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Purchase Card Program

SECTION 1 - OVERVIEW

1.1 Background

Executive Order 12931, “Federal Procurement Reforms” dated October 13, 1994, sets forth
requirements for Federal agencies to establish programs for reducing administrative costs and
other burdens that the acquisition function may impose on the Federal Government and private
sector. In accordance with Federal Acquisition Regulation (FAR) 13.201(b), the Government-
wide commercial purchase card shall be the preferred method to purchase and pay for micro-
purchases.

1.2 Purpose

The purpose of the Department of Commerce (DOC, Department) Purchase Card Program is to
implement the General Services Administration SmartPay® Program for Government-wide
commercial purchase cards within the Department of Commerce. The Purchase Card Program
provides policy and guidance regarding the use of the purchase card and convenience checks
issued under the purchase card program.

Operating Units are authorized to develop supplemental operational policies and guidance
related to the purchase card, which may be more, but not less restrictive than the Departmental
policy. Supplemental policies must be reviewed by the Office of Acquisition Management prior
to implementation.

1.3 Applicability

The Purchase Card Program applies to Department of Commerce employees participating in
the Government-wide purchase card program, including Agency Program Coordinators,
Approving Officials, Cardholders and other associated personnel. Participation in the purchase
card program shall be limited to DOC employees whose current appointments have durations
exceeding one year.

1.4  Program Objectives

The primary objectives of the Purchase Card Program are to improve mission support,
streamline the placement of micro-purchases, reduce administrative costs and paperwork,
streamline payment procedures, improve cash management practices, and improve
management controls, reporting and decision-making activities while ensuring the adherence to
Federal and Departmental acquisition regulations, policies and guidance, and GSA SmartPay®
master contract provisions.

1.5 Roles and Responsibilities
1.5.1 Senior Procurement Executive (SPE)
The Senior Procurement Executive is responsible for, but not limited to:
a. Implementing and overseeing the management of the Purchase Card Program
department-wide; and
b. Approving deviations from purchase card program policies.

1.5.2 Senior Bureau Procurement Official (BPO)
The Senior Bureau Procurement Official is primarily responsible for, but not limited to:
a. Implementing the Purchase Card Program within their Operating Unit;
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b. Nominating agency program coordinators;
c. Developing supplemental guidance; and
d. Requesting deviations from purchase card program policies.

1.5.3 Purchase Card Program Manager
The purchase card program manager is primarily responsible for, but not limited to:
a. Serving as the contracting officer representative for the Department’s SmartPay® task
order;
b. Serving as Level | Agency Program Coordinator (APC) for all Department charge card
business lines (purchase, travel, and fleet cards);
c. Developing and updating DOC policies, procedures, and guidance for the purchase card
program;
d. Serving as the primary point of contact for clarification of policy and contractual issues
regarding the charge card program;
e. Serving as Chairperson on the purchase card program’s risk management team;
f. Liaising on behalf of the Department with the servicing bank;
g. Preparing reports to the Office of Management Budget and General Services
Administration;
h. Maintaining delegations of authority for agency program managers;
i. Creating customized course curricula; and
j- Conducting internal control reviews for the purchase card program.

1.5.4 Head of Contracting Office (HCO)
The Heads of Contracting Office are primarily responsible for, but not limited to:
a. Managing the purchase card program within their respective contracting office;
b. Delegating authority to an agency program coordinator to manage the day-to-day
operation of the purchase card program;
c. Delegating approving official and cardholder authorities with purchasing limits;
d. Authorizing the use of convenience checks;
e. Reviewing and approving agency program coordinators’ reports to ensure compliance
with internal controls;
f. Terminating delegations and appointments;
g. Providing written certification to the SPE that cardholders, approving officials, and
agency program coordinators have met annual refresher training requirements;
h. Identifying strategic sourcing opportunities; and
i. Reporting suspected fraud, waste, abuse, and/or misuse.

1.5.5 Agency Program Coordinator (APC)
Agency Program Coordinators are primarily responsible for, but not limited to:
a. Managing the Purchase Card Program for their respective Operating Unit;
b. Performing oversight functions;
c. Conducting monthly reviews on convenience checks (100% of transactions) to ensure
compliance with internal controls;
Providing guidance to approving officials and cardholders;
Managing purchase card and convenience check accounts;
Reviewing cardholder and approving official transactions;
Maintaining bureau data within the servicing bank’s tool (i.e., hierarchies);
Maintaining records on completed training;
Assisting the HCO with development of Operating Unit-specific purchase card training;
Recommending terminations of purchase card delegations;

se@ oo
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J.  Terminating and suspending accounts for suspected fraud or abuse upon the direction of
the HCO; and
k. Resolving billing discrepancies with the servicing bank.

1.5.6 Approving Official (AO)

Approving Officials are primarily responsible for, but not limited to:

Providing pre-approvals of cardholder transactions;

Ensuring charges were accurate;

Ensuring purchases were for official Government business;

Ensuring funds are available;

Ensuring cardholders reconcile transactions and statements within the reconciliation

timeframe;

Reviewing transactions for appropriate documentation;

Reconciling and certifying monthly statements in the absence of the cardholder;

Maintaining reconciliation files;

Ensuring cardholders are current with all program training requirements;

Maintaining copies of cardholder training certificates;

Resolving guestionable transactions with the cardholder;

Requesting changes to cardholder accounts;

m. Reporting changes in cardholder status and administrative changes to cardholder
accounts;

n. Ensuring cardholders report lost, stolen or compromised cards to the agency program
coordinator; and

0. Reporting suspected instances of waste, fraud, abuse and/or misuse;

T T SQ@™ 0Q00

1.5.7 Alternate Approving Official
The alternate approving official serves as the approving official if the appointed approving
official is unable to perform their assigned duties due to an extended absence.

1.5.8 Cardholders

Cardholders are primarily responsible for, but not limited to:

Making authorized purchases for official Government business only;

Obtaining valid purchase requests with certified funds;

Obtaining all required justifications and approvals;

Complying with Federal, Departmental and Operating Unit laws, regulations, policies and
guidance as it relates to use of the purchase card;

Complying with spending limitations;

Maintaining a monthly purchase card ordering log for all transactions;
Maintaining transaction files in accordance with records retention requirements;
Complying with internal control procedures;

Reconciling accounts and disputing unresolved or invalid transactions;
Safeguarding the purchase card and account information;

Reporting unauthorized use, lost, stolen, or compromised cards;

I.  Complying with accountable property procedures; and

m. Reporting suspected fraud, waste, abuse, and/or misuse.

aoow
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1.5.9 Convenience Check Writers
Convenience check writers have the same responsibilities as cardholders in addition to the
following responsibilities:
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a. Reviewing transactions against the bank statement and identifying any errors in the
dollar amounts;

b. Reviewing scanned images of canceled checks in servicing bank’s electronic tool;

c. Tracking outstanding checks that may appear as transactions on future billing
statements;

d. Maintaining convenience check transaction files in accordance with records retention;
and

e. Maintaining documentation to support use of convenience checks.

1.5.10 Budget Officers/Financial Management Specialists
Budget officers and financial management specialists are primarily responsible for, but not
limited to:

a. Providing appropriate funding data for purchase card and convenience checking

b.
c.

accounts;
Maintaining accurate financial records; and
Fulfilling financial management reporting requirements.

1.5.11 Designated Billing Office/Finance Office

Designated Billing Office/Finance Offices are primarily responsible for, but not limited to:
a. Making payment to the Department’s servicing bank; and
b. Notifying the APC of any billing discrepancies.

END OF SECTION 1
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SECTION 2 - Establishing and Maintaining Accounts

2.1 Training Requirements

Cardholders, approving officials, and agency program coordinators shall document satisfactory
completion of required training prior to nomination and appointment to the purchase card
program. In addition, cardholders, approving officials, and agency program coordinators shall
certify in writing that they have read and understood the policies and procedures outlined in
Commerce Acquisition Manual 1313.301.

2.1.1 Single Purchase Limit up to the Micro-purchase Threshold

The single purchase limit for cardholders who are not in an acquisition position is generally the
micro-purchase threshold. As defined in FAR 2.101, a micro-purchase is an acquisition of
supplies or services, the aggregate amount of which does not exceed a threshold of $3,000
except for acquisition of construction subject to the Davis-Bacon Act, the limit is $2,000,
and for acquisition of services subject to the Service Contract Act, the limit is $2,500. The
monthly billing cycle limit is $10,000. Cardholders requesting a single purchase limit up to the
micro-purchase threshold, agency program coordinators, and approving officials shall document
satisfactory completion of the following training:

= GSA SmartPay® Online Training
https://training.smartpay.gsa.gov/

= FAC-47: Micro-Purchases and Section 508 Requirements
https://www.atrrs.army.mil/faitas/

= Servicing Bank Cardholder Training (username: cardholder; password: transaction)
www.jpmorgan.com/visit/paymentnetfedcard

» Federal Strategic Sourcing Initiative for Office Supplies (FSSI OS3)
www.GSA.gov/0s3

= Commerce Purchase Card System (CPCS) Training
(Check with your Agency Program Coordinator for course schedule)

»= DOC Customized Purchase Card Training*
https://doc.learn.com/login

2.1.2 Single Purchase Limit above the Micro-purchase Threshold

Single purchase limits above the micro-purchase threshold shall be limited to warranted
contracting officers. In addition to the training outlined in paragraph 2.1.1, cardholders requesting
single purchase limits above the micro-purchase threshold shall satisfy all contracting officer
warrant requirements as outlined in Commerce Acquisition Manual 1301.6 (Figure 2-1) and obtain
a contracting officer’'s warrant issued by the Operating Unit Head of Contracting Office?. The
maximum single purchase limit for cardholders who are not in the General Schedule 1102
contracting series or 1105 purchasing series is $150,000.

Agency program coordinators and approving officials managing cardholder accounts with single
purchase limits above the micro-purchase threshold shall meet all contracting officer training
requirements outlined in CAM 1301.6, but are not required to obtain a contracting officer’s
warrant.

! Check with your Agency Program Coordinator for information and schedule details on the in-classroom version of this course.
2 Commerce Acquisition Manual 1301.6: http:/www.osec.doc.gov/oam

5
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Figure 2-1 Contracting Officer Warrant Requirements

following disciplines: accounting,
business, finance, law, contracts,
purchasing, economics, industrial
management, marketing,
guantitative methods, or
organization and management.

Business School
module (other than
HBS 428)

e Choose one of the
following:
ACQ 265
CON 244
CON 252
ACQ 315
ACQ 370
CON 370

¢ 32 hours of acquisition-
related electives (may
be 1 course or a series
of courses but must be
at least 8 hours in
length).

80 CLPs every 2 years

Warrant Warrant Education Experience Training FAC-C
Level Threshold Level
Authority
Level | | In accordance with | 4-year course of study leadingto a | Atleast 1 Core Courses Level |
contract terms and | bachelor’s degree year of e CON 100 or FCN 101
conditions or a contracting e CON 121
maximum of OR experience. e CON 124
$150,000. e CON 127
At least 24 semester hours from e FAC 023
among the following disciplines: e FAC 031
accounting, business, finance, e CLC 057
cconomice. mduetrel : cLoo0se
management, marketing, .
guantitative methods, or * Either CON 090 or FCN
organization and management. 190
80 CLPs every 2 years
Level 2 | In accordance with | 4-year course of study leading to a | At least 2 Core Courses Level Il
contract terms and | bachelor’s degree years of All Level | Training
conditions or a contracting e CON 200
maximum of OR experience. e CON 216
$1,000,000. e CLC 056
At least 24 semester hours from e CON 270
Up to the limits among the following disciplines: e CLC 051
established in FAR | accounting, business, finance, e HBS 428
12.203 when using | law, contracts, purchasing, e CON 280
commercial item economics, industrial « CON 290
procedures. management, marketing,
quantitative methods, or 80 CLPs every 2 years
organization and management.
Level 3 | Unlimited 4-year course of study leading to a | At least 4 Core Courses Level Il
bachelor’s degree that includes or | years of All Level I and Il Training
is supplemented with at least 24 contracting e CON 360
semester hours from among the experience. e Select 1 Harvard

In addition to the education, experience, and training requirements, employees who are not employed by a contracting
office shall meet the additional requirements outlined in CAM Chapter 1301.6 Section 4.8.
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2.1.2.1 Training Waivers

The Senior Procurement Executive may waive the contracting officer training requirements on a
case-by-case basis, for only agency program coordinators and approving officials managing
cardholder accounts with a single purchase limit above the micro-purchase threshold, if the
Operating Unit can demonstrate that internal controls are established and routine reviews are
conducted by individuals with the requisite contracting officer training.

Regardless of cardholder account thresholds, agency program coordinators and approving
officials cannot waive training requirements set forth in section 2.1.1 of this policy.

The Head of Contracting Office shall submit a written waiver request that includes:
= The name of the individual/organization requesting a training waiver;
=  Description of internal controls;
= Review frequency; and
= Contracting officer training credentials (i.e., training certificates) of the individual(s)
responsible for ensuring purchases made above the micro-purchase threshold are
appropriately reviewed and meet all requirements subject to the FAR.

Waiver requests shall be submitted electronically to: PurchaseCardOversight@doc.gov.

2.1.3 Training Providers

2.1.3.1 Federal Acquisition Institute (FAI) Sponsored Training

The Federal Acquisition Institute manages the Acquisition Workforce Training Fund to ensure that
equitable training opportunities are available for all civilian agencies. FAI uses the training fund to
offer DAU-equivalent core training courses to civilian agency employees at no charge.

Employees can view the current FAI course schedule and register for courses at
http://www.fai.gov/drupal/training/training.

2.1.3.2 Defense Acquisition University (DAU) Training

The Defense Acquisition University training courses are available to civilian agency employees at
no charge. Employees can view the current course schedule and register for DAU training
courses in the DAU catalog at: http://icatalog.dau.mil/.

2.1.3.3 DAU-Equivalent Training

Several training providers offer courses that have been certified equivalent to DAU curriculum
courses. DAU-equivalent courses can be used to meet the core training requirements. A list of
DAU-equivalent courses and training providers is located at: http://icatalog.dau.mil/.

2.1.4 Refresher Training

Cardholders, approving officials, and agency program coordinators shall complete annual
purchase card refresher training. Individuals are required to take the DOC Customized Purchase
Card Refresher Training module® located on the Commerce Learning Center (CLC) website at:
https://doc.learn.com. Refresher training shall be completed no later than July 30™ each fiscal
year. Failure to complete required refresher training will lead to suspension of cardholder and/or
approving official purchase card accounts until training is successfully completed.

Bureau Procurement Officials shall certify in writing refresher training status of individuals
participating in the purchase card program. Written certification shall be sent to the SPE with a
copy to the Office of Acquisition Management no later than August 31* of each fiscal year.

3 All 7 modules shall be completed in order to obtain a certificate.
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2.2  Nomination Procedures

2.2.1 Nomination of Agency Program Coordinators

Senior Bureau Procurement Officials shall nominate prospective agency program coordinators
that are responsible and possess the required business acumen to be entrusted with
management and oversight of the purchase card program. Nominations shall be forwarded to the
Head of Contracting Office and shall include applicable training certificates.

2.2.2 Nomination of Cardholders and Approving Officials

Operating Unit officials shall nominate prospective cardholders and approving officials® that have
demonstrated they are responsible and possess the required business acumen to be entrusted
with a Government purchase card. Nominations shall be forwarded to the agency program
coordinator and shall include a written justification for issuance of a purchase card along with
applicable training certificates and proposed single purchase and monthly spending limits. A
sample nomination memorandum is provided in Appendix B. Disapproved nomination packages
will be returned to the requesting official with an explanation for the rejection.

2.3 Delegation of Procurement Authority

2.3.1 Agency Program Coordinator Delegation

The Heads of Contracting Office shall delegate authority to agency program coordinators to
manage the day-to-day operations for the purchase card program for their Operating Unit by
issuance of a Delegation of Procurement Authority memorandum. A sample delegation
memorandum is provided in Appendix C.

2.3.2 Cardholder and Approving Official Delegation

Agency program coordinators shall review nominations and provide recommendation for approval
or disapproval to their Head of Contracting Office. Upon approval of a nomination, the Head of
Contracting Office shall delegate purchase card procurement authority to approving officials, and
cardholders by issuance of a Delegation of Procurement Authority memorandum. Sample
delegation memoranda are provided in Appendix C. Disapproved nominations shall be returned
to the employee’s supervisor with explanation for disapproval.

2.4  Card Account Setup

2.4.1 Purchase Card and Approving Official Accounts

Upon approval of a cardholder’s and/or approving official’s nomination package and issuance of
delegated procurement authority by the Head of Contracting Office, the agency program
coordinator will order a purchase card (for cardholders only), enter account profile data into the
servicing bank’s tool and provide user access information and guidance.

2.4.2 Span of Control

Span of control refers to the extent of review responsibilities placed on a single approving official
for the purchase card transactions of one or more cardholders. The number of cardholders
assigned to an approving official should be reasonable, considering the volume of cardholder
activity and the organizational structure, to enable an approving official to conduct reviews to
ensure detection of possible cases of misuse and fraud. The approving official shall have direct
knowledge of the cardholder’s role and must have the ability to verify receipt of goods or services.
In accordance with the recommendations of the Government Accountability Office (GAO) Audit
Guide dated November 2003, all approving officials shall have a maximum of seven (7)
cardholders unless authorization to exceed that maximum is received in writing from the Head of
Contracting Office.

* Operating units are encouraged to nominate prospective approving officials in cardholders’ direct supervisory chain.
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2.4.3 Separation of Duties

Separation of duties minimizes the risk of fraud and/or loss of property. The responsibilities of
cardholder, approving official and agency program coordinator functions shall not overlap to
ensure that management controls are not circumvented. Assignment of duties such as
authorizing, approving, and recording transactions; receiving assets; approving cardholder
statements; making payments; certifying funding; and reviewing or auditing shall be assigned to
separate individuals to the greatest extent possible. In no instance shall an approving official be
subordinate (organizationally) to a cardholder.

2.5 Account Maintenance

2.5.1 Changes in Cardholder Status

Upon change in cardholder status such as transfer, retirement, resignation or termination,
cardholders shall stop using the card far enough in advance of their separation date, if possible, to
allow outstanding transactions to be processed and reconciled before their separation.
Cardholders shall destroy their card by cutting it in half and providing the destroyed card to their
agency program coordinator or approving official, per bureau policy; advise the approving official
of any outstanding transactions; provide the approving official with any remaining receipts or other
documents related to outstanding transactions; and follow standard Operating Unit checkout
procedures. Failure to comply with these procedures may result in a delay of official checkout.
Approving officials shall determine when to close the account based on the outstanding
transactions and shall notify the agency program coordinator. The agency program coordinator
shall close the card account when it becomes apparent that a cardholder has separated from the
Department, or their status has changed.

2.5.2 Changes in Approving Official Status

Upon change in approving official status such as transfer, retirement, resignation or termination, a
new approving official shall be nominated and cardholder accounts shall be transferred. If it is not
possible to establish a new approving official, cardholder accounts will be suspended. The
agency program coordinator is responsible for ensuring that the new approving official receives
and maintains the predecessor approving official’s records. If there is no successor approving
official, the agency program coordinator shall retain custody of the records.

2.5.3 Changes to Purchase Limits

Requests to change a cardholder’s single purchase limit and/or monthly purchase limit shall be
submitted by the approving official through the agency program coordinator to the Head of
Contracting Office. Upon approval of changes to purchase limits, the Head of Contracting Office
shall issue a new Delegation of Procurement Authority. Changes that would raise the
cardholder’s single purchase limit above the micro-purchase threshold require the cardholder to
be warranted as outlined in 2.1.2.

Temporary changes to a cardholder’s monthly purchase limit shall be submitted by the approving
official through the agency program coordinator to the Head of Contracting Office. Approved
temporary changes must be approved in writing by the HCO and time durations for the change
shall be documented in the servicing bank’s tool as well as the cardholder’s file. Temporary
changes shall not exceed one month. Changes exceeding one month are considered permanent,
and shall be issued a new Delegation of Procurement Authority by the Head of Contracting Office.

2.5.4 Administrative Changes

Cardholders and approving officials shall notify their agency program coordinator in writing of any
administrative changes such as name, address, or phone number. Upon written notification of
administrative changes, the agency program coordinator shall make the appropriate change in the
servicing bank’s system.
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2.5.4.1 Other Changes to Accounts

Requests for merchant category code changes shall be submitted in writing by the approving
official to the agency program coordinator. If approved, the agency program coordinator will
process the merchant category code change.

2.6  Inactive Accounts

Accounts without any transactions within the preceding 18-month period are considered “inactive”.
Inactive accounts shall be canceled unless there are extenuating circumstances, such as a
reasonable expectation of future purchase requirements, or a history of requirements that have
irregular buying patterns. Agency program coordinators shall perform semi-annual reviews of
purchase card usage within their organizations and identify purchase card accounts that appear to
be inactive, other than cards specifically requested for emergency use. Agency program
coordinators shall provide the list of inactive accounts to approving officials and request
justification to retain the accounts. Failure to provide the required justification will result in
cancellation of the inactive accounts. A sample Inactive Account Memorandum is provided in
Appendix D.

2.7 Emergency Use Cards

Operating Units may request purchase cards for emergency use. Employees eligible to receive
an emergency use card are those who have been designated as “emergency employees” or
“mission-critical emergency employees” under an emergency response plan or continuity of
operations plan. Requests for emergency use cards must contain an appropriate justification,
citing the anticipated circumstances under which they would be used. These cards may be
issued in advance of an emergency and placed with trained cardholders for use immediately upon
declaration of an emergency. Cardholders with non-emergency cards may continue to use their
cards during an emergency to purchase products and services in accordance with the limits on
their cards.

