires the cardholder and CAO to accept responsibility for payment—which is normally the responsibility of the Office of Financial Management, Commercial Accounts (Accounts Payable).  Interest payments required by the Prompt Payment Act do not apply to the use of the purchase card to make payments against an award per FAR 52.232-36 (c). 
 
· Invoice payments may not be issued in advance of 1) the award of a contract and 2) in advance of receipt, inspection and acceptance of goods or services per FAR 32.202-1 (b) (2).

· For invoice payments, the payment due date is typically the latter of the following two events: 1) the 30th day after the designated card holder receives a proper invoice from the contractor; and 2) the 30th day after Government acceptance of supplies delivered or services performed.  Invoice payments shall not be issued to the contractor earlier than 7 days prior to the payment due date (per FAR 32.906 (a)) nor later than 30 days after receipt of a valid invoice and acceptance by a government official of the goods or services.   Except, in accordance with OMB Memoranda M-11-32, M-12-16, M-13-15, and M-14-10, the current payment due date for invoice payments to small business contractors and prime contractors with small business sub-contractors is Net 15 Days.

· When placing orders through GSAAdvantage the purchase card information is passed to the contractor along with the order and the card is charged when the products are shipped.

· When placing orders through other websites, the card may be charged when the order is placed.  In this case, the card holder must remain vigilant to ensure the products or services have been delivered and accepted by a government official before reconciliation of the subject monthly statement. 
 
9. Administration, Closeout and Archive: 

The contract file should be administratively closed after all administrative activities have been accomplished, releases executed, and final payment has been made. A contract file shall not be closed if the contract is in litigation or under appeal or if all termination actions have not been completed. 

· Once the contractor has rendered all services and/or delivered all goods, and the government has accepted all deliverables and issued a final payment the contract file can be closed and archived in accordance with the appropriate records management policies (see below). 

· Should there be residual funds remaining on the award after final payment:

1. A deobligating modification must be issued in accordance with FAR 43 Contract Modifications using form SF-30 Amendment of Solicitation /Modification of Contract; and 
2. The NBS iProcurement Purchase Card Log must be modified to deobligate the residual funds. 

Whenever possible, these administrative actions shall be completed in the fiscal year of the period of funds availability so that any residual funds may be repurposed.  

· Award files must be retained in accordance with archive requirement of FAR 4.805 Storage, handling, and disposal of contract files.  All awards files must be maintained for a period of 6 years after final payment.  

10. Definitions: 

“Micro-purchase” generally means an acquisition of supplies or services using simplified acquisition procedures, the aggregate amount of which does not exceed the micro-purchase threshold. “Micro-purchase base threshold” means $3,500, except it means-

$2,000 for acquisitions of construction, rehabilitation, alteration, conversion, extension, repair, or improvement of buildings, highways, or other real property which are subject to Wage Rate Requirements (formerly Davis Bacon)., (FAR 22.4);

$2,500 for acquisitions of services subject to Service Contract Labor Standards (formerly Service Contract Act) (FAR 22.10), 

*Note: on October 1, 2015, the Micro-Purchase base threshold changed from $3,000 to $3,500. 

“Service contract” means a 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 may be either a nonpersonal or personal contract.    It can also cover services performed by either professional or nonprofessional personnel whether on an individual or organizational basis.  Note: Most NIH ICs do not have authority to award personal services contracts.

“Contracting Officer” means an individual who holds and maintains 1) a valid acquisition certification (Federal Acquisition Certification - Contracting Level I (FAC-C I) or greater; or, until September 30, 2016, a grandfathered Simplified Acquisition Certification (SAC)); and 2) holds a current SF-1402 Certificate of Appointment – Contracting Officers Warrant.   

“Warranted Cardholder” is a warranted contracting officer who also holds a purchase card with a Single Purchase Limit (SPL) above the Micro-Purchase Threshold. These warranted individuals may use the purchase card to make payments against established contracts in amounts above the MPT.  

“Warranted Card Approving Official” is a warranted contracting officer who also has responsibility for reviewing and approving the work of a Warranted Cardholder. These warranted individuals may use their Delegation of Acquisition Authority, their Contracting Officers Warrant, to execute (sign) award documents over the MPT (within the limitation of their warrant) which will eventually be paid by a Warranted Cardholder for which they are responsible. 

“Segregation of Duties” is a system of management controls to separate specific functions and roles among different individuals.  Functions controlling the movement of funds (in bold below) and the roles of the Purchase Card Holder and Card Approving Official (CAO) must be conducted by different individuals.   

1. Funds Certification Officer – Budget or administrative staff who certify funds availability  (Commitment)
2. Purchase Card Holder  – Conducts acquisition by following appropriate procedures 
3. Card Approving Official (CAO) -- Warranted Card Approving Official executes (signs) contract (Obligation) 
4. Receiving Official – Federal employee, who inspects, accepts and executes the Receiving Report  (Expense)
5. Purchase Card Holder– After review of relevant documents (contract, receiving report and invoice) issues payment to contractor (Disburse)

For example: 
The Purchase Card Holder who is Disbursing Funds cannot also be the Funds Certification Officer (Commitment) and/or the Warranted Contracting Officer (Obligation) and/or the Receiving Official (Expense) or the Card Approving Official. 

The Card Approving Official who is signing the contract (Obligation) cannot also be the Funds Certification Officer (Commitment) and/or the Receiving Official (Expense) and/or the Purchase Card Holder who is Disbursing funds.

11. Ideal Chain of Events: 

1) Requirement (the Government’s need) is identified. 
2) Purchase request for the requirement is created and approved based on programmatic need.
3) Purchase request is funded and approved by Funds Certifying Official (Commitment).
4) Acquisition is conducted using policy and procedures appropriate to the requirement. 
5) Prior to award, SAM is checked to confirm the vendor is active and current in SAM.
6) Log is created in iProcurement Purchase Card Module and a PIID is generated.
7) Award document manually created using PIID with the ‘log creation date’ matching the date of award.
8) Appropriate clauses and terms and conditions incorporated into award.
9) Award is reported in DCIS/FPDS-NG  .
10) Award document is executed (signed) by a Warranted Contracting Officer (Obligation).
11) Award document including all clauses and terms and conditions, is issued to the contractor.
12) Award document is distributed to the individual responsible for receipt, inspection and acceptance.  
13) The product or service is received, inspected and accepted (Expenditure) – Receiving Report issued.
14) Invoice received from contractor and reviewed for compliance with contract and Receiving Report.
15) Prior to payment, SAM is checked (again) to confirm the contractor is not in debt to the Government/ subject to the Treasure Offset Program. 
16) According to payment schedule, the cardholder contacts contractor to provide purchase card account information (Dispersal).  

12. Points of Contact

For questions related to purchase card usage, please contact the NIH Purchase Card Help Desk at the email address below:

	Email:  		creditcard@od.nih.gov

[bookmark: _GoBack]For questions regarding simplified acquisition policies, procedures or requirements, please contact the Acquisition Services & Review Branch at the below email address:

Email: 		SimplifiedAcquisitionHelp@od.nih.gov
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