2.8 Suspension and Reinstatement

2.8.1 Account Suspension

Cardholder and approving official accounts shall be suspended for improper card use; failure to
carry out responsibilities; failure to complete the required refresher training; or upon direction by
the approving official, Head of Contracting Office, Purchase Card Program Manager, or Senior
Procurement Executive.

Approving officials may request account suspension (via written format — i.e., e-mail,
memorandum) for cardholders who are expected to be away from the office for more than six
consecutive weeks.

After suspension of a cardholder’s account, the Head of Contracting Office shall revoke the
cardholder’s purchase card delegation of procurement authority. Upon suspension, the
cardholder is responsible for destroying the card by cutting it in half and providing the cut card to
their approving official.

Before taking this action, the agency program coordinator shall consider the impact of

cardholder’s account suspension on the affected organization and take appropriate steps to
minimize any adverse impact.

10
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2.8.2 Reinstatement

Agency program coordinators may reinstate cardholder and approving official accounts that have
been suspended or closed, based upon an assessment of the circumstances. Prior to
reinstatement of accounts that have been deactivated, suspended, or terminated for more than 12
months cardholders and approving officials shall retake required training for purchases up to the
micro-purchase threshold.

2.9 Card and Account Security

Cardholders shall take appropriate precautions to protect the purchase card and account
information. Cardholders are responsible for preventing others from gaining access to their cards
or account information. Account information should be given only to vendors to complete a
purchase transaction. Cardholders shall keep purchase cards and account information in a
secured environment to prevent access by unauthorized personnel (i.e., locked desk drawer, or a
locked safe — multiple cards are prohibited from being secured collectively). Cardholders shall not
carry purchase cards on their person unless conducting an “over the counter” transaction.
Cardholders may be held personally responsible for card and account misuse. The Head of
Contracting Office may grant exceptions to cardholders whose positions require them to carry the
purchase card on a continuous basis.

Cardholders shall exercise discretion in selecting reputable merchants in order to minimize the
possibility of fraud. Prior to entering the purchase card number onto an internet website, the
cardholder should ensure that the site is secure. Cardholders shall not transmit purchase card
information over a facsimile machine.® Cardholders shall not permit copies of their purchase cards
to be maintained by merchants.

2.10 Lost or Stolen Cards

The cardholder shall report lost or stolen cards promptly to the servicing bank’s customer service
office, the approving official and the agency program coordinator. Stolen cards shall be
immediately reported to the DOC Office of Security if the theft occurred at a DOC facility or to the
local police department if the theft occurred off-site. A replacement card with a new account
number will be issued, usually within 24 hours. If a lost card is found after receiving a
replacement card, it shall be destroyed. The cardholder may be held accountable for failure to
report the loss of a card.

Cardholders shall provide a written notice to the servicing bank that includes the following
information:

= Card number;

= Cardholder’s complete name;

= Date and location of the loss;

= Date reported to police (if stolen);

= Date and time the loss was reported to the servicing bank;

= List of any transactions made on the date the card was lost or stolen; and

= Any other relevant information describing the loss or theft.

END OF SECTION 2

® The Department’s Office of Privacy and Open Government (OPOG) permits the transmission of charge card data (i.e., travel, fleet)
via facsimile; however purchase card data is not permitted to be transmitted by facsimile.
11
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SECTION 3 — Purchase Card Use

3.1 Purchases at or Below the Micro-Purchase Threshold

The purchase card may be used by cardholders to make purchases that are otherwise authorized
by Federal, Departmental and Operating Unit laws, regulations, policies or guidance.
Cardholders shall not transfer their cards to or authorize their purchase card to be used by
any person other person. Cardholders shall comply with the following guidelines when making
micro-purchases:

Ensure purchases are allowable;

Ensure availability of funds;

Obtain required approvals;

Distribute purchases equitably among qualified suppliers;

Use Required Sources of Supplies and Services as set forth in FAR Part 8;

= Determine price reasonableness (i.e., obtain at least two prices from two different
vendors);

= Do not split requirements;

= Do not exceed spending limits;

= To the maximum extent practicable, comply with requirements for Energy and Water
Efficiency and Renewable Energy, use of Recovered Materials and Bio-based Products,
and Contracting for Environmentally Preferable Products and Services as set forth in CAM
Chapter 1323.70;

= Comply with Section 508 requirements as set forth in the Section 508 Rehabilitation Act
(29 U.S.C.7944d);

= To the maximum extent practicable, consider small businesses when making micro
purchases; and

= Review vendor purchasing terms that may contain clauses that could result in an Anti-

Deficiency Act violation (cardholders should consult with a Contract Law Division attorney

as necessary).

3.2 Purchases Above the Micro-Purchase Threshold

In accordance with FAR 13.301, the Government-wide commercial purchase card may be used
above the micro-purchase threshold, by contracting officers, to place a task or delivery order (if
authorized in the basic contract, basic ordering agreements, or blanket purchasing agreements,
and Federal Supply Schedules); or make payments, when the contractor agrees to accept
payment by the purchase card. Cardholders with delegated authority to use the purchase card
above the micro-purchase threshold shall comply with all requirements of Federal and
Departmental acquisition laws, regulations, policies and guidance with respect to any purchase
that exceeds the micro-purchase threshold. The cardholder shall adhere to the requirements for
competition, public notice, socioeconomic requirements, use of appropriate provisions and
clauses, and all other applicable requirements.

3.3 Allowable Purchases

The purchase card may be used to purchase commercially available supplies and services,
including, but not limited to the items outlined in paragraphs 3.3.1 through 3.3.7 below.

3.3.1 Subscriptions

The purchase card may be used for subscriptions such as magazines, journals, and technical
data. Cardholders shall ensure that a subscription does not automatically renew.

12
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3.3.2 Telecommunications Charges

The purchase card may be used for monthly cellular airtime, monthly pager service and other
recurring telecommunications charges, as long as the fiscal year total for each type of service
does not exceed the micro-purchase threshold for services purchased on the open market. If the
aggregate amount exceeds the micro-purchase threshold in a fiscal year this service shall be
referred to the servicing acquisition office for issuance of a contract.

3.3.3 Construction Services

The purchase of construction services including but not limited to, construction, alteration, or
repair (including dredging, excavating, and painting) of buildings, structures, or other real property
shall not to exceed $2,000 aggregated within a fiscal year.

3.3.4 Training Courses

Training courses for individual or group training. In accordance with DOC Human Resource
Bulletin #076, How to Request Training and Development via the Commerce Learning Center
(CLC), all cardholders shall have an approved Standard Form 182 Authorization, Agreement and
Certification of Training prior to purchasing training. Customized training programs shall not be
acquired using the purchase card.

3.3.5 Business Cards
The purchase card may be used to acquire business cards through the mandatory Federal Supply
Schedule contract.

3.3.6 Conference Registration Expenses

The purchase of conference-related expenses such as registration fees (provided meals and/or
lodging are not included), meeting spaces, audio and video equipment, or rental of booth space
are authorized using the purchase card.

Cardholders shall not use the purchase card to pay for registration fees if conference registration
includes meals and/or lodging. The DOC travel card is the appropriate method of payment for
conference registration fees that include travel-related charges.

3.3.7 Parking of Government Owned or Government Leased Vehicles

The purchase card may be used to purchase commercially available parking spaces for
Government Owned and GSA Leased vehicles. Payment for monthly parking spaces is
authorized if the amount does not exceed the micro-purchase threshold. If the aggregate amount
exceeds the micro-purchase threshold in a fiscal year, the requirement shall be referred to the
servicing acquisition office.

3.4 Required Sources of Supplies and Services

Cardholders shall follow the required source of supplies and services of Federal Acquisition
Regulations (FAR) Part 8. FAR Part 8 sets forth statutory requirements to acquire supplies and
services from priority sources when available. Other sources should be considered for use only
after the priority sources have been considered for fulfilling requirements. Cardholders should
contact their acquisition office if they need assistance in determining if their requirement can be
satisfied by a required source.

Cardholders shall satisfy requirements for supplies and services from the sources outlined in
paragraphs 3.4.1 through 3.4.4.

13
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3.4.1 Purchase of Supplies
In accordance with FAR 8.002, except as required by section 3.4.3, or as otherwise provided by
law, cardholders shall satisfy requirements for supplies from the following sources, in descending
order of priority.
* |nventories of the requiring agency
= Excess from other agencies
» Federal Prison Industries, Inc.
» Supplies which are on the Procurement List maintained by the Committee for Purchase
from People Who are Blind or Severely Disabled; and
=  Wholesale supply sources such as stock programs of GSA, the Defense Logistics Agency
or the Department of Veterans Affairs, and military inventory controls points.

3.4.2 Purchase of Services
In accordance with FAR 8.002, cardholders shall satisfy requirements for services from the
following sources, in descending order of priority, except as otherwise provided by law.
= Services which are on the Procurement List maintained by the Committee for Purchase
from People Who are Blind or Severely Disabled.

3.4.3 Use of Other Mandatory Sources
In accordance with FAR 8.003, cardholders shall satisfy requirements for the following
supplies or services from or through specified sources, as applicable:
= Public utility services (FAR Part 41)
= Printing and related supplies (FAR Subpart 8.8)
= Leased motor vehicles (FAR Subpart 8.11)
= Strategic and critical materials (i.e., metals and ores) from inventories exceeding
Defense National Stockpile requirements (detailed information is available from the
DLA Strategic Materials)
= Helium (FAR Subpart 8.5 — Acquisition of Helium)

3.4.4 Use of Other Sources

In accordance with FAR 8.004, if cardholders are unable to satisfy requirements for supplies and
services from the mandatory sources listed in sections 3.4.1, 3.4.2, or 3.4.3, cardholders are
encouraged to consider satisfying requirements from or through the following sources prior to
considering the commercial market.

= Supplies: Government acquisition contracts, multi-agency contracts, and any other
procurement instruments intended for use by multiple agencies, including blanket
purchase agreements (BPAs) under Federal Supply Schedule contracts (i.e., Federal
Strategic Sourcing Initiative (FSSI) agreements.

= Services: Federal Prison Industries, Inc. and sources listed in section 3.4.1.

3.5  Strategic Sourcing Vehicles

Cardholders are strongly encouraged to leverage DOC’s strategically sourced contracts. Per the
order of preference outlined in sections 3.4.1 through 3.4.4, cardholders shall use strategic
sourcing vehicles when purchasing applicable items. A list of the strategically sourced vehicles
are available at: https://connection.commerce.gov/instructions-and-procedures/department-
commerce-strategic-sourcing.
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3.5.1 Personal Computers and Accessories

Cardholders shall use the Department of Commerce Personal Computer (PC) and Accessories
Blanket Purchase Agreement (BPA), per the order of preference outlined in 3.4.1 for all personal
computer and accessories acquisitions. Heads of Contracting Office shall designate cardholders
who are authorized to order from the BPA.

3.5.2 Office Supplies

Cardholders within the Department of Commerce shall use the Federal Strategic Sourcing
Initiative Office Supplies vehicle when ordering office supplies. Blanket exceptions are only
applicable for PaperClips stores located at Commerce Headquarters (Hebert C. Hoover Building)
and Census Bureau Headquarters (Suitland, MD). Other PaperClips stores (i.e., Department of
Defense location) are not automatically excepted.

3.6 Information Technology (IT) Products and Services
All acquisitions for IT products and services® must include an executed IT Compliance in
Acquisition Checklist located at: http://home.commerce.qov/cio/ITSITnew/IT_Security Tools.html.

3.7 Green Procurement Program Requirements
Cardholders shall purchase green products and services to the maximum extent practicable,
consistent with the requirements of FAR Part 23, Commerce Acquisition Manual 1323.70,
Department of Commerce Green Procurement Program, and Federal green procurement
preference programs. Programs covered under the Green Procurement Program include:

= Recovered Materials Products;

= Bio-based Products;

= Energy Efficient Products;

= Electronic Product Environmental Assessment Tool Products;

= Water Efficient Products;

= Non-Ozone Depleting Products; and

= Environmentally-Preferable Products and Services.

3.8  Section 508 Rehabilitation Act Requirements

Cardholders shall comply with the Section 508 Rehabilitation Act requirements by ensuring that
requesting officials provide the required determinations and adequately documenting purchase
card files. A sample Electronic and Information Technology Procurement Checklist for Section
508 compliance is provided in Appendix E. Approving officials should ensure cardholder
compliance when reviewing and approving cardholder documentation of purchases.

3.9 Card Restrictions
3.9.1 GSA Government-wide Restrictions
In accordance with the GSA SmartPay® Program, the purchase card shall not be used for the

following:
= Long-term rental or lease of land or buildings (long-term is generally defined as one year
or more);

= Travel or travel-related expenses;
» Fleet or fleet-related expenses; and
= Cash advances.

®BIS, NOAA, NTIA, and OS purchase requests for IT systems, equipment and software shall be reviewed by their cognizant OCIO
prior to purchase to determine if the purchase request is “covered” for Supply Chain Risk Management (SCRM) purposes
[Procurement Memorandum 2014-03, Supply Chain Risk Management Restrictions on Information Technology Acquisitions — Interim
Guidance (Phase 1)].
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3.9.2 Departmental Restrictions

Department of Commerce regulations and policies prohibit the purchase of supplies or services
that should be placed on a travel card’ or fleet card®, including the purchase of gas or repairs for
Department-owned or leased vehicles.

3.9.3 Federal Appropriations Law Restrictions
In accordance with principles of Federal Appropriations Law, the following items are generally
prohibited from purchase with appropriated funds. As there may be authorized exceptions for
certain items, cardholders shall obtain approval from the HCO, after legal review, and document
the exception prior to purchase of any of the following items.
= Entertainment: Entertainment includes, but is not limited to, food and drink, receptions,
banquets, music and artistic performances.

» Food and Water: The General Accounting Office (GAO) has held that in a variety of cases
under the “necessary expense rule,” appropriated funds should not be used to pay for
subsistence or to provide “free food” to government employees while at their duty stations.
As such, bottled water and food items considered personal expenses.

* Fines and Penalties: Fines and penalties include, but are not limited to parking tickets
and personal fines.

= Gifts and Awards: Gifts and awards or any type of item provided to honor employees
(i.e., plagues, certificates, awards).

= Personal Expenses and Furnishings. Personal expenses and furnishings include, but
are not limited to: convenience items, decorative items, clothing apparel, commuting
expenses, personal membership fees, and personal qualification expenses.

3.9.4 Non-Appropriated Funds

Non-appropriated funds are permitted for activities that support the Department’s mission. Prior
to purchase, cardholders shall obtain legal review to ensure the purchase is suitable.
Cardholders shall ensure that proper documentation is recorded as required under Section 3.13.

3.9.5 Approvals Required Prior to Purchase

Cardholders shall obtain approval from their approving official and budget officer prior to making
purchases. The items outlined in Figure 3-1, require additional approvals prior to purchase.
Cardholders shall ensure that all required approvals are received and copies of mandatory
documentation maintained in their purchase card transaction files.

Figure 3-1 Purchases Requiring Additional Approvals Prior to Purchase

Reference

Purchase Requirement

Approval Required from

Paid Advertisements in
newspapers (other than for
recruitment of personnel)

Head of Contracting Office

DAO 208-2

Printing and Duplicating
(exceeding the capacity of an
office printer or copy machine)
(includes printing, binding, blank

Operating Unit (OU) Printing
Coordinator (for Census, NIST,
NOAA, PTO and NTIS).

FAR 8.802(b)

All Government printing must be
procured through established
Government channels. Refer to

" Use of the purchase card to acquire subway access (farecards, SmarTrip card reloads, etc.), taxi fares, rental shuttles, cars, vans,
and buses for use by employees to accomplish local travel on official business is permitted. Use of the purchase card for other than
official business is prohibited and could result in the cardholder facing disciplinary and criminal penalties.

8 Purchases of gas or oil for other than Department owned or leased vehicles are permitted (i.e. generators and/or small engines).
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Purchase Requirement Approval Required from Reference
work, composition, plate making, All others, contact DOC Office of Printing Coordinator for specific
presswork, binding and Administrative Operations information.

micrographics as well as related
supplies that are used and
equipment that is usable in
printing and binding operations).

Exception: Operating Units
outside of the Washington, D.C.
metropolitan area, not serviced by
an OU Printing Facility, may utilize
their Regional Government Printing
Office (GPO) without consulting
with their operating unit Printing
Coordinator. These OUs must
utilize their Regional GPO or
request a waiver from their
regional GPO office, prior to
utilizing an open-market source.

GPO Express Operating Unit Printing Coordinator | GPO Circular Letter 625, dated
The Government Prin’[ing Office (for Census, NIST, NOAA, PTO and September 22, 2006.

(GPO) has awarded a contract NTIS).

(950-S) to FedEx Kinko'sSM This circular letter allows GPO to
Office and Print Services that All others, contact DOC Office of bill government purchase cards for
allows all U.S. Federal agencies | Administrative Operations. use in conjunction with the

direct access to services at FedEx GPOExpressSM Program.

Kinko'sSM locations nationwide.

Publication of scientific/research Operating Unit Printing Coordinator | Per the Office of Administrative
articles in professional journals (for Census, NIST, NOAA, PTO and | Operations
NTIS).

All others, contact DOC Office of
Administrative Operations

Kitchen Appliances (e.g. coffee Operating Unit building management | GAO Decision B-302993, Use of
pot, refrigerator, microwaves etc.) | official. Appropriated Funds to Purchase
Kitchen appliances, June 24, 2004.

3.10 Card Decline

If the purchase card is declined, cardholders shall contact the servicing bank’s customer service
office or the agency program coordinator for assistance. The servicing bank’s customer service
phone number is located on the back of the card. APC’s shall monitor card decline reports for
guestionable, suspicious, or fraudulent activity.

3.11 Receipt and Acceptance of Supplies and Services

Operating Units shall establish independent receipt and acceptance or subsequent review of
items obtained with a purchase card. Cardholders shall arrange for immediate inspection of
supplies to ensure orders are complete and items are in acceptable condition. Cardholders shall
maintain delivery receipts and other paperwork regarding the transaction.

3.11.1 Partial Deliveries

If partial deliveries are received, cardholders shall contact the merchant to determine the status
on the remainder of the shipment. If delivery of remaining supplies will take more than 30 days,
cardholders shall request a credit to their account. If the partial delivery becomes a dispute, the
cardholder shall follow the servicing bank’s dispute procedures.

3.11.2 Damaged or Unacceptable Supplies
Cardholders shall promptly return any damaged or unacceptable supplies. If the merchant agrees
to replace the item and the new item is acceptable, the cardholder should authorize payment in

17



Commerce Acquisition Manual February 2015
1313.301

accordance with normal procedures. If the merchant refuses to replace the item, the cardholder
should follow dispute procedures.

3.11.3 Returning Supplies to Merchant

Cardholders shall return damaged or unacceptable merchandise to the merchant for issuance of a
credit to the purchase card. Cash refunds shall not be accepted. If the merchant is unwilling to
issue a credit, cardholders shall follow the servicing bank’s dispute procedures.

3.12 Reporting Accountable Property

When purchasing accountable or personal property with a unit cost of $5,000 or more (e.g., lab
equipment, scientific equipment, etc.), or “sensitive" items regardless of cost (i.e., computer
equipment, DVDs, televisions, etc.) as referred to in the Department of Commerce Personal
Property Management Manual, section 3.201, Accountable Personal Property and section 3.401,
Sensitive Items, cardholders shall forward the appropriate documentation approved for
procurement to their Property Official. A copy of all acquisition documentation must be included in
the cardholder’s transaction file.

3.13 Recordkeeping and Documentation

3.13.1 Purchase Card Ordering Log

Cardholders shall use the DOC finance purchase card ordering log within the Commerce
Purchase Card System (CPCS). Operating Units that reconcile transactions directly through the
servicing bank shall use the purchase card log located inside the servicing bank tool to record
transactions made at the time of purchase. A printed copy of the ordering log must be included in
the monthly reconciliation file.

3.13.2 Transaction File Documentation
The cardholder shall maintain a file for each purchase card and/or convenience check transaction.
Transaction files shall be accessible for review purposes and shall include, at a minimum:
= Request for purchase with available funds, signed and dated by the requestor;
» Required pre-approvals in accordance with section 3.9.5 (sample checklist located in
Appendix M);
= Documentation of all post-purchase actions (sample checklist located in Appendix N):
= Copy of online transaction, itemized receipts, and/or faxed verification of order;
= Delivery receipt or packing slip;
= Copy of appropriate Departmental property forms, if accountable personal
property; and
= Memorandum to the file to explain any unique circumstances for the
transaction, as applicable.

Transaction files shall be retained for a minimum of three years from final payment for
transactions at or below the micro-purchase threshold and six years and three months for
transactions above the micro-purchase threshold.

3.13.3 Third Party Processors and Transactions

Third party credit card processors (i.e., PayPal, Groupon, and Amazon) shall only be used when
no other merchant can supply the product or service or meet delivery, quantity, or quality
requirements, and the merchant in question will accept payment only through the third-party
processor.

The use of third party processors is strongly discouraged because there is a greater risk of abuse,
issues involving disputed transactions, and difficulty identifying and reconciling transactions. It
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may be difficult to reconcile the purchases because the transaction may appear under the name
of the third-party processor instead of the merchant name.

If third party transactions are made, cardholders shall document the purchase card transaction file
with the name of the merchant, the name of the third-party processor, the amount of the
transaction, and a brief statement explaining why it was necessary to purchase the product or
service from that merchant.

To avoid risks of misuse and abuse, agency program coordinators shall review and monitor a
sample — at least 1%, of third party transactions on a monthly basis to ensure cardholders and
convenience check writers use third party vendors appropriately and accurately document
transaction files.

3.14 Reconciliation of Account

3.14.1 Cardholder Responsibilities

Cardholders shall compare each transaction listed on the purchase card ordering log with the
itemized statement. Cardholders shall research transactions that are recorded on the monthly
purchase card ordering log but fail to appear on the purchase card statement of account.
Cardholders shall ensure that appropriate accounting codes are assigned to each transaction;
certify the statement of account by signing and dating it; ensure all transaction files, purchase
card ordering logs and statements of account are in the reconciliation files, and forward the
reconciliation files to their approving officials immediately upon completion.

The reconciliation files shall include, in addition to the items outlined in section 3.13.2:
= Purchase card ordering log;
= Statement of account, signed and dated by cardholder;
= Printed copy of reconciliation; and
= Monthly transaction files.

If a cardholder knows in advance that they will be absent for the entire reconciliation period and
not able to reconcile the Statement of Account, the cardholder shall forward the transaction files to
the approving official. The approving official shall reconcile and sign a copy of the statement for
the reconciliation file. Failure of the approving official to reconcile an absent cardholder’s account
may cause all cardholder accounts under their purview to be suspended by the agency program
coordinator. In the event the cardholder’s approving official cannot reconcile the cardholder’s
transactions due to a lengthy absence, an alternate approving official shall be nominated and
delegated authority to approve the purchase in the interim.

3.14.2 Approving Official Responsibilities

Approving officials shall ensure cardholders reconcile all transactions on the Monthly Purchase
Card Ordering Log with the Statement of Account; review cardholder statements and verify that all
items are for official Government use and comply with all applicable laws, regulations, policies
and guidance; ensure cardholder has completed and submitted required property documentation
to the appropriate property office; resolve any outstanding questions, verify, approve, and sign
cardholder Statements of Account; and retain cardholder files for 3 years from final payment for
transactions at or below the micro-purchase threshold and 6 years and 3 months for transactions
over the micro-purchase threshold.

3.14.3 Disputed Transactions
Cardholders shall process disputes or questioned transactions using the servicing bank’s online
disputes process®. If, after receipt of requested copies of the sales slip, the cardholder still does

° Operating Units serviced by the Commerce Purchase Card System (CPCS) must also process disputes in CPCS.
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not recognize the charge, the cardholder shall contact the agency program coordinator for
assistance. The cardholder shall follow up on incorrectly billed items immediately with the
merchant, as there is a 90-day time limit on reconciling disputed items.

3.15 Personal Liabilities

Cardholders and approving officials shall ensure that purchases made with the purchase card are
in accordance with all Federal, Departmental and Operating Unit laws, regulations, policies and
guidance. Cardholders and approving officials may be held personally liable for any action
deemed by the reviewing official as noncompliant with laws, policies and regulations. In addition,
if it is determined the transactions are made with the intent to commit fraud or constitute waste or
abuse, the cardholder and approving official may face disciplinary actions under Department
Administrative Order (DAO) 202-751, Discipline, and applicable Government-wide administrative
procedures, including suspension and termination of employment.

3.16 FastPay Procedures

The Office of Financial Management (OFM) has authorized the use of FastPay for the payment of
charge card accounts. Servicing finance offices may pay the invoices prior to receipt of
Statements of Account in order to maximize rebates.

3.17 Refund Management

In accordance with Office of Management and Budget (OMB) Circular A-123 Appendix B, proper
management of refunds is critical to ensuring that agencies maintain cost-effective charge card
programs. In order to ensure that the Department is in the best position to maximize sales and
productivity refunds it is important to ensure timely payments and initiate internal controls to
ensure that appropriate purchase card use is maximized.

Unless specific statutory authority exists allowing refunds to be used for other purposes, refunds
must be returned to the appropriation or account from which they were expended, and can be

used for any legitimate purchase by the appropriation or account to which they were returned, or
as otherwise authorized by statute.

END OF SECTION 3
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SECTION 4 - Convenience Checks

4.1 Policy

Convenience checks shall only be used when no other merchant can supply the product or
service or meet delivery, quantity, or quality requirements, and the merchant in question and for
use with merchants that do not accept purchase cards, for emergency incident response, and for
other Department approved purposes that comply with Public Law 104-134, the Debt Collection
Improvement Act of 1996. Convenience checks shall nhot be issued to merchants that accept
the Government Purchase Card.

Convenience checks issued under the Purchase Card Program are subject to all regulations and
restrictions of the purchase card. The training, nomination, account setup and delegation
procedures for the purchase card apply to convenience checks. Convenience check writers shall
use the servicing bank’s electronic access system on-line ordering log, statements and reports.

Convenience checks are not electronic funds transfer compliant, are subject to a cash advance
fee, and have a greater potential for fraud and abuse. Therefore, the use of convenience checks
shall be minimized and should only be issued on a case-by-case basis. Heads of Contracting
Offices shall encourage the use of alternatives to convenience checks as well as other services
provided by the servicing bank.

4.2 Convenience Check Restrictions
Convenience checks shall not be used by individuals to write checks to themselves, or to any
other individual or vendor for any of the following:

» Vendors who accept the purchase card;

= Cash advance or re-imbursement purposes;

» Salary payment or cash awards, or any transaction required to be processed through the
payroll system;

= Employee reimbursements;

= Travel-related expenditures including tickets, meals, lodging and rental or lease of
vehicles;

» Advance payments to vendors;

» Hazardous materials;

» Honorarium fee to a non-U.S. citizen or permanent resident alien not authorized to receive
this payment in accordance with the terms and conditions of their visa;

= On-the-Spot awards; or

* Incentive awards to contractors or contract employees.

4.3 Convenience Checks for Foreign Invitational Travel

Convenience checks may be issued for travel-related tickets (Contiguous United States (CONUS)
and Outside the Contiguous United States (OCONUS)) for expenditures including meals, lodging,
and rental or lease of vehicles for foreign invitational travelers and foreign guest speakers.

In addition to the transaction documentation for convenience checks set forth in section 3.13.2 of

this policy, a copy of the invitational travel order, the request for the advance, a copy of the travel
voucher, and method of repayment (if any) shall be included in the transaction file.
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4.4  Utilizing Convenience Checks
Convenience checks may only be written for the exact amount of the purchase. The Purchase
Card Log must include, at a minimum:

» Check number,

= Merchant name,

= Merchant’s Tax ldentification Number,

= Merchant address,

* |tems purchased,

= Total dollar amount, and

= Reason why a convenience check was used.

Purchase Card Log information may be stored electronically in the servicing bank’s electronic
access system. Cardholders shall maintain a log of the checks issued to them and perform an
inventory monthly to ensure that no checks are missing. Missing checks shall be reported
immediately to the servicing bank. Cardholders shall update the servicing bank’s electronic
access system accordingly.

4.5 Oversight Review of Convenience Checks

Agency program coordinators shall conduct a 100% review of all convenience check transactions
utilizing the servicing bank’s electronic access system. The servicing bank’s automated rules
based data mining system provides electronic monitoring, email notification, and online review
and documentation of questionable convenience check transaction details on a daily basis.
Approving officials and agency program coordinators shall monitor and review online reports and
match questionable transactions to authorization documentation.

Approving officials and agency program coordinators shall monitor the number of checks issued
to merchants on a fiscal year basis to identify merchants with five or more convenience check
transactions and make referrals to the servicing bank for possible charge card acceptance.
Agency program coordinators shall continuously monitor convenience checks using the following
automated online statistical reports and dashboard metrics:

= Total number of individuals authorized to write convenience checks;

=  Total number of convenience checks written;

= Number of checks written over the micro-purchase threshold;

= Number of checks written under the micro-purchase threshold;

=  Number of checks written to the same merchant;

= Ratio of check writers to approving officials;

= Number of cash advances or convenience checks written to “Cash”; and

= Number of checks written for foreign invitational travel and guest speakers.

END OF SECTION 4
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SECTION 5 - Program Oversight and Surveillance

5.1 Management Controls

The purchase card program includes a variety of management controls designed to minimize
purchase card misuse. Agency program coordinators shall ensure that management controls
under their purview are followed and appropriately used to reduce potential card misuse and
abuse.

5.2 Risk Management

The Office of Acquisition Management has established the Purchase Card Risk Management
team to provide program expertise and support to help minimize risk of the purchase card
program. The team shall be comprised of an agency program coordinator representative from
each contracting office and the DOC Purchase Card Program Manager shall serve as
chairperson. The purchase card risk management team shall meet at least quarterly to discuss
recommended improvements to the program.

Agency program coordinators shall take actions to reduce the risk of card fraud, waste, abuse,
and misuse. Approving officials and agency program coordinators can minimize risk by ensuring
that Federal, Departmental and Operating Unit purchase card policies, laws, regulations, and
procedures are followed, and that program effectiveness is monitored on a regular basis.
Appendix F identifies typical purchase card factors that may result in elevated risk, along with
recommended risk reduction methods. Approving officials and agency program coordinators
should regularly assess their card programs to identify additional areas of risk and develop
adequate risk mitigation strategies.

5.3 Reviews, Surveillance and Reporting

Purchase card data and statistics are important tools for managing the program and monitoring
performance. The servicing bank’s automated rules based data mining system provides the
capability to electronically monitor and review cardholder transaction details on a daily basis.
APCs shall use the data mining tool to ensure and maintain the highest level of oversight visibility
over the Department’s purchase card program. The servicing bank provides a variety of reports
to assist agency program coordinators with managing their program. Appendix G provides a list
of standard card management reports available in the servicing bank’s system. Agency program
coordinators shall continuously monitor their programs using the following metrics:

Purchase Card Statistical Reporting Metrics:
= Number of cards;
= Number of cards that are for emergency use only;
= Number of active accounts;
= Number of accounts with convenience checks;
= Percentage of employees that are cardholders;
= Net number of new accounts (new less cancelled);
= Charge card dollars spent; total refunds earned; percentage of potential refunds earned;
= Number of cases reported to the agency Office of Inspector General for possible card
misuse and/or abuse;
= Number of administrative and/or disciplinary actions taken for card misuse;
= Number of approving officials;
= Ratio of approving officials to purchase cardholders (span of control);
= Average number of monthly purchase card transactions reviewed per approving official;
= Number of cardholders with authority up to the micro-purchase threshold;
= Number of cardholders with authority over the micro-purchase threshold;
= Number and dollar amount of purchases up to the micro-purchase threshold;

23



Commerce Acquisition Manual February 2015
1313.301

= Number and dollar amount of purchases over the micro-purchase threshold;

= Number of inactive accounts;

= Number of inactive accounts cancelled; and

= Number of inactive accounts requiring a justification to maintain in an active status.

Convenience Checks Statistical Reporting Metrics:
= Total number of individuals authorized to write convenience checks;
=  Total number of convenience checks written;
= Number of checks written over the micro-purchase threshold;
= Number of checks written under the micro-purchase threshold;
=  Number of checks written to the same merchant;
= Ratio of check writers to approving officials; and
= Number of cash advances or convenience checks written to “Cash”.

5.4  Data Mining

Generally, data mining (sometimes called data or knowledge discovery) is the process of
analyzing data from different perspectives, and categorizing, and summarizing the relationships
into useful management informational reports and graphical displays. APCs may use the
servicing bank’s automated data mining tool to analyze and electronically monitor daily
transactional data to present potentially relevant results to decision makers. The automated data
mining tool serves an essential internal control program function. It improves surveillance by
highlighting selected transactions for APC review.

5.4.1 Merchant Category Code Surveillance

The data mining tool monitors, on a real-time basis, questionable or unauthorized merchant
category codes for potential fraud, waste, abuse and misuse; split disbursements; and purchase
card policy compliance. Figure 5-1 is a list of merchant category codes that are typically
unauthorized for purchase card use:

Figure 5-1 Unauthorized Merchant Category Codes

Questionable or Unauthorized
Merchant Category Codes (MCC)
MCC Description MCC Description
Direct Marketing - Catalog Merchants
3000- (Includes Victoria Secret/Chadwick's of
3299 Airlines 5964 Boston/Lilian Vernon
3351-
3441 Car Rentals 5967 Direct Marketing - On Line Dating Services
3501-
3780 Hotels 5972 | Stamp and Coin Stores
4411 Steamship and Cruise Lines 5977 | Cosmetic Stores
4722 Travel Agencies/Tour Operations 6211 | Security Brokers/Dealers
Hotels/Motels/Resorts (Not Elsewhere

4829 Wire Transfer/Money Orders 7011 | Classified)

7210-
5541 Service Stations 7299 Personal Services

Men's and Boy's Clothing &

5611 Accessory Stores 7338 | Quick Copy, Repro, Blueprint

7829- | Video Tape Rental Stores/Theatrical Ticket
5621 Women's Ready to Wear Stores 7929 | Agencies/Bands/Orchestras

Women's Accessory and Specialty 7932-

5631 Stores 7999 Recreational Establishments

8011- | Doctors/Dentists/Hospitals/Nursing/Chiropract
5641 Children's and Infant's Wear Stores 8099 | ors
5651 Family Clothing Store 8111 Legal Services/Attorneys
5681 Furriers and Fur Shops 8351 | Child Care Services
5719 Miscellaneous Home Furnishings 8398 | Charitable Organizations
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5811-
5814 Restaurants/Bars/Caterers/Fast Food 8651 Political Organizations
5921 Package Liquor Stores 8661 Religious Organizations
Used Merchandise/Secondhand
5931 Stores 8699 Membership Organizations
5932 Antique Shops 8999 Professional Services
Court Costs (Includes Alimony & Child
5933 Pawn Shops 9211 | Support)
5944 Jewelry Stores 9222 Fines
9223 Bail and Bond Payments

5.5 Fraud Waste Abuse and Misuse

Employees are required to report all instances of suspected fraud, waste, abuse, and misuse.
Intentional or unintentional violations of the policies and procedures for purchase card or
convenience check usage is considered misuse. Fraud is a criminal form of misuse involving
willful deceit, misrepresentation of facts, or other practices designed to harm or deprive another of
his or her rights, usually involving deception for personal gain. The distinction between fraud,
waste, abuse and misuse is dependent upon the facts of each case.

All participants in the purchase card program are responsible for preventing fraud and the
conditions that lead to fraud. Fraud often occurs when two or more individuals collude to
circumvent the management controls in place to prevent fraudulent practices. Collusion may
occur between merchants and cardholders, cardholders and approving officials, or between
purchase card program participants and other employees.

5.5.1 Indicators of Fraud Waste Abuse and Misuse
Suspected purchase card fraud, waste, abuse and misuse often have the same or similar
indicators. A determination of whether the misuse is fraudulent may only be possible after a
thorough investigation. Therefore, all suspected cases must be reported. Agency program
coordinators shall review bank purchase card data and reports on a regular basis to identify and
investigate possible instances of fraud, waste, abuse and misuse. The following are examples of
potential indicators of fraud, waste, abuse and misuse:
= Repetitive purchases from the same merchant in situations where the cardholder should
be rotating purchases among more than one merchant;
= Missing purchase documentation;
= Cardholders or approving officials who allow others to use the card;
= Failure to safeguard purchase cards, convenience checks, or account information;
= Lack of oversight and surveillance;
= Unauthorized purchases;
= Payments made for items that were never received;
= Split purchases made to avoid spending limits;
= Failure to account for nonexpendable or sensitive items per property management
procedures;
= Approval of cardholder purchases by someone other than the approving official,
= Cardholders returning items to a merchant for a store credit instead of a credit to their
purchase card account;
= Attempted purchases that exceed the cardholder’s limits;
» Purchases that have been declined by the card system; and
» Cash advances or convenience checks written to “Cash”.

5.5.2 Reporting Suspected Fraud Waste Abuse and Misuse

Employees are responsible for reporting cases of suspected fraud, waste, abuse and misuse of
the purchase card or convenience checks. Employees who suspect a cardholder of fraud, waste,
abuse and misuse must immediately notify the approving official and the agency program
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coordinator. Agency program coordinators, upon learning of suspected fraud, waste, abuse and
misuse shall notify the Office of Inspector General, the Head of Contracting Office, the servicing
bank, and their supervisory chain. Immediate actions shall be taken to ensure that all instances of
suspected fraud, waste, abuse and misuse are promptly reported and investigated.

APCs may use the case management tool in the servicing bank’s electronic access system to
report, and track suspected fraud, waste, abuse and misuse cases to ensure accurate Office of
Management and Budget quarterly reporting. The OIG may use the case management tool when
conducting purchase card audits and fraud investigations.

5.5.3 Potential Consequences for Purchase Card Fraud Waste Abuse or Misuse
Violations of purchase card laws, regulations, policies and guidance may result in immediate
suspension of the card and disciplinary action against the cardholder, approving official, or both.
The range of disciplinary actions, which may vary with the severity of the infraction, will be applied
in accordance with DOC employee relations, legal, and management guidelines.

Intentional misuse of the card will be considered an attempt to commit fraud against the U.S.
Government, and in addition to the disciplinary actions, the individual may be subject to a fine of
not more than $10,000, or imprisonment for not more than 5 years, or both under 18 U.S.C. 287.

Cardholders who intentionally misuse their cards may be held personally liable to the Government
for the amount of any unauthorized transactions, plus interest and debt collection fees. Approving
officials or others who collude with cardholders to misuse the card or to commit fraud, or who use
their position or authority to cause misuse of the card, may also be subject to the disciplinary and
criminal actions above.

Figure 5-2 lists potential consequences and penalties for fraud, waste, abuse and misuse of the
purchase card. Agency program coordinators shall use the table as a guide for disciplinary
measures, coordinating with the Office of Inspector General, Office of General Counsel, Office of
Human Resources Management, and the employee’s supervisory chain as appropriate.

Figure 5-2 Consequences for Purchase Card Misuse and Abuse

Consequences for Purchase Card Fraud Waste Abuse and Misuse

Infraction Potential Consequences for Infraction
Fraud, Waste, and Abuse = Card cancellation
Intentional use of the purchase card for unauthorized = Termination of employment
purchases or the approval of unauthorized transactions .

Fines and/or imprisonment

= Salary offset to collect full cost of unauthorized
purchases including administrative expenses

False Statements = Card cancellation
False statements on purchase card records by = Reprimand
cardholders and AO’s
Personal Misuse = Counseling
Unintentional use of the purchase card for unauthorized = Cardholder payment to DOC required to cover full
purchases cost of unauthorized purchases and possible
administrative expenses
Card Transfers = Counseling
Transfer of purchase card to any person other than the = Card suspension
cardholder = Card cancellation
Failure to Maintain Card Security = Counseling
Failure to safeguard physical location of the card and = Card suspension
card account information = Card cancellation

END OF SECTION 5
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SECTION 6 -Program Review and Reporting

6.1 Program Reviews and Reports

Heads of Contracting Offices shall follow procedures outlined in this policy to conduct
their reviews. Reviews shall be conducted monthly and quarterly to ensure that
cardholders and approving officials adhere to applicable requirements. The primary
objectives of the reviews are to assess:

= Compliance with laws, regulations and the Department’s purchase card policy;

= Efficiency of operations; and

= Adequacy of internal or management controls to help prevent fraud, waste and
abuse.

6.1.1 Monthly/Quarterly Reviews and Reports

At the end of each billing cycle for the previous month, Heads of Contracting Office shall
report on the status of the following purchase card elements: cardholder single purchase
limits; convenience check transactions (100% review); third party vendor transactions (a
minimum of 1% review); transactions where sales tax appears to be applied; and any
transaction that has been identified as suspicious or unusual.

All monthly reports are due on the 20™ of each month. If the 20" falls on a weekend, the
report is due the following Monday (The month prior report is due the 20™ of the
following month — i.e. October report due November 20™). Monthly reports shall be
completed using the reporting template found in Appendix H and uploaded in the Office
of Management and Budget's (OMB) Max portal.

6.1.2 Quarterly Reports
Heads of Contracting Offices shall review the purchase card program quarterly.
The following steps shall be adhered in conducting quarterly program reviews:

= OAM shall use the servicing bank’s electronic tool to generate a random sample
of cardholder and approving official’s transactions. This sample will be provided
to APCs for quarterly review.

= APCs shall notify the program office of upcoming reviews and discuss the review
objectives and methods to be used.

= The Purchase Card Management Review Checklist shall be completed by the
agency program coordinator and approved by the Head of Contracting Office.
The Purchase Card Management Review Checklist (Appendix J) documents the
initial review of approving officials’ and cardholders’ transactions and records to
determine compliance with procurement buying policies, regulations and
procedures.

= Interviews shall be held with approving officials and cardholders to discuss how
the purchase card program is working.

= APCs shall notify program offices of review findings and address strengths,
weaknesses and recommendations for improvement.
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=  Summary of findings shall be completed by the agency program coordinator and
approved by the Head of Contracting Office. Upon completion of all review
checklists and interviews, the agency program coordinator shall complete the
Purchase Card Management Review Summary and Report (Appendix K and
Appendix L) for the Head of Contracting Office’s review and approval. The report
documents strengths, weaknesses and areas of non-compliance identified in the
checklists. The report must summarize any areas of concern or problems found
during any aspect of the review and discuss what steps shall be taken to correct
them. Specific examples should be cited whenever possible.

» The Head of Contracting Office may use the Purchase Card Management
Review Summary and Report to discuss issues not addressed on the checklists,
interviews or review of records, such as whether the card provider and the
merchants are providing acceptable customer service.

6.2 Office of Acquisition Management Reviews
The Office of Acquisition Management may perform additional reviews (including on-site
reviews), as necessatry.

6.3 Annual Charge Card Program Report

The DOC Purchase Card Program Manager is required to review the Department’s
Purchase Card Program annually following the close of each fiscal year and prepare a
report. The report should include:

= Review, analysis, and recommendations for implementing innovative charge card
management solutions and workflow processes to:

» |Improve management internal control over the purchase card program;
= Strengthen oversight;

= Streamline purchase card management processes; and

= Demonstrate program trends.

END OF SECTION 6
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APPENDIX A — DEFINITIONS

Abuse — Use of a Government charge card or convenience check to buy authorized
items, but at terms (e.g. price, quantity) that are excessive, or are for a questionable
Government need or both.

Accountable Personal Property — Accountable personal property includes a property
purchased, leased (capital leases), or otherwise obtained having a unit acquisition cost
of $5,000 or more; land, regardless of cost; and items that are sensitive, including to but
not limited to pilfer-able items.

Agency Program Coordinator - An individual who serves as the focal point for
purchase card administration including establishing and maintaining accounts, and
issuance and destruction of cards.

Anti-Deficiency Act — Federal statute that prohibits the purchase of goods or services
for which funds are unavailable or have not been appropriated.

Approving Official — An individual responsible for oversight and monitoring of one or
more designated cardholder’'s compliance with established regulations and procedures.

Bank (or Cardholder) Statement — The official monthly statement provided by the
servicing bank to cardholders. The bank statement identifies all of the cardholder’s
purchase card transactions during the billing cycle.

Business Line — A group of charge card activities with common functional
characteristics (i.e., Purchase, Travel, and Fleet).

Cardholder — An individual to whom a card is issued to buy goods and services in
support of official Government business.

Cardholder Account — An account established for an authorized employee against
which official Government charges can be made.

Cardholder Reconciliation — The process by which the cardholder and the approving
official reviews the monthly bank statements and reconciles against available supplier
receipts and purchase card ordering logs.

Charge Card — A plastic card, issued to an individual or an entity, with an underlying
account that is used for making purchases or payments. A charge card is similar to a
credit card, except that generally the balance must be paid in full upon receipt of the
statement.

Commerce Bankcard Center (CBC) — Located in Kansas City, Missouri, the CBC
provides primary support for the operation and administration of the DOC Purchase Card
Program.

Commerce Purchase Card System (CPCS) — The Department of Commerce financial
system used for reconciliation and payment of purchase card transitions.
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Construction — means construction, alteration or repair (including dredging, excavating,
and painting) of buildings, structures, or other real property. For purposes of this
definition, the terms “buildings, structures, or other real property” include, but are not
limited to, improvements of all types, such as bridges, dams, plans, highways, parkways,
streets, subways, tunnels, sewers, mains, power lines, cemeteries, pumping stations,
railways, airport facilities, terminals, docks, piers, wharves, ways, lighthouses, buoys,
jetties, breakwaters, levees, canals, and channels. Construction does not include the
manufacture, production, furnishing, construction, alteration, repair, processing, or
assembling of vessels, aircraft, or other kinds of personal property (except that for use in
FAR Subpart 22.5, see definition at FAR 22.502).

Construction, alteration, or repair means all types of work done by laborers and
mechanics employed by the construction contractor or construction subcontractor on a
particular building or site of work. This includes altering, remodeling, installations (if
appropriate) on the site of work of items fabricated off-site; painting and decorating;
manufacturing or furnishing materials, articles, supplies, or equipment on the site of
work; transportation of materials and supplies between the site of work, and a facility
which is dedicated to the construction of the building or work and is deemed part of the
site of work; and transportation of portions of the building or work between a secondary
site where a significant portion of the building or work is constructed, which is part of the
site of work, and the physical place or places where the building or work will remain
(FAR Subpart 22.4).

Continuity of Operations Planning (COOP) — COOP is the effort within departments
and agencies to ensure the continued performance of minimum essential functions
during a wide range of potential emergencies.

Contracting Officer — Individuals delegated authority by the Senior Bureau
Procurement Official to enter into, administer, and/or terminate contracts and to make
related determinations and findings.

Convenience Check — A check that may be written on an approved cardholder’s
purchase card account, within established single purchase limits.

Convenience Check Log — A listing which includes, at a minimum, the convenience
check number, the merchant’'s name, the merchant’s Tax Identification Number (TIN) a
or Employer Identification Number (EIN), merchant address, items purchased, total
dollar amount and the reason why a convenience check was used.

Customer - Individual responsible for defining the requirement, submitting a purchase
request with available funds, and completing required approvals.

Cycle Limit — The spending limit imposed on a cardholder’s cumulative purchases in a
given cycle.

Delegation of Procurement Authority Memorandum — A memorandum that
recognizes the purchase card holder as a procurement official, grants authorization to
spend Government funds, and establishes the level of purchase authority.

Declined Transaction — A transaction for which authorization has been refused by the
purchase card issuing bank’s transaction authorization system.
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Designated Billing Office — The payment office within a Federal agency that receives
the "official invoice," which is a consolidated report listing all cardholder charges for the
area the office serves. Treasury Financial Manual, Sect. 4520 Definition of Terms.

Electronic Access System (EAS) — The servicing bank’s Internet-based system which
provides a variety of reports which assist in the effective management of the Purchase
Card Program.

Electronic Commerce — The integration of electronic-based systems to support
common business processes. For example, the purchase card contractor will provide
invoices electronically to Federal agency designated billing offices and accept payments
electronically from Federal Government payment centers, and will provide electronic
access to account data and reports (Treasury Financial Manual, Sect. 4520 Definition of
Terms).

Environmental “Green” Purchasing — The acquisition of supplies and services that
promotes energy and water efficiency, advances the use of renewable energy products,
and helps foster markets for emerging technologies.

Federal Acquisition Regulation (FAR) — The regulation for use by federal executive
agencies for acquisition of supplies and services with appropriated funds, as set forth in
48 CFR § 1-52.

Fraud — Any act of corruption or attempt to cheat the Government or corrupt the
Government’s agents, including but not limited to, the use of Government charge cards
to transact business that is not sanctioned, not authorized, not in one’s official
Government capacity, not for the purpose for which the card was issued, or not as part
of official Government business.

GSA SmartPay® — The Federal Government's charge card program that provides
Federal Government cardholders a means to pay for commercial goods and services,
travel and travel-related expenses, and vehicle fleet expenses.

Head of Contracting Office (HCO) - Individual designated by the Senior Bureau
Procurement Official to head the contracting offices within each operating unit that has
designated contracting authority to award and administer contracts to the full limit of the
Department’s contracting authority.

Improper Purchase — Purchase card transactions that are intended for Government use
but are not permitted by law, regulation, or organizational policy.

Internal Controls for the Purchase Card Program — Measures taken to ensure
program integrity, safeguarding of account information, and program effectiveness.
Internal controls consist of the policies, procedures, training, organization, and
surveillance governing the purchase card program.

Merchant Category Code (MCC) — A four-digit code used to identify the type of
business a merchant conducts (e.g., gas stations, restaurants, airlines).
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Micro-Purchase — As defined in FAR 2.101, an acquisition of supplies or services, using
simplified acquisition procedures, the aggregate amount of which does not exceed the
micro-purchase threshold.

Micro-Purchase Threshold — As defined in FAR 2.101 is an aggregate amount which
does not exceed $3,000, except in the case of construction subject to the Davis Bacon
Act, the limit is $2,000, and for acquisitions of services subject to the Service Contract
Act, the limit is $2,500.

Misuse — Use of a federal charge card or convenience check by an authorized user for
other than the official Government purpose(s) for which it is intended. Purchase card
misuse can invoke DOC disciplinary action.

Operating Units — The following entities are considered operating units, as defined in
Department Organization Order (DOO) 1-1 and in the Orders establishing the respective
operating unit: Bureau of Economic Analysis (BEA), Bureau of Industry and Security
(BIS), Bureau of Census (Census), Economic Development Administration (EDA),
Economic and Statistics Administration (ESA), International Trade Administration (ITA),
Minority Business Development Agency (MBDA), National Institute of Standards &
Technology (NIST), National Oceanic & Atmospheric Administration (NOAA), National
Telecommunications & Information Administration (NTIA), National Technical
Information Services (NTIS), Patent and Trademark Office (PTO), and the Office of the
Secretary.

Purchase Card Ordering Log — A manual or automated log in which the cardholder
documents the individual transactions and screening for mandatory sources of supply,
consideration regarding “green” purchasing, and any required Section 508
documentation when using the purchase card or associated convenience checks.

Required Sources of Supplies and Services — The priority of sources for procuring
supplies and services as listed in the Federal Acquisition Register (FAR) 8.002, 8.003,
and 8.004.

Retention of Documents — The storing of supporting documentation for purchase card
transactions below the micro-purchase threshold for a period of 3 years in accordance
with FAR 4.805 and GAO-08-368R. Transactions above the micro-purchase threshold
shall be maintained for a period of 6 years and 3 months in accordance with FAR 4.805.

Section 508 of the Rehabilitation Act — Section 508 of the Rehabilitation Act of 1973
requires that Federal departments and agencies procure electronic and information
technology in such a manner as to allow Federal employees with disabilities to have
access to and use of information and data that is comparable to the access to and use of
information and data by other Federal employees.

Senior Bureau Procurement Official (BPO) — The senior career procurement official
within each operating unit that has been delegated contracting authority.

Senior Procurement Executive (SPE) — The official appointed pursuant to Executive
Order 12931 and the Services Acquisition Reform Act of 2003 to carry out the
responsibilities identified in both Executive Order and the Services Acquisition Reform
Act. Pursuant to DOO 20-26, Director for Acquisition Management, the Director of
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Acquisition Management is the Senior Procurement Executive for the Department of
Commerce.

Servicing Bank — The financial institution and its associations, responsible for issuing
DOC purchase cards as the result of a task order against the active GSA SmartPay® 2
Master Contract is JP Morgan Chase Bank and MasterCard association.

Separation of Duties — A mandatory management control to prevent key functions from
being done by the same person. Important duties, such as making purchases,
authorizing payments, certifying funding and reviewing/auditing will be assigned to
different individuals to minimize the risk of loss to the Government to the greatest
possible extent.

Simplified Acquisition — An acquisition of supplies or services conducted in
accordance with the procedures of FAR Part 13. The Simplified Acquisition Threshold is
currently $150,000.

Single Purchase Limit (Dollars per Transaction Limit) — The dollar limit imposed on a
cardholder’s single purchase or payment transaction.

Split Purchase — Separating a requirement that exceeds a cardholder’s single purchase
limit or threshold into two or more buys to the same vendor as a means of circumventing
the cardholder’s purchase limit.

Statement of Account — Official document of all transactions (debits and credits) at the
cardholder level posted during the billing cycle. The statement of account is not the
official invoice.

Strategic Sourcing — The process of continually analyzing the way funds are spent in
order to ensure DOC is making efficient and effective purchases by: leveraging sourcing
power by seeking opportunities to achieve discounts on commonly purchased goods and
services; and applying discounts to all charge card transactions, as appropriate.

Third Party Processor — A third party processor is a company that can accept credit
card payments over the internet on behalf of an individual or another merchant (i.e.,
PayPal).

Warranted Contracting Officer — See Contracting Officer definition.

Waste — Any activity taken with respect to a Government charge card that fosters, or
results in, unnecessary costs or other program inefficiencies.
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APPENDIX B — SAMPLE NOMINATION MEMORANDUM

Date:

MEMORANDUM FOR:

Agency Program Coordinator

THROUGH:
[Approving Official, if Cardholder Nominee]
FROM:
[Supervisor of Nominee]
SUBJECT: Nomination of Government-wide Purchase Card [Holder or

Approving Official]

[Name of Nominee] is hereby nominated for a [Government-wide purchase card or
Approving Official authority] in accordance with Commerce Acquisition Manual (CAM)
1313.301. [Name of Nominee] is a current, permanent full-time Department of
Commerce employee and has demonstrated that he/she is responsible and possesses
the required business acumen to be entrusted with the responsibilities of a Government-
wide purchase card.

[Provide justification explaining the need for the cardholder or AO including whether the
new cardholder or AO will have emergency response or COOP responsibilities.]

[Name of Nominee] has completed all required training as outlined in CAM 1313.301 and
copies of training certificates are attached. Relevant information for this nomination is as
follows:

Name of Nominee:

Office Telephone Number:

Office Fax Number:
E-Mail Address:
Mailing Address:

Single Limit: (for cardholder nominee only)

30-Day/Cycle Limit:

Line of Accounting (ACCS Codes)

Number of cardholders, including this nominee, under Approving Official’s authority:
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APPENDIX C — SAMPLE DELEGATIONS OF AUTHORITY
MEMORANDA

Agency Organization Program Coordinator (APC)
Delegation of Authority Memorandum

MEMORANDUM FOR:

Agency Program Coordinator

FROM: :
Head of Contracting Office

SUBJECT: Delegation of Procurement Authority for Agency Program
Coordinator

In accordance with the Commerce Acquisition Manual (CAM) 1313.301, you are hereby
appointed as Agency Program Coordinator under the Department of Commerce’s
Purchase Card Program for (insert Operating Unit.). Under this
appointment, you are hereby delegated authority to manage the day-to-day operations
for the Purchase Card Program under the GSA SmartPay® Program.

As an Agency Program Coordinator (APC), you shall not perform the duties and
responsibilities of a cardholder, convenience check writer, or Approving Official.

As APC, your responsibilities include, but are not limited to, the following:

= Analyze, research, resolve and provide responses to incoming questions and
issues.

= Establish, manage, suspend, and/or terminate accounts.

= Manage Merchant Category Codes (MCC). Perform oversight functions,
including review of MCCs notifying the HCO of questionable transactions
identified.

= Provide training and guidance to all Operating Unit Approving Officials and
cardholders, as well as maintaining records on completed training.

= Assist with developing Operating Unit-specific purchase card training. The
training shall be unique to specific programs and not conflict with the GSA
SmartPay®2 Master Contract or CAM 1313.301.

= Perform oversight activity of the Government Purchase Card. Conduct annual
review/audit of Approving Official and cardholder records for adherence to the
policies and guidance set forth in the FAR, CAR, CAM and Operating Unit-
specific policy.

= Report suspected fraud, waste and abuse to the HCO and OIG. Procedures for
submitting reports to the OIG shall be in accordance with DOC DAO 207-10
“Inspector General Investigation.”

= Request deviations to the Government Purchase Card policies in the CAM, as
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" necessary.

= Terminate or suspend accounts at the request of the HCO when suspected fraud
and/or abuse are apparent. Recommend the termination of the Delegation of
Procurement Authority or Approving Official appointment.

= Upon the approval of the HCO, authorize increases to 30-day spending limit.
The HCO shall issue an amended Delegation of Authority memorandum and
provide a copy to the APC and the AO.

The delegation may be terminated at any time by written notice by the HCO or Senior
Bureau Procurement Official.

APC SIGNATURE/DATE

[Your signature indicates that you have read, understand and agree to comply with your
APC role and responsibilities. Please sign, date and return the original to your Head of
Contracting Office. Retain one copy for your file and provide one copy to the Level 1
APC.]
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Purchase Cardholder Delegation of Authority Memorandum

MEMORANDUM FOR:

Cardholder
FROM:
Head of Contracting Office
SUBJECT: Delegation of Procurement Authority for use of the

Government-wide Purchase Card

In accordance with Federal Acquisition Regulation (FAR) Subpart 1.6 and Commerce
Acquisition Manual 1313.301, you are hereby appointed as a cardholder under the
Department of Commerce’s Purchase Card Program. Under this appointment, you are
hereby delegated authority to make official purchases for your organization using the
Government-wide Purchase Card under the GSA SmartPay® Program at the limitations
established below:

Single Purchase Limit:

o Micro-purchase Threshold ($3,000 except for the acquisition of
construction subject to the Davis Bacon Act, the limit is $2,000, and the
acquisition of services subject to the Service Contract Act, the limit is
$2,500 or

o$ for purchase of all products, and for services not subject
to the Service Contract Act [Amount not to exceed $3,000]

o$ for purchase of construction [Amount not to exceed
$2,000]

o Delegated authority to issue Convenience Checks for official purchases
Monthly (Billing Cycle) Purchase Limit: $

o Additional restrictions, limits, or conditions on card use as specified below:
[List any additional restrictions on card use here]

Emergency Use Cards:

o Employee has been designated as “emergency employees” or
“mission-critical emergency employees” under an emergency response
plan or continuity of operations plan and requires an emergency use card.

Your Delegation of Purchase Card authority is governed by the FAR, CAR, Commerce
Acquisition Manual (CAM) 1313.301, Department of Commerce Purchase Card Program
and any Operating Unit Polices and or Guidance. Your Statement of Account with
supporting documentation shall be reviewed by your Approving Official on a monthly
basis.
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The Approving Official who will review and approve all purchases made under this
delegation is:

= Approving Official [Name, Address, Phone, E-mail]

Your Agency/Organization Program Coordinator (APC) is:
= Agency Program Coordinator [Name, Address, Phone, E-mail]

With this Delegation you assume a unique role as the Government’s authorized agent to
obligate Government funds. Your role as the cardholder is to use the purchase card to
buy goods and services for Government use. You hold the primary responsibility for the
proper use of the purchase card. This is a substantial responsibility that must be
exercised with fairness, reasonableness and good business judgment. The fact that your
office has requested this authority for you is a clear statement of the trust that the
Department of Commerce has placed in you. Your responsibilities as a cardholder are
to:

Read and follow the Commerce Acquisition Manual (CAM) 1313.301, Department of
Commerce Purchase Card Procedures and any Operating Unit Polices and or Guidance.

Secure the card.

Maintain a purchase card ordering log.

Use the card only to make informed buys of approved goods and services.
Ensure availability of funds before purchase.

Ensure that the total amount of the transaction, including packaging, shipping,
etc., does not exceed the single purchase limit or the amount of funds available
for the transaction.

» Reconcile and document transactions.

= Use the card ethically.

You are the Government’s legal agent for each purchase made with the purchase card.

You are legally responsible and accountable for each transaction. You must comply with
all applicable regulations and procedures set forth in CAM 1313.301 and any Operating

Unit Polices and or Guidance.

This delegation of purchasing authority is limited and is not subject to re-delegation by
you. The delegation may be terminated at any time by written notice from the Agency
Program Coordinator, the Head of Contracting Office, the Director, Office of Acquisition
Management, or by the Office of the Procurement Executive.

| further certify that I:

= will only use the card and/or convenience checks for official purchases, within the
dollar limitations designated for my card, and only when sufficient funds are
available
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= will only purchase authorized products or services, and will seek guidance from
the APC before making a purchase in any case where doubt exists as to the
legitimacy of a purchase

= will protect the card and/or convenience checks from unauthorized use, and will
immediately report the loss or theft of the card/checks in accordance with DOC
procedures

= will surrender the card and/or convenience checks upon termination of
employment and or elimination of purchasing responsibilities at any time upon
the request of the APC

= will comply with all audit requests in a timely manner

= understand that willful misuse of the card and/or convenience checks may result
in immediate cancellation of the card/checks and disciplinary action against me

= will not transfer or authorize my purchase card to be used by any person

RECEIPT ACKNOWLEDGED (Signature): DATE:

Approving Official’s Certification

| certify that I

= will examine all cardholder documentation related to card and/or convenience
check transactions to ensure that purchases are based on a bona fide need

= will resolve any questionable purchases with the cardholder and document
records showing questioned transaction, investigation conducted and
resolution of that investigation including disciplinary action taken or referral to
the OIG

= will ensure that the cardholder’s purchase transactions are properly
reconciled with the servicing bank’s statement of account

= willimmediately notify my APC of any suspected cases of misuse or fraud

Approving Official Signature: DATE:
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Approving Official (AO) Delegation of Authority Memorandum

MEMORANDUM FOR:

Approving Official

FROM: ;
Head of Contracting Office

SUBJECT: Delegation of Procurement Authority for Approving Official

In accordance with Commerce Acquisition Manual (CAM) 1313.301, you are hereby
appointed as an Approving Official (AO) under the Department of Commerce’s Purchase
Card Program for (insert Operating Unit.). Under this appointment, you
are hereby delegated authority to ensure that cardholder transactions are appropriate
and authorized under the GSA SmartPay® Program for official Government business.

As Approving Official your responsibilities include, but are not limited to, the following:

= Review and approve cardholder transactions for appropriate documentation to
ensure purchases made by cardholders under your purview are accurate and for
official Government business;

= Review and approve cardholder purchase card transactions;

= Report changes in cardholder status and administrative changes to cardholder
accounts;

» Reconciling and certifying monthly statements in the absence of the cardholder;

= Ensure cardholders are current with all program training requirements and
maintain copies of cardholder training certificates;

» Resolve questionable transactions with the cardholder;

» Ensure cardholders reconcile transactions and statements within the
reconciliation timeframe and maintain reconciliation files; and

= Report suspected waste, fraud or abuse of purchase cards to the APCs and the
Office of the Inspector General.

The delegation may be terminated at any time by written notice by the HCO or Senior
Bureau Procurement Official.

Approving Official Signature Date

[Your signature indicates that you have read, understand and agree to comply with your
Approving Official role and responsibilities. Please sign, date and return the original to
your Head of Contracting Office. Retain one copy for your file.
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APPENDIX D - STATUS OF INACTIVE PURCHASE CARD
Status of Inactive Purchase Card

Date:

MEMORANDUM FOR:
Approving Official

FROM:

Agency Program Coordinator

SUBJECT: Purchase Card ending in . Cardholder:

A recent review of purchase card activity indicates that the subject card may be inactive
based on the following:

= Card had no activity during the past 18 months

» Card had transactions totaling $ from to
Please review the subject card and complete, date, and sign this form and return it to
your APC by . Failure to complete this form will result in cancellation of the
card.

Approving Official Determination
I have reviewed this purchase card and have determined the following:
= Card is no longer needed and should be canceled for the following reason:
= Cardholder has transferred to another office or has left the organization
= Cardholder no longer wants to retain the card
= There are no requirements to justify need for a card
= Requirements are being satisfied by another cardholder or through other means
= Other (explain)
= Card is still required for the following reason:

= Card is to be used for emergencies. The cardholder has been designated as an
“‘emergency employee” or a “mission-critical emergency employee” under an
emergency response plan or continuity of operations plan (COOP).

= Office requirements exist but demand patterns are highly variable. Estimated
useis $ during the next 6 months. Indicate the major types of
products or services that are anticipated to be ordered during the next 6 months.

= Other (explain)
Approving Official:

Signature: Date :
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APPENDIX E — SECTION 508 COMPLIANCE CHECKLIST

Requisitioner Requisition Number

Program Office Sec 508 Coordinator Review

Product Description

Pre-Award Action for EIT Procurements
Check all appropriate boxes.

Exemptions to Section 508

Back-Office (i.e. comm. Closets type-equipment)

Acquired Incidental to the Contract (e.g. is not part of the deliverables of the contract
Commercial Non-Availability

Fundamental Alteration (e.g. adding a large display on a pager or palm pilot)

Subparts and Categories for Section 508 Compliance

Subpart B — Technical categories of standards (may include more than one)
Software applications and operating systems (36 CFR Part 1194.23)
Web-based internet and intranet information and application (36 CFR Part 1194.22)
Telecommunication products (36 CFR Part 1194.23)
Video and multi-media products (36 CFR Part 1194.24)
Self-contained, closed products (36CFR Part 1194.25)
Desktop and portable computers (36 CFR Part 1194.26)

Subpart C — Functional performance criteria (only when Subpart B does not apply)
Subpart D — Information, Documentation, and support Documentation requirements

Market Analysis for Section 508 Compliance
Products available, but they do not meet any of the appropriate standards ]
Product(s) compliant
Limited product availability (one product meets more 508 standards than others)
[ ]

(Attach analysis)
Only one product meets functional specifications (attach justification)

Requisitoner Date

Approving Official Date
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APPENDIX F = PURCHASE CARD RISK FACTORS
Purchase Card Risk Factors
Recommended Risk Reduction
Risk Factor Description Methods

General risk of
fraud, waste,
abuse and misuse

Ensure that the
environment is not
conducive to purchase
card fraud, waste,
abuse, and misuse.

Conduct regular surveillance and
annual reviews of all AOs and
cardholders. Ensure that all violations
are promptly identified and that
corrective and/or disciplinary actions
are taken.

Publicize serious violations and the
actions taken in response.

Ensure that separation of duties exist
so that an individual is not performing
two or more purchase card functions
for a transaction (cardholder and AO,
AO and billing official, independent
receipt and acceptance, etc.)

Ensure that cardholders and AOs
receive all necessary training and
refresher training commensurate with
their purchase limits.

APCs and AOs shall ensure that
appropriate authorities are requested
and that no transactions using
emergency authorities are utilized
until specific delegation of that
authority has been given by the
CFO/ASA and communicated to the
Operating Unit(s) by OAM.
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Purchase Card Risk Factors
Recommended Risk Reduction
Risk Factor Description Methods
Newly appointed Newly appointed AOs Perform a limited review of all new
AOs and and cardholders have AOs and cardholders within 90 days

cardholders

less experience with
the purchase card
program’s policies and
procedures and may
therefore have a higher
risk of errors or misuse.

of their appointment to identify
procedural errors or misuse.

Purchase card
accounts that have
few or no
merchant category
restrictions

Card accounts with few
merchant category
restrictions provide
more flexibility for
cardholders but may
increase the risk of
unauthorized
purchases.

Based on the types of products and
services the card is being used to
purchase, consider adding merchant
category code restrictions to the
account.

Review cardholder transactions for
suspicious purchases and follow up
as necessary.

Conduct periodic spot checks to
ensure compliance.

Purchase card
accounts with
many transactions
at or near the
cardholder’s single
purchase limit

This could be an
indicator that
purchases are being
split in order to bring
them under the
cardholder’s limit.

Review cardholder transactions for
suspicious purchases and follow up
as necessary.

Purchase card
accounts where
the individual
transaction
amounts are
significantly below
the cardholder’s
single purchase
limit

This could indicate that
the cardholder has
greater purchase
authority than they
require for their typical
purchases.

Consider reducing the cardholder’s
purchase limit consistent with their
purchase needs.

When establishing new card
accounts, ensure that single purchase
limits reflect actual needs rather than
automatically defaulting to the micro-
purchase limit.

Inactive cards
(except for
emergency cards
issued under
COOP)

Cards with little or no
activity over a 18
month period are
considered inactive.
Cards that are issued
solely as a backup card
for another cardholder
are prohibited.

Conduct review of inactive cards
semi-annually and cancel cards that
are no longer required.

Cardholders cannot have an AO who
is organizationally below them (e.g.,
AO cannot oversee a cardholder who
is the AQ’s supervisor).
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Purchase Card Risk Factors

Risk Factor

Description

Recommended Risk Reduction
Methods

Purchase card
transactions during
emergencies or
other
contingencies

Purchase card
transactions occurring
during emergencies
(natural disasters,
biological, radiological,
chemical, health-
related, etc.) pose a
higher risk.

Use servicing bank’s data mining tool
to separate, track, and identify all card
purchases in support of emergency
operations for anticipated reporting
requirements to Congress, GAO, IG,
etc.

Ensure AOs and cardholders are
advised of any changes to purchase
card procedures or changes to
authority levels as a result of the
emergency.

Conduct spot checks during the
emergency for compliance, and post-
event reviews of transactions.
Ensure AOs and cardholders are
promptly alerted when the emergency
is over and any special emergency
procedures or authorities revert to
normal.

AOs with a span of
control of seven or
more cardholders

As an AQO’s span of
control and monthly
transaction review
increases, the risk of
failure to identify
improper purchase

transactions increases.

If problems due to workload are
identified during the annual review,
consider reducing the span of control
by training and appointing additional
AOs as necessary.

Conduct more frequent spot checks or
surveillance of AOs with spans of
control of seven or more.

APCs with a span
of control greater
than 350 AOs and
cardholders

APCs with more than
350 AOs and
cardholders assigned
to them may find it
difficult to adequately
carry out their program
oversight role
effectively, thereby
increasing risk.

HCOs should monitor APC spans of
control and establish additional APCs
as warranted.

APCs should review the agency
oversight and surveillance process
and risk reduction approach for
adequacy, and recommend any
needed improvements.

AOs or
cardholders that
have had previous
instances of
misuse

AOs and cardholders
that have violated
procedures in the past
may have a higher risk
of future violations

Increase surveillance and spot checks
to ensure compliance.

Cancel cards for cardholder repeat
offenders, or train and assign new
AOs for repeat AO violations.
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Purchase Card Risk Factors

Risk Factor

Description

Recommended Risk Reduction
Methods

Convenience
check users

Convenience checks
pose a greater risk of
misuse because they
have fewer controls
over their use.

Conduct more frequent spot checks
for convenience check users.

Ensure that convenience checks are
adequately safeguarded and
transactions are properly logged and
identified.

Review convenience check usage and
cancel checks for users that no longer
require them.

Cardholders who
are a higher grade
than their AO

This situation is
discouraged, and AOs
should be at an
equivalent or higher
grade level. However,
when organizational
circumstances prevent
this, there is a higher
risk that the cardholder
may exert undue
influence over the AO’s
actions due to the
disparity in grade or
position.

Increased surveillance of cardholder
transactions.

Conduct spot checks of AOs and
cardholders to ensure compliance
with policies and procedures.
Immediately suspend card if abuse or
misuse in observed. Report abuse or
misuse to the IG.

Cardholders who
are physically or
geographically
removed from an
office environment

Cardholders whose
duties require them to
be “on the road” or to
operate outside of a
typical work

Increased surveillance of cardholder’s
transactions with follow-up of
guestionable purchases.

or their AO environment may pose
a higher risk of card
abuse or misuse.
AO absence The cardholder's AOis | = APCs should temporarily assign

absent due to leave,
illness, temporary
assignment, etc. This
situation may lead to
improper purchases if
cardholder believes
transactions will not be
reviewed by a trained
AO.

cardholders to another AO to review
transactions.

AOs should notify the A/JOPC when an
absence of more than 30 days is
expected.
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APPENDIX G- STANDARD PURCHASE CARD REPORTS

Report Name

45-Day

Accounts

Report Description

The 45-Day report can be used to monitor delinquencies as it

identifies accounts that are between 1-30 days past due or
31-60 days past statement. The report lists: Hierarchy,
Account Number, Account First Name, Account Last Name,
Account Status, Status Reason, 1-30 Days Past Due*/31-60
Days Past Statement Date, Number of Days Past Due, Bill
Date and Current Balance.

Account and
Employee Hierarchy

Accounts

The Account and Employee Hierarchy report shows the card
and account hierarchies for all individuals. The report displays
all employees — both cardholders and non-cardholders. It
groups by User ID and displays the individuals' names and
roles, as well as card account numbers where appropriate.
Please note that if the report is run using Hierarchy ID as a
criterion, that criterion will apply to the employee and not the
accounts that belong to the employee. However, the user
should not be allowed to enter a criteria or view
employees/accounts outside his/her scope of view.

Account Audit

Accounts

The report will provide all changes made to an account over a
selected date range. This report contains the following
columns: Hierarchy ID, Hierarchy Description, Account
Number, Cardholder Last Name, Cardholder First Name,
Change Date, Change Time, Field Name, Previous Value,
New Value, and Modified By. If the user does not specify any
criteria, the report will default to the last 7 calendar days of
activity.

Account Cycle
Activity with High
Balance

Accounts

The Account Cycle Activity with High Balance report displays
the last 12 completed cycles of account activity and identifies
the highest balance for an account during the last 12 cycles.
The report includes: Lowest Level Hierarchy ID, Lowest Level
Hierarchy Description, Account First Name, Account Last
Name, Second Row of Embossing, Account Number, Account
Status, Card Open Date, Employee ID, User ID, Credit Limit,
Segment Description, Segment Value, Highest Activity Over
12 Cycles, 12 individual columns with last 12 completed
cycles from most recent to oldest for each account of account
activity. The report is optimized for excel.
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https://gov1.paymentnet.com/Report/Detail.aspx?a=nFzXpEzWvJeQxd8lIQU5koqVhODULdiAPnoxpoL8YroPrmPu3z43CKqy%2fV%2b2KsydVGnl3VSvSJoZlWB%2bEBSQiiaPX9iNVRuzQMRTM8od4LSwfKI8b%2bW99km3W9noDGkq9ub9r8cdpauV1k7mskquaw%3d%3d&b=nFzXpEzWvJeQxd8lIQU5koqVhODULdiAPnoxpoL8YrqYyMxogYa11lG24UdGLWwdwX8wFuabL84%3d&c=nFzXpEzWvJeQxd8lIQU5koqVhODULdiAOjy9xxOBR66SEAJLSNoeRDMUVrOaSgYrQ3rKu4i4%2b%2fFxguKkY%2fpLdXY0t%2bfXT6z3Jf0G%2f%2bYp3pbjYzQWjIHevZDtrh2fnr0IU7xuOfOci4g%3d&d=nFzXpEzWvJeQxd8lIQU5koqVhODULdiAOjy9xxOBR67kFbMae%2bCPegjgTT6h9ENH&qi=nFzXpEzWvJeQxd8lIQU5koqVhODULdiAOjy9xxOBR64pracNsflcizhtwQDWXfPkbqQTOCEEM8e%2f4EW24KkFAQ%3d%3d
https://gov1.paymentnet.com/Report/Detail.aspx?a=nFzXpEzWvJeQxd8lIQU5koqVhODULdiAPnoxpoL8YroPrmPu3z43CKqy%2fV%2b2KsydVGnl3VSvSJoZlWB%2bEBSQiiaPX9iNVRuzQMRTM8od4LSwfKI8b%2bW99km3W9noDGkq9ub9r8cdpauV1k7mskquaw%3d%3d&b=nFzXpEzWvJeQxd8lIQU5koqVhODULdiAPnoxpoL8YrqYyMxogYa11lG24UdGLWwdwX8wFuabL84%3d&c=nFzXpEzWvJeQxd8lIQU5koqVhODULdiAOjy9xxOBR66SEAJLSNoeRDMUVrOaSgYrQ3rKu4i4%2b%2fFxguKkY%2fpLdXY0t%2bfXT6z3Jf0G%2f%2bYp3pbjYzQWjIHevZDtrh2fnr0IU7xuOfOci4g%3d&d=nFzXpEzWvJeQxd8lIQU5koqVhODULdiAOjy9xxOBR67kFbMae%2bCPegjgTT6h9ENH&qi=nFzXpEzWvJeQxd8lIQU5koqVhODULdiAOjy9xxOBR64pracNsflcizhtwQDWXfPkbqQTOCEEM8e%2f4EW24KkFAQ%3d%3d
https://gov1.paymentnet.com/Report/Detail.aspx?a=nFzXpEzWvJeQxd8lIQU5koqVhODULdiAmw8hze7%2bKRe3xO%2bpB%2fqf2gEq%2fPnYmbjDyY8dnzfY5i3YMXZiu0lF2MWXILpD%2fhA6v0d%2fd5O%2fhK24G3oLhlCavidz1HYVriPfjG7DhD5yAv0q0nqyP1OKSQ%3d%3d&b=nFzXpEzWvJeQxd8lIQU5koqVhODULdiAmw8hze7%2bKRdjNzFsv%2fLPhwoCLQGaL98lGri%2fAvgfzcE%3d&c=nFzXpEzWvJeQxd8lIQU5koqVhODULdiAmw8hze7%2bKRf9L2z3dZly8hDRgHpXxBRDXTwhm1piYjkuB7HoCVV7yxlchnlNWlzL&d=nFzXpEzWvJeQxd8lIQU5kvfZDztu0XVTzOTJ%2b7nEapn%2fIJMxnkIBomppUu4XP7wR&qi=nFzXpEzWvJeQxd8lIQU5kvfZDztu0XVTzOTJ%2b7nEaplkT%2b1UZ0qrCrstSn2Q%2fZZSgK5j9tCY6Wjt%2fM1RGV%2fLWg%3d%3d
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https://gov1.paymentnet.com/Report/Detail.aspx?a=nFzXpEzWvJeQxd8lIQU5kvfZDztu0XVTzOTJ%2b7nEapm1blbEsU7fTQCkvEBr98t3Dq2HwfpaXk68BOJNdQCqOGyjRS90tuYxzI%2f7UIi8itIFWpDfBvxWtDqsSAcOi0rRuWu%2bVzptiTjQALpWSNibiQ%3d%3d&b=nFzXpEzWvJeQxd8lIQU5kvfZDztu0XVTqR%2fsikJZKcB%2fLpjTyaPGXKi2rVZQ%2fk0tPXPLDOeZRd8%3d&c=nFzXpEzWvJeQxd8lIQU5kvfZDztu0XVTqR%2fsikJZKcA1iy0b20ksp%2b8L9S597gX0eMSi9RamoITMkvO9tsLcRvAMOBztEXn28tnNAtLwFtZjyiV%2b08zc7e9jc9zNC0xO9BJH03hlAnvsvxB647YvZ9BN8vFF3u0a&d=nFzXpEzWvJeQxd8lIQU5kvfZDztu0XVTqR%2fsikJZKcCNo73VKbr3U1%2bfhPRYh0ef&qi=nFzXpEzWvJeQxd8lIQU5kvfZDztu0XVTvwdqxAPuVoC%2b4WuFSWAJxita0Sgs%2bNdPI%2bMpAdSMfbLAo97VefP6uA%3d%3d
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Report Name

Report Description

Accounts Renewing

The Accounts Renewing within 3 Months report is used to

help monitor card renewals by identifying accounts that will
expire within 3 months of the report date with a status of
"Active", "New", or "Suspended", including temporary

Account Codes

Within Three Months Accounts suspension, and can be used to help monitor carq renewals.
Grand Totals provided for the report. The report lists:
Hierarchy, Account Name, Account #, Account Status, Date
Last Used, Last Used Amount, Current Balance, Expiration
Date, and Status Reason.
This report displays a count of transactions and total
transaction amount summary by account where the accounts
Accounts Used with single amount limit is greater than $2,500. The report displays
Single Amount Limit |Accounts Hierarchy, Account Number, First Name, Last Name, Account
Greater Than $2500 Status, Credit Limit, Single Amount Limit, Count of
Transactions, and Total Amount. This report is optimized for
excel.
The Available Limit by Low Available Balance report can be
: - used to help monitor cardholders who are nearing their
Available Limit by ilable limit and determine if their credit lines are sufficient
Low Available Accounts avaliable fin ’
Balance The report includes Accqunt Nam(_a, Acc_:t #, Curre_nt_ Balance,
Date Balance was Effective, Credit Limit, Cash Limit, and
Available Balance.
The Cardholder Information report provides a listing of card
Cardholder Accounts accounts as well as the total number of cardholders. The
Information report lists: Account Name, Account Number, Employee ID,
Cardholder Address, Card Delivery, and Business Phone.
The Cardholder Listing by Hierarchy report can be used to
monitor the number and status of accounts in each Cost
Cardholder Listing by AcCOUNts Center. The report lists: Hierarchy ID, Account Name,
Hierarchy Account Number, Credit Limit, Cycle Amount Limit, Monthly
Amount Limit, Other Amount Limit, Cash Advance Limit,
Single Amount Limit, and Status.
MasterCard MasterCard Enhanced Merchant Data. Contents of the report
Enhanced Merchant |Merchant . ;
are best viewed in Excel format
Data
The Vendor Socio-Economic report provides the actual and
MasterCard Socio percentage spend in dollars, transactions and number of
: Merchant . . .
Economic vendors segmented by the various socio-economic statuses
collected by MasterCard
The Merchant Category Code with Default Account Codes
MCC with Default Merchant report shows all default Merchant Category Codes and

description. It includes individual Merchant Category Codes
and shows default account codes where appropriate.
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https://gov1.paymentnet.com/Report/Detail.aspx?a=nFzXpEzWvJeQxd8lIQU5kvfZDztu0XVTvwdqxAPuVoCqVGFI2dqCzaYC9akSSHBv6TyR3TwwRQaGajCoTJm%2fxawjPziQorNdQztl16xVWRE%2b%2bvKcbjuzivjLXU1ZGK4gBbB7b8R7LXNNIdpVytvJ1g%3d%3d&b=nFzXpEzWvJeQxd8lIQU5kvfZDztu0XVTvwdqxAPuVoBAbgpXwl8VU2EIzKH3K1mewd5IdlKsV3Q%3d&c=nFzXpEzWvJeQxd8lIQU5kvfZDztu0XVTvwdqxAPuVoAYYaPgeuBAau6QTWrchn%2b235LAPscVWeeI1R7UWqgn4Kyvm1Bmogrvb5vd2ngVj7T9%2bSoWBv5fwau8uWXcY42Hl9RNb08gBymTglNs4otKL0Nj55NoV6jy&d=nFzXpEzWvJeQxd8lIQU5kvfZDztu0XVTvhISfZISekTVM7XuP52df0xsNNvHINE0&qi=nFzXpEzWvJeQxd8lIQU5kvfZDztu0XVTvhISfZISekR1ytknIq6iY1S5l6ES6WTw4svwrbAtwQD6QxJbFcwJNA%3d%3d
https://gov1.paymentnet.com/Report/Detail.aspx?a=nFzXpEzWvJeQxd8lIQU5kvfZDztu0XVTvhISfZISekQVNhr1WnrGlDXVuwlucR2oXXEdIvZf4h4%2bKwAjVYjpXKeASM4tMVMee%2fQwqkFtiSQqkwftagt8xILai%2fHn3DXfsAblBxZLN7dcmM82WHwEkw%3d%3d&b=nFzXpEzWvJeQxd8lIQU5kvfZDztu0XVTq5kR8ZoSy2t4l9oWyTo0yIhNvcTZzUa4myr0R3BLtuc%3d&c=nFzXpEzWvJeQxd8lIQU5kvfZDztu0XVTq5kR8ZoSy2up02jEPjnwC%2flwfD1mkPCqYqN%2bZDcFZNHeSTaZs6PP8PvYAl5ONwCtl0UCx%2bK8ikVIL5SLJ5R7D25YmLVDYe18N3tt05e0AKoEWvo6Qc00xgFn4XNJUQlZ3FODWA%2fGtf8ualOdZMxL%2f9hm2sGNDYua6s64RoUoRWSeFvy4%2fUtNXQ%3d%3d&d=nFzXpEzWvJeQxd8lIQU5kvfZDztu0XVTq5kR8ZoSy2s52WZsp3hAVsv1CuWef7zn&qi=nFzXpEzWvJeQxd8lIQU5kvfZDztu0XVTkivi3x0OHQeQUmgvy9jyVUsD8NW36YuzZjAoEzIM%2bcffZXxKHm0Riw%3d%3d
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https://gov1.paymentnet.com/Report/Detail.aspx?a=nFzXpEzWvJeQxd8lIQU5kvfZDztu0XVTkivi3x0OHQeBAT93D12V3JrUhJyQMFKii9RWjYHW3laaZpZvWYhpAjkj9%2b7%2b%2fPiQutunbpv2mhdEWsNvs1Hd3pyv9mfLUSwrOuU7zRBhwniW0Bok2l5dBw%3d%3d&b=nFzXpEzWvJeQxd8lIQU5kvfZDztu0XVTkivi3x0OHQeyu%2bvZJJWGzVrMtq%2fCK1aEqWn955Jtydo%3d&c=nFzXpEzWvJeQxd8lIQU5kvfZDztu0XVTyCNkGgi1OOrE%2fewQCG5PPRICol12YpCNWZbbfiwyyt6jp7jaeOTtpqLPq%2f7ige2VzWjTp9bm3jbfsHHCh4W3swEyQU%2f2YEJDdkmOrCWCamLTJz3z98C%2fJUuMh2iv10I4&d=nFzXpEzWvJeQxd8lIQU5kvfZDztu0XVTyCNkGgi1OOq6PEhz5LjgtIkqD8Dy1WEB&qi=nFzXpEzWvJeQxd8lIQU5kvfZDztu0XVTyCNkGgi1OOq%2b8NufiNXZuJVztXU9y7yx%2bMT1EA2E9CHYNP9Ml8Ey0Q%3d%3d
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https://gov1.paymentnet.com/Report/Detail.aspx?a=nFzXpEzWvJcuIUpo7sPRZnaRfBeyWigjj45WTLbmM1XGgqvt%2bPU7CdMqoSKd9XrLra6GrYWwMcmRqHE9A9aAhj3Nh%2f84zhtHQ6%2br0SgWulqnHF%2bMR6uiHO7nUEDQdFt3ZNYpmJ1YXz%2fVbuiFcLM%2fEg%3d%3d&b=nFzXpEzWvJcuIUpo7sPRZnaRfBeyWigjTQv2Q7CeT3vYKkyUGmakpJ3IYoj6RKg8xXYSGjkWO3M%3d&c=nFzXpEzWvJcuIUpo7sPRZnaRfBeyWigjTQv2Q7CeT3uOQpWg1607DSP9o%2fVSqhCXWl5lut8J60Sup1NXEiYnUYZqT1AvLY8KF%2f7iub4G9%2fxQmaIfrAPalBLB%2bTobvWgPte29Xd0iMIq1CCxMWfktbA%3d%3d&d=nFzXpEzWvJcuIUpo7sPRZnaRfBeyWigjTQv2Q7CeT3tOSw2wEazDZ2t7pDLoO86P&qi=nFzXpEzWvJcuIUpo7sPRZnaRfBeyWigjemYTrJ1oAkyxctBf154QHyyiL8ED9hJj3%2ffA2vuZUSNs%2f65xkpD%2b%2fg%3d%3d
https://gov1.paymentnet.com/Report/Detail.aspx?a=nFzXpEzWvJcuIUpo7sPRZnaRfBeyWigjj45WTLbmM1XGgqvt%2bPU7CdMqoSKd9XrLra6GrYWwMcmRqHE9A9aAhj3Nh%2f84zhtHQ6%2br0SgWulqnHF%2bMR6uiHO7nUEDQdFt3ZNYpmJ1YXz%2fVbuiFcLM%2fEg%3d%3d&b=nFzXpEzWvJcuIUpo7sPRZnaRfBeyWigjTQv2Q7CeT3vYKkyUGmakpJ3IYoj6RKg8xXYSGjkWO3M%3d&c=nFzXpEzWvJcuIUpo7sPRZnaRfBeyWigjTQv2Q7CeT3uOQpWg1607DSP9o%2fVSqhCXWl5lut8J60Sup1NXEiYnUYZqT1AvLY8KF%2f7iub4G9%2fxQmaIfrAPalBLB%2bTobvWgPte29Xd0iMIq1CCxMWfktbA%3d%3d&d=nFzXpEzWvJcuIUpo7sPRZnaRfBeyWigjTQv2Q7CeT3tOSw2wEazDZ2t7pDLoO86P&qi=nFzXpEzWvJcuIUpo7sPRZnaRfBeyWigjemYTrJ1oAkyxctBf154QHyyiL8ED9hJj3%2ffA2vuZUSNs%2f65xkpD%2b%2fg%3d%3d
https://gov1.paymentnet.com/Report/Detail.aspx?a=nFzXpEzWvJcuIUpo7sPRZnaRfBeyWigjj45WTLbmM1XGgqvt%2bPU7CdMqoSKd9XrLra6GrYWwMcmRqHE9A9aAhj3Nh%2f84zhtHQ6%2br0SgWulqnHF%2bMR6uiHO7nUEDQdFt3ZNYpmJ1YXz%2fVbuiFcLM%2fEg%3d%3d&b=nFzXpEzWvJcuIUpo7sPRZnaRfBeyWigjTQv2Q7CeT3vYKkyUGmakpJ3IYoj6RKg8xXYSGjkWO3M%3d&c=nFzXpEzWvJcuIUpo7sPRZnaRfBeyWigjTQv2Q7CeT3uOQpWg1607DSP9o%2fVSqhCXWl5lut8J60Sup1NXEiYnUYZqT1AvLY8KF%2f7iub4G9%2fxQmaIfrAPalBLB%2bTobvWgPte29Xd0iMIq1CCxMWfktbA%3d%3d&d=nFzXpEzWvJcuIUpo7sPRZnaRfBeyWigjTQv2Q7CeT3tOSw2wEazDZ2t7pDLoO86P&qi=nFzXpEzWvJcuIUpo7sPRZnaRfBeyWigjemYTrJ1oAkyxctBf154QHyyiL8ED9hJj3%2ffA2vuZUSNs%2f65xkpD%2b%2fg%3d%3d
https://gov1.paymentnet.com/Report/Detail.aspx?a=nFzXpEzWvJcuIUpo7sPRZnaRfBeyWigjTT69V3j6OE5984qRPpduzQ2MRx5VAOD7TNzVxkVRnSUWB1JyvsBQOxonojeK%2bIh85Hn1bItrfzsovSSJmV2hrnO7NwvoDHkxLDqpfQML3rJScahhjzGYYw%3d%3d&b=nFzXpEzWvJcuIUpo7sPRZnaRfBeyWigjTT69V3j6OE7JdFkSvOkJX9q82RhSMth9mDF3AlazPLw%3d&c=nFzXpEzWvJcuIUpo7sPRZnaRfBeyWigjTT69V3j6OE6VB1WorFzuwzZl6dU2dyfQkx%2be4HI%2fldGDKqtTj2nV0XWeXAeAPQ6fxG4Jql%2f33jjf1dWw8wmzaNKnaG0nw8HJ&d=nFzXpEzWvJcuIUpo7sPRZnaRfBeyWigjg6fIvjh4qShZVaLHg8wsF3IACj0bGgPw&qi=nFzXpEzWvJcuIUpo7sPRZnaRfBeyWigjg6fIvjh4qSgeCxFRbaEMp8jp6l%2fZ9LEFESZePm956QmD%2fyZbL53pFw%3d%3d
https://gov1.paymentnet.com/Report/Detail.aspx?a=nFzXpEzWvJcuIUpo7sPRZnaRfBeyWigjTT69V3j6OE5984qRPpduzQ2MRx5VAOD7TNzVxkVRnSUWB1JyvsBQOxonojeK%2bIh85Hn1bItrfzsovSSJmV2hrnO7NwvoDHkxLDqpfQML3rJScahhjzGYYw%3d%3d&b=nFzXpEzWvJcuIUpo7sPRZnaRfBeyWigjTT69V3j6OE7JdFkSvOkJX9q82RhSMth9mDF3AlazPLw%3d&c=nFzXpEzWvJcuIUpo7sPRZnaRfBeyWigjTT69V3j6OE6VB1WorFzuwzZl6dU2dyfQkx%2be4HI%2fldGDKqtTj2nV0XWeXAeAPQ6fxG4Jql%2f33jjf1dWw8wmzaNKnaG0nw8HJ&d=nFzXpEzWvJcuIUpo7sPRZnaRfBeyWigjg6fIvjh4qShZVaLHg8wsF3IACj0bGgPw&qi=nFzXpEzWvJcuIUpo7sPRZnaRfBeyWigjg6fIvjh4qSgeCxFRbaEMp8jp6l%2fZ9LEFESZePm956QmD%2fyZbL53pFw%3d%3d
https://gov1.paymentnet.com/Report/Detail.aspx?a=nFzXpEzWvJcuIUpo7sPRZnaRfBeyWigjg6fIvjh4qShfoRMnzZIkBgoq%2bggIXxtd5Wnly4mcFNySVIJBJxnF9ac6KdyireZPyyJbjZg3Ktkh9%2bJHwvMUJi8Y08m0ZMqVfnNlRewOHdS9A8tMijSxSQ%3d%3d&b=nFzXpEzWvJcuIUpo7sPRZnaRfBeyWigjW7zBxW9%2bVnUR9VJsJ1y9wPNatKPXgDIM9gm4Irl%2fXCc%3d&c=nFzXpEzWvJcuIUpo7sPRZnaRfBeyWigjW7zBxW9%2bVnWC6OA2kelW0gFH%2bxnQOkA6HmLRzbzM9xMI7YWlcjKbiKyzl8%2bHBxF%2byz1YVOthMK9PVQHUxGu4iLNHtjCCTQEd%2b8ZR4WEs8yU%3d&d=nFzXpEzWvJcuIUpo7sPRZnaRfBeyWigjW7zBxW9%2bVnVPijSYAnFdk%2bSN5UfrdFVY&qi=nFzXpEzWvJcuIUpo7sPRZnaRfBeyWigjW7zBxW9%2bVnWrEON4oX%2f3xUli92WZ%2f78ikSNdKesm5yruwj3nnNBCaQ%3d%3d
https://gov1.paymentnet.com/Report/Detail.aspx?a=nFzXpEzWvJcuIUpo7sPRZnaRfBeyWigjg6fIvjh4qShfoRMnzZIkBgoq%2bggIXxtd5Wnly4mcFNySVIJBJxnF9ac6KdyireZPyyJbjZg3Ktkh9%2bJHwvMUJi8Y08m0ZMqVfnNlRewOHdS9A8tMijSxSQ%3d%3d&b=nFzXpEzWvJcuIUpo7sPRZnaRfBeyWigjW7zBxW9%2bVnUR9VJsJ1y9wPNatKPXgDIM9gm4Irl%2fXCc%3d&c=nFzXpEzWvJcuIUpo7sPRZnaRfBeyWigjW7zBxW9%2bVnWC6OA2kelW0gFH%2bxnQOkA6HmLRzbzM9xMI7YWlcjKbiKyzl8%2bHBxF%2byz1YVOthMK9PVQHUxGu4iLNHtjCCTQEd%2b8ZR4WEs8yU%3d&d=nFzXpEzWvJcuIUpo7sPRZnaRfBeyWigjW7zBxW9%2bVnVPijSYAnFdk%2bSN5UfrdFVY&qi=nFzXpEzWvJcuIUpo7sPRZnaRfBeyWigjW7zBxW9%2bVnWrEON4oX%2f3xUli92WZ%2f78ikSNdKesm5yruwj3nnNBCaQ%3d%3d

Commerce Acquisition Manual

1313.301

February 2015
APPENDIX G

Report Name

Report Description

Merchant Profile with
Custom Fields

Merchant

This report displays all merchants by Name, City, Street, ZIP,

Merchant Category Code, Minority Code, Incorporated
Status, Tax Payer ID, 1099 Indicator along with their
classification labels, types, and values. These labels and
types are values provided by the merchant in the transaction
detail. Program Administrators can also designate custom
fields according to the requirement of their procurement
program.

Merchant Ranking

Merchant

This report ranks merchants in T&E categories in descending
order of level of spend. The Merchant Ranking report
identifies the Merchants where the accounts are used; the
dollar amount spent per merchant, and can be used for
negotiations. Subtotals are provided for each of the following
Industries: Airlines, Car Rental, Lodging, Restaurants, and
Transportation. The report is sorted by largest net dollar
amount within each Industry, and lists the following
information: Industry, Merchant Name, Net Dollar Amount,
Number of Transactions, and Average Transaction Dollar
Amount.

Parent Merchant
Ranking

Merchant

The Parent Merchant Ranking report identifies the Parent
Merchant where the accounts are being used, the dollar
amount spent per parent merchant, and can be used for
negotiations. Subtotals are provided for each of the following
industries: Airlines, Car Rental, Lodging, Restaurants, and
Transportation. The report is sorted by largest net dollar
amount within each industry, and lists the following
information: Industry, Parent Merchant, Net Dollar Amount,
Number of Transactions, and Average Transaction Dollar
Amount.

Summary Quarterly
MCC

Merchant

The Summary Quarterly MCC report summarizes the total
number of transactions, total dollar amounts, and average
dollar amounts spent per quarter for each Merchant Category
Code. The report lists: Quarter, MCC, MCC Description,
Number of Transactions, Total Amount, and Average Amount.

Summary Quarterly
Vendor Analysis

Merchant

The Summary Quarterly Vendor Analysis summarizes the
total number of transactions and dollar amounts spent per
Quarter with each Merchant. Subtotals are provided for each
Merchant Category. The report lists: Quarter, MCC, MCC
Description, Merchant Name and Address, # of Transactions,
and Amount.

Summary Quarterly
Vendor Analysis by
Parent Merchant

Merchant

The Summary Quarterly Vendor Analysis summarizes the
total number of transactions and dollar amounts spent per
Quarter with each Parent Merchant. Subtotals are provided
for each Merchant Category. The report lists: Quarter, MCC,
MCC Description, Parent Merchant, # of Transactions, and
Dollar Amount.
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https://gov1.paymentnet.com/Report/Detail.aspx?a=nFzXpEzWvJcuIUpo7sPRZnaRfBeyWigjceeqwXF4bzzkLurGn10ubQ8K2w1u2a0TQmmkilCWK5CoQniIpgpIDBEfJA%2bxMXqcTpSO9Uz7COCbBpyKslWd4il22n5Vebb3yShE3B1oWFB9lqB%2fusqpFg%3d%3d&b=nFzXpEzWvJcuIUpo7sPRZnaRfBeyWigjceeqwXF4bzwauN%2fUbuDeW3nqh4ukb4sU%2ffpfAbQIGnY%3d&c=nFzXpEzWvJcuIUpo7sPRZnaRfBeyWigjnVRkML8eic%2byrUVorH341kF8Eh3p1YCEKocjfChw2De5UP5UHplcuIeh5R1GWE5S7BXoeP%2fFXc43l2q%2f2wPZc4vKKiQ2VFdMAzZ7u7QOJCzjHDqjxfbSzg%3d%3d&d=nFzXpEzWvJcuIUpo7sPRZnaRfBeyWigjnVRkML8eic%2bqhAoArRez9dJOQgxppK0T&qi=nFzXpEzWvJcuIUpo7sPRZnaRfBeyWigjnVRkML8eic8QSx94bZQHqwtPCgiLqkq7StDJ2hjxTKJ1n2FgPREeEA%3d%3d
https://gov1.paymentnet.com/Report/Detail.aspx?a=nFzXpEzWvJcuIUpo7sPRZnaRfBeyWigjceeqwXF4bzzkLurGn10ubQ8K2w1u2a0TQmmkilCWK5CoQniIpgpIDBEfJA%2bxMXqcTpSO9Uz7COCbBpyKslWd4il22n5Vebb3yShE3B1oWFB9lqB%2fusqpFg%3d%3d&b=nFzXpEzWvJcuIUpo7sPRZnaRfBeyWigjceeqwXF4bzwauN%2fUbuDeW3nqh4ukb4sU%2ffpfAbQIGnY%3d&c=nFzXpEzWvJcuIUpo7sPRZnaRfBeyWigjnVRkML8eic%2byrUVorH341kF8Eh3p1YCEKocjfChw2De5UP5UHplcuIeh5R1GWE5S7BXoeP%2fFXc43l2q%2f2wPZc4vKKiQ2VFdMAzZ7u7QOJCzjHDqjxfbSzg%3d%3d&d=nFzXpEzWvJcuIUpo7sPRZnaRfBeyWigjnVRkML8eic%2bqhAoArRez9dJOQgxppK0T&qi=nFzXpEzWvJcuIUpo7sPRZnaRfBeyWigjnVRkML8eic8QSx94bZQHqwtPCgiLqkq7StDJ2hjxTKJ1n2FgPREeEA%3d%3d
https://gov1.paymentnet.com/Report/Detail.aspx?a=nFzXpEzWvJcuIUpo7sPRZnaRfBeyWigjmsXj0MVFUJNPEGnLM1sRqgJ7m%2fP98lt9Z0qBrwsQB7RMZKHJWVstaI5lswuV9Mr7nkLKXyeSJDIaPieQllySFW7VXU1hjrG%2f3HawYjvG7CgtGBzgKWgH3g%3d%3d&b=nFzXpEzWvJcuIUpo7sPRZnaRfBeyWigjmsXj0MVFUJPeeCDyjnlhuadP9yehNPrz%2fy3FgRbPPIA%3d&c=nFzXpEzWvJcuIUpo7sPRZnaRfBeyWigjmsXj0MVFUJOFyqYXmsiUq2yXbH9Vd4e2KxopmOXQvqncvsqAYFU2ukxPkPPAT%2bPB&d=nFzXpEzWvJcuIUpo7sPRZnaRfBeyWigjmsXj0MVFUJOAKh4q4ql%2b3CFsQg%2bY8puR&qi=nFzXpEzWvJcuIUpo7sPRZnaRfBeyWigjmsXj0MVFUJPqtVAReZKex%2f5NEwC1iSarbn0sRGoHTMEIAED2ZoRPtg%3d%3d
https://gov1.paymentnet.com/Report/Detail.aspx?a=nFzXpEzWvJcuIUpo7sPRZnaRfBeyWigjx3SfMF%2fSA7aH48w%2fr0FzJsonYCUBp%2byqCAU%2b9wOFwE7GxOG4Mg6lWTdZoHBGK13l4Or0lKRCWON375PP3n7c%2bemiR8P5qPg5MRbzOeHYnTv47Sq2muKebw%3d%3d&b=nFzXpEzWvJcuIUpo7sPRZnaRfBeyWigj7%2bruvpRJRnCAHdCrgC%2bvIy1K34k7%2fMjsBajo9lFjp%2f4%3d&c=nFzXpEzWvJcuIUpo7sPRZnaRfBeyWigj7%2bruvpRJRnAk9AX4ryxRC5MX8B9hzYtB8U3CvO6rLbb143WK4XonTZzmVrJZSdoLxk4PAIVEFslTt0UXOMuH9g%3d%3d&d=nFzXpEzWvJcuIUpo7sPRZnaRfBeyWigj7%2bruvpRJRnClsS8a5cAyq400Rckyr2Y8&qi=nFzXpEzWvJcuIUpo7sPRZnaRfBeyWigjdgPqMakD90Eo1Ie149skW4Rhm9vZRM8dPP3bvr8JFewQn%2fH62zYG0w%3d%3d
https://gov1.paymentnet.com/Report/Detail.aspx?a=nFzXpEzWvJcuIUpo7sPRZnaRfBeyWigjx3SfMF%2fSA7aH48w%2fr0FzJsonYCUBp%2byqCAU%2b9wOFwE7GxOG4Mg6lWTdZoHBGK13l4Or0lKRCWON375PP3n7c%2bemiR8P5qPg5MRbzOeHYnTv47Sq2muKebw%3d%3d&b=nFzXpEzWvJcuIUpo7sPRZnaRfBeyWigj7%2bruvpRJRnCAHdCrgC%2bvIy1K34k7%2fMjsBajo9lFjp%2f4%3d&c=nFzXpEzWvJcuIUpo7sPRZnaRfBeyWigj7%2bruvpRJRnAk9AX4ryxRC5MX8B9hzYtB8U3CvO6rLbb143WK4XonTZzmVrJZSdoLxk4PAIVEFslTt0UXOMuH9g%3d%3d&d=nFzXpEzWvJcuIUpo7sPRZnaRfBeyWigj7%2bruvpRJRnClsS8a5cAyq400Rckyr2Y8&qi=nFzXpEzWvJcuIUpo7sPRZnaRfBeyWigjdgPqMakD90Eo1Ie149skW4Rhm9vZRM8dPP3bvr8JFewQn%2fH62zYG0w%3d%3d
https://gov1.paymentnet.com/Report/Detail.aspx?a=nFzXpEzWvJcuIUpo7sPRZj2LbNawj6u9N884weClUmPc%2bSO3cc%2btZyRCF5%2bKkIDEbgSgNtg2f9ej59Hpe%2beeG4%2fh2FEL8qvdA0%2bAwP4Epa6DqPYYMUDhkaYdSsP%2bVv1ETXTf%2fgF9IkEw7GYf7QRa8w%3d%3d&b=nFzXpEzWvJcuIUpo7sPRZj2LbNawj6u9mqkWLqyi8BmBqRaNE2XFUVsBWtKiu3%2bR5cSg40vvAMc%3d&c=nFzXpEzWvJcuIUpo7sPRZj2LbNawj6u9mqkWLqyi8BnSj1s1wJvfst3Ifrivm4tKzAgmdKnltYrBwSlkBXrtIRYepo8RfaKnx3lbgnvnx%2fYCyx6Fk2voXQ%3d%3d&d=nFzXpEzWvJcuIUpo7sPRZj2LbNawj6u9mqkWLqyi8BnBZs3DDyBBmkALRBbuglCh&qi=nFzXpEzWvJcuIUpo7sPRZj2LbNawj6u9mqkWLqyi8Bk2x%2ffiLXwS%2fC7jYu%2fVzA88n9bR4LAn6oEheiqMPHgMjw%3d%3d
https://gov1.paymentnet.com/Report/Detail.aspx?a=nFzXpEzWvJcuIUpo7sPRZj2LbNawj6u9N884weClUmPc%2bSO3cc%2btZyRCF5%2bKkIDEbgSgNtg2f9ej59Hpe%2beeG4%2fh2FEL8qvdA0%2bAwP4Epa6DqPYYMUDhkaYdSsP%2bVv1ETXTf%2fgF9IkEw7GYf7QRa8w%3d%3d&b=nFzXpEzWvJcuIUpo7sPRZj2LbNawj6u9mqkWLqyi8BmBqRaNE2XFUVsBWtKiu3%2bR5cSg40vvAMc%3d&c=nFzXpEzWvJcuIUpo7sPRZj2LbNawj6u9mqkWLqyi8BnSj1s1wJvfst3Ifrivm4tKzAgmdKnltYrBwSlkBXrtIRYepo8RfaKnx3lbgnvnx%2fYCyx6Fk2voXQ%3d%3d&d=nFzXpEzWvJcuIUpo7sPRZj2LbNawj6u9mqkWLqyi8BnBZs3DDyBBmkALRBbuglCh&qi=nFzXpEzWvJcuIUpo7sPRZj2LbNawj6u9mqkWLqyi8Bk2x%2ffiLXwS%2fC7jYu%2fVzA88n9bR4LAn6oEheiqMPHgMjw%3d%3d
https://gov1.paymentnet.com/Report/Detail.aspx?a=nFzXpEzWvJcuIUpo7sPRZj2LbNawj6u9HtDc9V785fvYhTPFCiGCVNZ4G61DjnnRnQ7Hy2xxCCYnLgGDzRbX0HlX1Z6F3diWLmpoCygogkOgTTKEan81OG%2bj%2fLAhcGHttI1m3s9sVQMrKvcSRahQwQ%3d%3d&b=nFzXpEzWvJcuIUpo7sPRZj2LbNawj6u9HtDc9V785fvv0EJtVd%2fVGbGpLpzr4gZ4TQhTCJc2z9A%3d&c=nFzXpEzWvJcuIUpo7sPRZj2LbNawj6u9HtDc9V785fvn1MImDYFsvLZPHudlZzbLBH6vit8CDJ5Pc0IR%2bwEYlhtuh7b1%2bQrdialLJVw2iAxOJRqWt4XsjiSNOwYS6EL2%2bKDjd%2fv7lhYGVxTjCkG%2fEg%3d%3d&d=nFzXpEzWvJcuIUpo7sPRZj2LbNawj6u9ZtWgjXcwTduYDZGhgeRS6fMm0Pv59izS&qi=nFzXpEzWvJcuIUpo7sPRZj2LbNawj6u9ZtWgjXcwTdvFuLpFh8fOHZxkS1yIB7LMcvi2P9izNS7T5YmUHm2n4Q%3d%3d
https://gov1.paymentnet.com/Report/Detail.aspx?a=nFzXpEzWvJcuIUpo7sPRZj2LbNawj6u9HtDc9V785fvYhTPFCiGCVNZ4G61DjnnRnQ7Hy2xxCCYnLgGDzRbX0HlX1Z6F3diWLmpoCygogkOgTTKEan81OG%2bj%2fLAhcGHttI1m3s9sVQMrKvcSRahQwQ%3d%3d&b=nFzXpEzWvJcuIUpo7sPRZj2LbNawj6u9HtDc9V785fvv0EJtVd%2fVGbGpLpzr4gZ4TQhTCJc2z9A%3d&c=nFzXpEzWvJcuIUpo7sPRZj2LbNawj6u9HtDc9V785fvn1MImDYFsvLZPHudlZzbLBH6vit8CDJ5Pc0IR%2bwEYlhtuh7b1%2bQrdialLJVw2iAxOJRqWt4XsjiSNOwYS6EL2%2bKDjd%2fv7lhYGVxTjCkG%2fEg%3d%3d&d=nFzXpEzWvJcuIUpo7sPRZj2LbNawj6u9ZtWgjXcwTduYDZGhgeRS6fMm0Pv59izS&qi=nFzXpEzWvJcuIUpo7sPRZj2LbNawj6u9ZtWgjXcwTdvFuLpFh8fOHZxkS1yIB7LMcvi2P9izNS7T5YmUHm2n4Q%3d%3d
https://gov1.paymentnet.com/Report/Detail.aspx?a=nFzXpEzWvJcuIUpo7sPRZj2LbNawj6u9ZtWgjXcwTdtfwhVoba5zkV7UB%2bTgg9YqMSh6nMAQLUSqWskwllTxxpKo1ajf3ipfOf%2byilNQ0c9le7Ixp5RMYmIQ0NDaIMaNuW9tLxOmf1ZmfBbMb19JAA%3d%3d&b=nFzXpEzWvJcuIUpo7sPRZj2LbNawj6u9ZtWgjXcwTdsglAWL%2bDEdjcODk5XUg%2fsNGTisvoFBikY%3d&c=nFzXpEzWvJcuIUpo7sPRZj2LbNawj6u9y7weWP%2bNa1BICwF%2bEf49UQFIjLL1X%2fCslNX7NZTAyMmN6nVHNVqjK4xTNTa%2b%2fXizUkEzyOp3rFSAuwZZ1pQVYmzrpc2BGod%2bSgW0M4KUv2K9Ui4IhgQa0bMXnYGn7PDYwen74L8obdk7Efs6P8BAd9KUIQZ5FwD0&d=nFzXpEzWvJcuIUpo7sPRZj2LbNawj6u9y7weWP%2bNa1DpJCTdD1eC6vGI%2btN2VlF9&qi=nFzXpEzWvJcuIUpo7sPRZj2LbNawj6u9y7weWP%2bNa1DEtoq0znzMZOoQ602JEA7zlUM%2fCBsc2vQRBjtIpDZ6sA%3d%3d
https://gov1.paymentnet.com/Report/Detail.aspx?a=nFzXpEzWvJcuIUpo7sPRZj2LbNawj6u9ZtWgjXcwTdtfwhVoba5zkV7UB%2bTgg9YqMSh6nMAQLUSqWskwllTxxpKo1ajf3ipfOf%2byilNQ0c9le7Ixp5RMYmIQ0NDaIMaNuW9tLxOmf1ZmfBbMb19JAA%3d%3d&b=nFzXpEzWvJcuIUpo7sPRZj2LbNawj6u9ZtWgjXcwTdsglAWL%2bDEdjcODk5XUg%2fsNGTisvoFBikY%3d&c=nFzXpEzWvJcuIUpo7sPRZj2LbNawj6u9y7weWP%2bNa1BICwF%2bEf49UQFIjLL1X%2fCslNX7NZTAyMmN6nVHNVqjK4xTNTa%2b%2fXizUkEzyOp3rFSAuwZZ1pQVYmzrpc2BGod%2bSgW0M4KUv2K9Ui4IhgQa0bMXnYGn7PDYwen74L8obdk7Efs6P8BAd9KUIQZ5FwD0&d=nFzXpEzWvJcuIUpo7sPRZj2LbNawj6u9y7weWP%2bNa1DpJCTdD1eC6vGI%2btN2VlF9&qi=nFzXpEzWvJcuIUpo7sPRZj2LbNawj6u9y7weWP%2bNa1DEtoq0znzMZOoQ602JEA7zlUM%2fCBsc2vQRBjtIpDZ6sA%3d%3d
https://gov1.paymentnet.com/Report/Detail.aspx?a=nFzXpEzWvJcuIUpo7sPRZj2LbNawj6u9ZtWgjXcwTdtfwhVoba5zkV7UB%2bTgg9YqMSh6nMAQLUSqWskwllTxxpKo1ajf3ipfOf%2byilNQ0c9le7Ixp5RMYmIQ0NDaIMaNuW9tLxOmf1ZmfBbMb19JAA%3d%3d&b=nFzXpEzWvJcuIUpo7sPRZj2LbNawj6u9ZtWgjXcwTdsglAWL%2bDEdjcODk5XUg%2fsNGTisvoFBikY%3d&c=nFzXpEzWvJcuIUpo7sPRZj2LbNawj6u9y7weWP%2bNa1BICwF%2bEf49UQFIjLL1X%2fCslNX7NZTAyMmN6nVHNVqjK4xTNTa%2b%2fXizUkEzyOp3rFSAuwZZ1pQVYmzrpc2BGod%2bSgW0M4KUv2K9Ui4IhgQa0bMXnYGn7PDYwen74L8obdk7Efs6P8BAd9KUIQZ5FwD0&d=nFzXpEzWvJcuIUpo7sPRZj2LbNawj6u9y7weWP%2bNa1DpJCTdD1eC6vGI%2btN2VlF9&qi=nFzXpEzWvJcuIUpo7sPRZj2LbNawj6u9y7weWP%2bNa1DEtoq0znzMZOoQ602JEA7zlUM%2fCBsc2vQRBjtIpDZ6sA%3d%3d
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Report Description

Report Name

Account Activity With
Hierarchies Report

Transaction

The Account Activity with Hierarchies Report shows

transactional information for all transaction types with the
information such as: Post Date, Transaction Date, Hierarchy
ID, Hierarchy Description, Merchant Name, Merchant TIN
Number, MCC, Transaction ID, and Transaction Type. The
report shall be optimized for Excel.

Cash Advance Detall
by Hierarchy

Transaction

Cash Advance Detail by Hierarchy report is used to analyze
cash advance transactions from the cardholders. The report
shows the hierarchy, account name, account number,
transaction date, post date, parent merchant, merchant,
merchant address, MCC/description, and amount of the cash
withdrawal. If post date criterion is not selected, the report will
report on the last 30 days of activity. The default sort order for
the report is by hierarchy. This report is optimized for Excel.

Central Bill
Reconciliation

Transaction

The Central Bill Reconciliation report can be used to analyze
the transactions and accounts that have been charged to
Central Bill accounts. Sub-totals are provided for each Central
Bill account, as well as Grand Totals for the entire report. The
report lists: Central Bill Account Number, Transaction Date,
Post Date, Transaction ID, Merchant Name, MCC, Merchant
City and Merchant State, Microreference, and Amount.
Please note: Activity diverted to a diversion account is not
listed on this report.

Central Bill
Reconciliation
Summary

Transaction

The Central Bill Reconciliation Summary report can be used
to analyze the account activity for cardholders that are
attached to a central bill account. Sub-totals are provided for
each individual and/or central bill account that the
transactions are billed to, as well as Grand Totals for the
entire report. The report lists: Billed To Account, Diverted
From Account Number & Name, Central Bill Account, Number
of Transactions and Total Amount. Please note: Activity
diverted to a diversion account is not listed on this report.

Credit and Debit

Transaction

The Credit and Debit report provides credits and debits
correlated by account number, merchant name or MCC, exact
dollar amount, and traveler name and ticket number , if
available. The report includes Hierarchy ID (for all 10 levels),
Lowest Level Hierarchy Description, Central Bill Account
Number, Account Number, Account First Name, Account Last
Name, Merchant Name, MCC, Ticket Number, Traveler
Name, and debit and credit values for the following:
Transaction ID, Transaction Date, Post Date, and Amount.
The report is optimized for excel.
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https://gov1.paymentnet.com/Report/Detail.aspx?a=nFzXpEzWvJeQxd8lIQU5khFiqH8erm2OqSYIH2noBhE%2fPvT1fHvitq530B8NISLAiBRjz0aKfhnxEfqCjyDC2wx218MiRUFaToHNu3IUeDvQFXFhmuMwD7E8Hu75r0GcmfLWZxdH6Zx0VXvfXACUCQ%3d%3d&b=nFzXpEzWvJeQxd8lIQU5khFiqH8erm2OqSYIH2noBhGPESJqr16uXwLrYU2RfO8vV8uYJTRC7so%3d&c=nFzXpEzWvJeQxd8lIQU5khFiqH8erm2OqSYIH2noBhFVyOC18Y1q%2fk6w7X6%2f8oexNdYY0ZCYEN61e%2f6ppOrEVwpioUbHR2SwL5EChGbXXeDoJmnpzRa1AWxA9tQMwu0%2bktGpwOWucI8%2f84VtxaeUMPUgFQyoHE5X&d=nFzXpEzWvJeQxd8lIQU5khFiqH8erm2OqSYIH2noBhFBnrGBwcet%2fVyteEGCxicG&qi=nFzXpEzWvJeQxd8lIQU5khFiqH8erm2Op9LIFPZHEoCpw9M9xmdpvj2A1eYj%2bujSQmvYX260SW0fvy8eaKFrtA%3d%3d
https://gov1.paymentnet.com/Report/Detail.aspx?a=nFzXpEzWvJeQxd8lIQU5khFiqH8erm2OqSYIH2noBhE%2fPvT1fHvitq530B8NISLAiBRjz0aKfhnxEfqCjyDC2wx218MiRUFaToHNu3IUeDvQFXFhmuMwD7E8Hu75r0GcmfLWZxdH6Zx0VXvfXACUCQ%3d%3d&b=nFzXpEzWvJeQxd8lIQU5khFiqH8erm2OqSYIH2noBhGPESJqr16uXwLrYU2RfO8vV8uYJTRC7so%3d&c=nFzXpEzWvJeQxd8lIQU5khFiqH8erm2OqSYIH2noBhFVyOC18Y1q%2fk6w7X6%2f8oexNdYY0ZCYEN61e%2f6ppOrEVwpioUbHR2SwL5EChGbXXeDoJmnpzRa1AWxA9tQMwu0%2bktGpwOWucI8%2f84VtxaeUMPUgFQyoHE5X&d=nFzXpEzWvJeQxd8lIQU5khFiqH8erm2OqSYIH2noBhFBnrGBwcet%2fVyteEGCxicG&qi=nFzXpEzWvJeQxd8lIQU5khFiqH8erm2Op9LIFPZHEoCpw9M9xmdpvj2A1eYj%2bujSQmvYX260SW0fvy8eaKFrtA%3d%3d
https://gov1.paymentnet.com/Report/Detail.aspx?a=nFzXpEzWvJeQxd8lIQU5khFiqH8erm2O7U%2bfP6jOMFA%2fteehOynzqHHdNT%2f%2fr0T15Yx8yP%2bvYjeDGmEtfpYWyIJJW3rns7CInCfT5SxDGpJ%2b%2fgycL%2fOG4xABqTgrixdgJwKdhqu6qkuuMxpdN5yczA%3d%3d&b=nFzXpEzWvJeQxd8lIQU5khFiqH8erm2OZPG%2bYACN0nyaCfLlYwWdTcLYdO2Bmh%2bfY14jxmqMKlU%3d&c=nFzXpEzWvJeQxd8lIQU5khFiqH8erm2OZPG%2bYACN0nzACw2eUkPldZKLjcLRkS2r2iZZCN%2bMoDPGtWyHnc4rhiFpRtffEXDFgelBlb6ZWy3EPW4oxBzGwfMaMB6lgUmcDjI9%2fJnNZWM%3d&d=nFzXpEzWvJeQxd8lIQU5khFiqH8erm2OZPG%2bYACN0nyLn4MkyLaLO6T1Xid4NOt5&qi=nFzXpEzWvJeQxd8lIQU5khFiqH8erm2OZPG%2bYACN0nxyePsYsfROhu2kqTSjT6NonHhJFMIfz5YLKhkIvLkScw%3d%3d
https://gov1.paymentnet.com/Report/Detail.aspx?a=nFzXpEzWvJeQxd8lIQU5khFiqH8erm2O7U%2bfP6jOMFA%2fteehOynzqHHdNT%2f%2fr0T15Yx8yP%2bvYjeDGmEtfpYWyIJJW3rns7CInCfT5SxDGpJ%2b%2fgycL%2fOG4xABqTgrixdgJwKdhqu6qkuuMxpdN5yczA%3d%3d&b=nFzXpEzWvJeQxd8lIQU5khFiqH8erm2OZPG%2bYACN0nyaCfLlYwWdTcLYdO2Bmh%2bfY14jxmqMKlU%3d&c=nFzXpEzWvJeQxd8lIQU5khFiqH8erm2OZPG%2bYACN0nzACw2eUkPldZKLjcLRkS2r2iZZCN%2bMoDPGtWyHnc4rhiFpRtffEXDFgelBlb6ZWy3EPW4oxBzGwfMaMB6lgUmcDjI9%2fJnNZWM%3d&d=nFzXpEzWvJeQxd8lIQU5khFiqH8erm2OZPG%2bYACN0nyLn4MkyLaLO6T1Xid4NOt5&qi=nFzXpEzWvJeQxd8lIQU5khFiqH8erm2OZPG%2bYACN0nxyePsYsfROhu2kqTSjT6NonHhJFMIfz5YLKhkIvLkScw%3d%3d
https://gov1.paymentnet.com/Report/Detail.aspx?a=nFzXpEzWvJeQxd8lIQU5khFiqH8erm2OphsZxEFe1VenIMUJ%2bUI83bjCtyfQsW1TVT4forjuDeShON9HKr2TTSqL%2f5o8EVZytrdpsBtNuAj9ERxctLcUm5ttB7dK0A5qazrnYBvVeIOFbwoJX8EexQ%3d%3d&b=nFzXpEzWvJeQxd8lIQU5khFiqH8erm2OphsZxEFe1VedkZnhJWoL8RxoMw%2fntCNAHAcrGCoAdaM%3d&c=nFzXpEzWvJeQxd8lIQU5khFiqH8erm2OphsZxEFe1VcvqBL8i3ORZ8N9Nav6NxefhkKa78X8UBLppu0RURiJVc%2fJVcYtoEeMHPq6Lo7gx0M0DCNEplcX7hVgITrn8rSz&d=nFzXpEzWvJeQxd8lIQU5khFiqH8erm2OphsZxEFe1VdsQhMUgfkyOGj54FSC5eiK&qi=nFzXpEzWvJeQxd8lIQU5khFiqH8erm2OT4C3zW235LqeHCXi7Lf0hw6BHPzQig8kNvsocfqkNoc33W34tAKw0A%3d%3d
https://gov1.paymentnet.com/Report/Detail.aspx?a=nFzXpEzWvJeQxd8lIQU5khFiqH8erm2OphsZxEFe1VenIMUJ%2bUI83bjCtyfQsW1TVT4forjuDeShON9HKr2TTSqL%2f5o8EVZytrdpsBtNuAj9ERxctLcUm5ttB7dK0A5qazrnYBvVeIOFbwoJX8EexQ%3d%3d&b=nFzXpEzWvJeQxd8lIQU5khFiqH8erm2OphsZxEFe1VedkZnhJWoL8RxoMw%2fntCNAHAcrGCoAdaM%3d&c=nFzXpEzWvJeQxd8lIQU5khFiqH8erm2OphsZxEFe1VcvqBL8i3ORZ8N9Nav6NxefhkKa78X8UBLppu0RURiJVc%2fJVcYtoEeMHPq6Lo7gx0M0DCNEplcX7hVgITrn8rSz&d=nFzXpEzWvJeQxd8lIQU5khFiqH8erm2OphsZxEFe1VdsQhMUgfkyOGj54FSC5eiK&qi=nFzXpEzWvJeQxd8lIQU5khFiqH8erm2OT4C3zW235LqeHCXi7Lf0hw6BHPzQig8kNvsocfqkNoc33W34tAKw0A%3d%3d
https://gov1.paymentnet.com/Report/Detail.aspx?a=nFzXpEzWvJeQxd8lIQU5khFiqH8erm2OT4C3zW235LpHwfRZxAHsEJKjowlPjeYUPBNLh1Sr8RjNhBcsfCoZfCmbuihQJ6JpqLLXrb4ZK4qAbe79Kml8u5RSX1s2dqoo5%2bTQHiENFqaB09qoAvSxwQ%3d%3d&b=nFzXpEzWvJeQxd8lIQU5khFiqH8erm2OT4C3zW235LqrzK2vA0HPAS2%2fcy4L2f5%2b1gXptSFokzQ%3d&c=nFzXpEzWvJeQxd8lIQU5khFiqH8erm2OT4C3zW235Loa1csBj%2b4EnZR%2b74WZ7oaz7Is9C1GeP1AQ8pJrLl9eBRnFbSUTsBCmnFgKcZaPJSD4UtYUCcC%2bT8ZwM1%2b7CyjDBPDDgPFSlfd%2fPRohxJbdbQ%3d%3d&d=nFzXpEzWvJeQxd8lIQU5khFiqH8erm2OICIzSihfkbjTzajrMbuVxGCsK2iBuQsv&qi=nFzXpEzWvJeQxd8lIQU5khFiqH8erm2OICIzSihfkbi2YA40adlydIJxjx3byj8qDOkr7fQrhRkmqURKzPCaeA%3d%3d
https://gov1.paymentnet.com/Report/Detail.aspx?a=nFzXpEzWvJeQxd8lIQU5khFiqH8erm2OT4C3zW235LpHwfRZxAHsEJKjowlPjeYUPBNLh1Sr8RjNhBcsfCoZfCmbuihQJ6JpqLLXrb4ZK4qAbe79Kml8u5RSX1s2dqoo5%2bTQHiENFqaB09qoAvSxwQ%3d%3d&b=nFzXpEzWvJeQxd8lIQU5khFiqH8erm2OT4C3zW235LqrzK2vA0HPAS2%2fcy4L2f5%2b1gXptSFokzQ%3d&c=nFzXpEzWvJeQxd8lIQU5khFiqH8erm2OT4C3zW235Loa1csBj%2b4EnZR%2b74WZ7oaz7Is9C1GeP1AQ8pJrLl9eBRnFbSUTsBCmnFgKcZaPJSD4UtYUCcC%2bT8ZwM1%2b7CyjDBPDDgPFSlfd%2fPRohxJbdbQ%3d%3d&d=nFzXpEzWvJeQxd8lIQU5khFiqH8erm2OICIzSihfkbjTzajrMbuVxGCsK2iBuQsv&qi=nFzXpEzWvJeQxd8lIQU5khFiqH8erm2OICIzSihfkbi2YA40adlydIJxjx3byj8qDOkr7fQrhRkmqURKzPCaeA%3d%3d
https://gov1.paymentnet.com/Report/Detail.aspx?a=nFzXpEzWvJeQxd8lIQU5khFiqH8erm2OT4C3zW235LpHwfRZxAHsEJKjowlPjeYUPBNLh1Sr8RjNhBcsfCoZfCmbuihQJ6JpqLLXrb4ZK4qAbe79Kml8u5RSX1s2dqoo5%2bTQHiENFqaB09qoAvSxwQ%3d%3d&b=nFzXpEzWvJeQxd8lIQU5khFiqH8erm2OT4C3zW235LqrzK2vA0HPAS2%2fcy4L2f5%2b1gXptSFokzQ%3d&c=nFzXpEzWvJeQxd8lIQU5khFiqH8erm2OT4C3zW235Loa1csBj%2b4EnZR%2b74WZ7oaz7Is9C1GeP1AQ8pJrLl9eBRnFbSUTsBCmnFgKcZaPJSD4UtYUCcC%2bT8ZwM1%2b7CyjDBPDDgPFSlfd%2fPRohxJbdbQ%3d%3d&d=nFzXpEzWvJeQxd8lIQU5khFiqH8erm2OICIzSihfkbjTzajrMbuVxGCsK2iBuQsv&qi=nFzXpEzWvJeQxd8lIQU5khFiqH8erm2OICIzSihfkbi2YA40adlydIJxjx3byj8qDOkr7fQrhRkmqURKzPCaeA%3d%3d
https://gov1.paymentnet.com/Report/Detail.aspx?a=nFzXpEzWvJeQxd8lIQU5khFiqH8erm2OBvRi9iQvUolkI9EX%2b51lGhNhSNCtCC%2b%2fSTjYDm4Jrn1WZGapaem2SwS7U0Fm5TxP6zMvRQAvZ57fSb99dtOz7%2bHXrZCGibQBlpwGf61ZWv%2bJGfq%2bO5YKPQ%3d%3d&b=nFzXpEzWvJeQxd8lIQU5khFiqH8erm2OKXsP%2flO8hzhF5M65yjclDyhUxYOKGzZt%2fCgY6L4D7hw%3d&c=nFzXpEzWvJeQxd8lIQU5khFiqH8erm2OKXsP%2flO8hzi94rG1q89S%2fB0yxWTbXZSMN0cBQFVWYUbV7b9dwYXdMazl6qVh1WJs&d=nFzXpEzWvJeQxd8lIQU5khFiqH8erm2OKXsP%2flO8hziKmjR%2b8cMm1LtOPM24qUi4&qi=nFzXpEzWvJeQxd8lIQU5khFiqH8erm2OKXsP%2flO8hzg649KBwCcdBJjjlY5Bi%2brwNOanxjzYtiRI%2boZOSv5drw%3d%3d
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Report Name

Report Description

Declines

Transaction

The Declines report can be used to monitor the occurrences

and reasons why cardholders have been declined. The report
lists: Decline Code and Reason, Account Name, Account
Number, Amount, MCC, MCC Description, Merchant Name,
Merchant City, Merchant State/Province, Merchant Country,
Date and Time of Decline.

Diversion Detail by
Cardholder

Transaction

Diversion Details by Cardholder report can be used to
analyze the charges to Diversion Accounts. Sub-totals are
provided for each Diversion Account, as well as Grand Totals
for the entire report. The report lists: Diversion Account #,
Transaction Date, Post Date, Reference #, Merchant Name,
MCC, Merchant City and State, Transaction Amount, Unit of
Measure, Quantity, and Unit Price.

Foreign Currency

Transaction

The Foreign Currency report can be used to review
transactions that occurred outside of the U.S. as well as the
currency and exchange rate information. Subtotals are
provided for each account, as well as Grand Totals for the
entire report. The report lists: Account Name, Account #,
Transaction Date, Post Date, MCC, Merchant Name and
Country, U.S. Dollar Amount, Foreign Amount, Exchange
Rate, and Currency Country.

Level lll Temp
Services Data

Transaction

This report can be used to analyze information from
temporary services. Total transactions are provided for each
supervisor as well as grand totals for the entire report. The
report lists: Transaction ID, Transaction Date, Post Date,
Merchant Name, City/State, and Amount. It also includes
Source ID, Job Description, Temp Employee Name, Social
Security Number, Requester, Job Code, Supervisor, Time
Sheet Information such as Start Date, Week Ending, Hours,
Overtime, Rate, Subtotal, Message ID, and Customer Code.
Contents of the report are best viewed in Excel format.

Multiple Transactions-
Single Merchant

Transaction

This report will display multiple transactions occurring at a
single merchant on the same account. Multiple Transactions
are defined as groups of transactions (at least 2) in which
Transaction Dates are within a user defined time period and
where the Transaction Merchant Name matches. The report
displays information for hierarchy, account, transaction,
merchant, and MCC.
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https://gov1.paymentnet.com/Report/Detail.aspx?a=nFzXpEzWvJeQxd8lIQU5khFiqH8erm2OC4JRTYQnWNuJnzuguNtPlWXU9drQn2n6%2fl3jq2RgsYFahGU%2fPfLmY1jJVAeCRi3BnKMujndeTuDxCls3n3TLqSGPZXSmgfXa5GCVV1k%2fd%2bDRq0iEDzoxgg%3d%3d&b=nFzXpEzWvJeQxd8lIQU5khFiqH8erm2OC4JRTYQnWNt%2fBdINodRu5ebOGfLyRH2TQSOOLBZVXA0%3d&c=nFzXpEzWvJeQxd8lIQU5khFiqH8erm2OC4JRTYQnWNvpjQpRiF9TPIQxa92fCjryDTqf2zzhZPU%3d&d=nFzXpEzWvJeQxd8lIQU5khFiqH8erm2OC4JRTYQnWNtK1JsHLPera%2fNgHcvp4BxX&qi=nFzXpEzWvJeQxd8lIQU5khFiqH8erm2O9q3wQb05mGY1POpZzBdpVlghQDL1QLfp3mst5UiRTSLh%2f4e9eX3wsg%3d%3d
https://gov1.paymentnet.com/Report/Detail.aspx?a=nFzXpEzWvJeQxd8lIQU5khFiqH8erm2O9q3wQb05mGbzUpVABwDxa0EpmC0O2CD0pmDezMsTlsM3uFgBHwzAPY8bXR7KkSZLEGS2ReRzn%2fUXCOW%2bAsevuC3CSX%2f1WEFOFhiPDpP1F5zlhkNcBHecDg%3d%3d&b=nFzXpEzWvJeQxd8lIQU5khFiqH8erm2O9q3wQb05mGbeKecz5sVwynvSL2kXT2EK9lsEd3nhedc%3d&c=nFzXpEzWvJeQxd8lIQU5khFiqH8erm2O9q3wQb05mGY1POpZzBdpVkE%2bv0SUp3vY1dvsUwd0y8e%2b5EJilzsywbSPQx7CF73%2bylGZxWQz7VDGAC9S9mnF%2b6t8H5nsZzZ4BA3VuQ6by14%3d&d=nFzXpEzWvJeQxd8lIQU5khFiqH8erm2OSxHnDdJ4fuXisa2kohO6gKINXb7YDBiw&qi=nFzXpEzWvJeQxd8lIQU5khFiqH8erm2OSxHnDdJ4fuVTl%2fhgRC4FF72xXtQACC2s9h5tDcplj0G2lecG7QRfXQ%3d%3d
https://gov1.paymentnet.com/Report/Detail.aspx?a=nFzXpEzWvJeQxd8lIQU5khFiqH8erm2O9q3wQb05mGbzUpVABwDxa0EpmC0O2CD0pmDezMsTlsM3uFgBHwzAPY8bXR7KkSZLEGS2ReRzn%2fUXCOW%2bAsevuC3CSX%2f1WEFOFhiPDpP1F5zlhkNcBHecDg%3d%3d&b=nFzXpEzWvJeQxd8lIQU5khFiqH8erm2O9q3wQb05mGbeKecz5sVwynvSL2kXT2EK9lsEd3nhedc%3d&c=nFzXpEzWvJeQxd8lIQU5khFiqH8erm2O9q3wQb05mGY1POpZzBdpVkE%2bv0SUp3vY1dvsUwd0y8e%2b5EJilzsywbSPQx7CF73%2bylGZxWQz7VDGAC9S9mnF%2b6t8H5nsZzZ4BA3VuQ6by14%3d&d=nFzXpEzWvJeQxd8lIQU5khFiqH8erm2OSxHnDdJ4fuXisa2kohO6gKINXb7YDBiw&qi=nFzXpEzWvJeQxd8lIQU5khFiqH8erm2OSxHnDdJ4fuVTl%2fhgRC4FF72xXtQACC2s9h5tDcplj0G2lecG7QRfXQ%3d%3d
https://gov1.paymentnet.com/Report/Detail.aspx?a=nFzXpEzWvJeQxd8lIQU5kodOPLpqrnV%2fX%2fOTGCIJvojQSyCa0ZySXGyqUe5J27WARrnrgwSwEKBDFUClAACjrQ4IYZlDLR1tN0Frzb7B8Nw%2f%2bLIybenhALapdQIbBsnKitBkjXNhyzWw9NCZJL%2fxYw%3d%3d&b=nFzXpEzWvJeQxd8lIQU5kodOPLpqrnV%2fX%2fOTGCIJvojRMNrDPxX7QEd%2b8VrIRHL34zm8WwgGRDM%3d&c=nFzXpEzWvJeQxd8lIQU5kodOPLpqrnV%2fX%2fOTGCIJvojRMNrDPxX7QCM%2fYgaKy2cPrj%2fHGShUcU2RKntcBpZVtvHqHY4PD7Az&d=nFzXpEzWvJeQxd8lIQU5kodOPLpqrnV%2fX%2fOTGCIJvojsDJ1nf2Ey5IeuDtqV4yIi&qi=nFzXpEzWvJeQxd8lIQU5kodOPLpqrnV%2f7mAaobjO%2bkrDToyUzeM2TrAw5lueHM9CBQAMbGYT2w19aOdUCi1xmw%3d%3d
https://gov1.paymentnet.com/Report/Detail.aspx?a=nFzXpEzWvJeQxd8lIQU5kodOPLpqrnV%2fROupkXFUERYzFeOiA6Hwd8oSJqNuP4gTSvpL5X7YVJjExFKevvV7Kfpov4uEMKFA341yHva2j9R0Wl07DRaKNx3eRpQSsj%2f7MrxwS20lwpSj9%2bvdl4FkpQ%3d%3d&b=nFzXpEzWvJeQxd8lIQU5kodOPLpqrnV%2fBP1H7fCwwkGGQXnesPwErKqdStL3G%2fxQSceUYE6XZek%3d&c=nFzXpEzWvJeQxd8lIQU5kodOPLpqrnV%2fBP1H7fCwwkHwxxMLEj5fsLqtj8bPaILwPKbmb5z%2f0M0yEUFgqSyPHm5c7AkB8Y7YryqoB9nxEtmPIy32CGzEf8nxgaaXYTVp&d=nFzXpEzWvJeQxd8lIQU5kodOPLpqrnV%2fBP1H7fCwwkGDsAtd2PKXGZKdAGviqDCR&qi=nFzXpEzWvJeQxd8lIQU5kodOPLpqrnV%2fBP1H7fCwwkEYLEkINQDKMR9umwbUVp5N288zEVpTHS%2b4pMim%2bWXvZw%3d%3d
https://gov1.paymentnet.com/Report/Detail.aspx?a=nFzXpEzWvJeQxd8lIQU5kodOPLpqrnV%2fROupkXFUERYzFeOiA6Hwd8oSJqNuP4gTSvpL5X7YVJjExFKevvV7Kfpov4uEMKFA341yHva2j9R0Wl07DRaKNx3eRpQSsj%2f7MrxwS20lwpSj9%2bvdl4FkpQ%3d%3d&b=nFzXpEzWvJeQxd8lIQU5kodOPLpqrnV%2fBP1H7fCwwkGGQXnesPwErKqdStL3G%2fxQSceUYE6XZek%3d&c=nFzXpEzWvJeQxd8lIQU5kodOPLpqrnV%2fBP1H7fCwwkHwxxMLEj5fsLqtj8bPaILwPKbmb5z%2f0M0yEUFgqSyPHm5c7AkB8Y7YryqoB9nxEtmPIy32CGzEf8nxgaaXYTVp&d=nFzXpEzWvJeQxd8lIQU5kodOPLpqrnV%2fBP1H7fCwwkGDsAtd2PKXGZKdAGviqDCR&qi=nFzXpEzWvJeQxd8lIQU5kodOPLpqrnV%2fBP1H7fCwwkEYLEkINQDKMR9umwbUVp5N288zEVpTHS%2b4pMim%2bWXvZw%3d%3d
https://gov1.paymentnet.com/Report/Detail.aspx?a=nFzXpEzWvJeQxd8lIQU5kodOPLpqrnV%2fZnspRXxMs1McdyNbfDgGpyaG4Yju4DKogTDQT3n0m%2bgoh49wbEoOWcfac7OUcuCc2xZ3DjEAt5LrKycODD053mptoXrV6atzJ%2bNLQyRLCpZav4xw6TkIFA%3d%3d&b=nFzXpEzWvJeQxd8lIQU5kodOPLpqrnV%2fZnspRXxMs1Ps9i%2bWZ%2bo6b6Uq5YGMIrmB7rQkZRmWo6Q%3d&c=nFzXpEzWvJeQxd8lIQU5kodOPLpqrnV%2fZnspRXxMs1P4fcJxQlH8QDmI9U0xovJIs70Z8C8PDxpkvvlTOl1tIqdpT3pEHAekT2elmwN2QAco4EdZhn2jkEu7ecDMqa68mDmLIfFlbMBnVXC7pMto3JsiWGwRXxCT&d=nFzXpEzWvJeQxd8lIQU5kodOPLpqrnV%2fZnspRXxMs1ObaLPgIx3%2bUA6Xnl108hn5&qi=nFzXpEzWvJeQxd8lIQU5kodOPLpqrnV%2fCpUHOBcN6L8WrQKXyAHjRgmzfAOzkcmBNiPIbDpA3G3qcVNaxQfp9Q%3d%3d
https://gov1.paymentnet.com/Report/Detail.aspx?a=nFzXpEzWvJeQxd8lIQU5kodOPLpqrnV%2fZnspRXxMs1McdyNbfDgGpyaG4Yju4DKogTDQT3n0m%2bgoh49wbEoOWcfac7OUcuCc2xZ3DjEAt5LrKycODD053mptoXrV6atzJ%2bNLQyRLCpZav4xw6TkIFA%3d%3d&b=nFzXpEzWvJeQxd8lIQU5kodOPLpqrnV%2fZnspRXxMs1Ps9i%2bWZ%2bo6b6Uq5YGMIrmB7rQkZRmWo6Q%3d&c=nFzXpEzWvJeQxd8lIQU5kodOPLpqrnV%2fZnspRXxMs1P4fcJxQlH8QDmI9U0xovJIs70Z8C8PDxpkvvlTOl1tIqdpT3pEHAekT2elmwN2QAco4EdZhn2jkEu7ecDMqa68mDmLIfFlbMBnVXC7pMto3JsiWGwRXxCT&d=nFzXpEzWvJeQxd8lIQU5kodOPLpqrnV%2fZnspRXxMs1ObaLPgIx3%2bUA6Xnl108hn5&qi=nFzXpEzWvJeQxd8lIQU5kodOPLpqrnV%2fCpUHOBcN6L8WrQKXyAHjRgmzfAOzkcmBNiPIbDpA3G3qcVNaxQfp9Q%3d%3d
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Report Name Report Description

The Office of Management and Budget (OMB) Purchase
Report is a quarterly run report that provides transactional
data for OMB reporting. This report contains all columns
required for OMB reporting. Based on information in
PaymentNet, the following columns will contain information:
Hierarchy, Number of Cards, Number of Active Accounts,
Number of Net New Accounts, Charge Card Dollars Spent,
Ratio of Approving Officials to Cardholders (Span of Control),
and Average Number of Monthly Purchase Card Transactions
Reviewed per Approving Official, Total Number of
Convenience Checks Written, Number of Checks Written
Over $3,000, Number of Checks Written Equal To Or Under
$3,000, and Total Number of Individuals Authorized To Write
Convenience Checks. Other columns required for OMB will
be displayed on the report; however, these will need to be
populated manually before sending to OMB. This report shall
be defaulted to provide reporting on the root hierarchy level
and the last quarter. This report is optimized for Excel.

OMB Purchase Transaction

The Pending Review/Approval report details transactions and
their review/approval status. The report displays hierarchy
information, account information, merchant information,
transaction detail information, approvers to which the
transaction is assigned, and the dates assigned, reviewed,
and approved by the approver. The report will display all
types of transactions by default, but the report criteria can be
set to display any combination of the following: new
transactions, reviewed transactions, in-process transactions,
stalled transactions, or approved transactions. The report is
optimized for PDF format. Please note that the report defaults
to 30 days of activity and the dates on the report may have a
24 hour lag in being available. The Date Assigned is not
available for approved transactions.

Pending
Review/Approve Transaction
Report

The report displays potential forced transactions and the
associated account and merchant information. The report
displays Hierarchy, Transaction ID, Transaction Amount,
Potential Forced Transaction Transaction Date, Post Date, Account Number, First Name,
Transactions Last Name, Account Status, MCC, MCC Description,
Merchant ID, Merchant Name, Merchant Address, Merchant
City, Merchant State/ Province, Merchant ZIP. This report is

optimized for Excel.
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https://gov1.paymentnet.com/Report/Detail.aspx?a=nFzXpEzWvJeQxd8lIQU5kodOPLpqrnV%2f%2f4LcJS97zxJv7wcCX4bgve5%2bVEfB%2bqMk%2fzGh2i5tmwcwTzf6kN1ripARw7A%2fY77po39ZrsuY6CRacqxzxWM7%2beepoB7UAZeeE%2bq0vqvAeWI9PsGCURYMIw%3d%3d&b=nFzXpEzWvJeQxd8lIQU5kodOPLpqrnV%2f%2f4LcJS97zxIaBkAR77xfDAukwsFht8nQEkufs9rYCKA%3d&c=nFzXpEzWvJeQxd8lIQU5kodOPLpqrnV%2f%2f4LcJS97zxKMpBXiS35Yi4KJl4xvwZwV6jZIN3aopNp5c7Ed6n%2bxsg%3d%3d&d=nFzXpEzWvJeQxd8lIQU5kodOPLpqrnV%2f%2f4LcJS97zxJzi3wWwZ8brnwRju5AQMWQ&qi=nFzXpEzWvJeQxd8lIQU5kodOPLpqrnV%2fR%2f5ScSH6BmtExTUoMO%2fT%2bE%2bmIR7%2f4b%2blDU4lNg7IoSepvrXBDzrZhQ%3d%3d
https://gov1.paymentnet.com/Report/Detail.aspx?a=nFzXpEzWvJdwUcxlepTYdyxfAuFfjweao%2fEGQA2XodGU5AJkWAIwA37W2n3Dr9OnAd%2fWMGTTvZX53ISdUI1buo87jR8NWybT5vYhsg%2fC%2fGqqzSo52BUD6cEJ5zkZ4QCgiO5r2USxxBpckWuEJ6Ns%2bg%3d%3d&b=nFzXpEzWvJdwUcxlepTYdyxfAuFfjweao%2fEGQA2XodF%2bJec8dKuVVZm9%2fx4aUiOQKNGbbyD96j8%3d&c=nFzXpEzWvJdwUcxlepTYdyxfAuFfjweao%2fEGQA2XodEbKqhp%2bs6g0oXRXn3M9l4Iba3BpMi8lu0%2feROOjswHoaopRb%2brCB6PIl5fJnBIeDSB98WtU5nnZFAsDWEyHvImAFhlfGkuURk%3d&d=nFzXpEzWvJdwUcxlepTYdyxfAuFfjweao%2fEGQA2XodHTzWnc%2fzprT5P86nbV2ICl&qi=nFzXpEzWvJdwUcxlepTYdyxfAuFfjwea0VC2paaaprlfTbGVAqHhIhI44h6s5U8xX9wudv%2fhTiWWwk7EXsJrOg%3d%3d
https://gov1.paymentnet.com/Report/Detail.aspx?a=nFzXpEzWvJdwUcxlepTYdyxfAuFfjweao%2fEGQA2XodGU5AJkWAIwA37W2n3Dr9OnAd%2fWMGTTvZX53ISdUI1buo87jR8NWybT5vYhsg%2fC%2fGqqzSo52BUD6cEJ5zkZ4QCgiO5r2USxxBpckWuEJ6Ns%2bg%3d%3d&b=nFzXpEzWvJdwUcxlepTYdyxfAuFfjweao%2fEGQA2XodF%2bJec8dKuVVZm9%2fx4aUiOQKNGbbyD96j8%3d&c=nFzXpEzWvJdwUcxlepTYdyxfAuFfjweao%2fEGQA2XodEbKqhp%2bs6g0oXRXn3M9l4Iba3BpMi8lu0%2feROOjswHoaopRb%2brCB6PIl5fJnBIeDSB98WtU5nnZFAsDWEyHvImAFhlfGkuURk%3d&d=nFzXpEzWvJdwUcxlepTYdyxfAuFfjweao%2fEGQA2XodHTzWnc%2fzprT5P86nbV2ICl&qi=nFzXpEzWvJdwUcxlepTYdyxfAuFfjwea0VC2paaaprlfTbGVAqHhIhI44h6s5U8xX9wudv%2fhTiWWwk7EXsJrOg%3d%3d
https://gov1.paymentnet.com/Report/Detail.aspx?a=nFzXpEzWvJdwUcxlepTYdyxfAuFfjweao%2fEGQA2XodGU5AJkWAIwA37W2n3Dr9OnAd%2fWMGTTvZX53ISdUI1buo87jR8NWybT5vYhsg%2fC%2fGqqzSo52BUD6cEJ5zkZ4QCgiO5r2USxxBpckWuEJ6Ns%2bg%3d%3d&b=nFzXpEzWvJdwUcxlepTYdyxfAuFfjweao%2fEGQA2XodF%2bJec8dKuVVZm9%2fx4aUiOQKNGbbyD96j8%3d&c=nFzXpEzWvJdwUcxlepTYdyxfAuFfjweao%2fEGQA2XodEbKqhp%2bs6g0oXRXn3M9l4Iba3BpMi8lu0%2feROOjswHoaopRb%2brCB6PIl5fJnBIeDSB98WtU5nnZFAsDWEyHvImAFhlfGkuURk%3d&d=nFzXpEzWvJdwUcxlepTYdyxfAuFfjweao%2fEGQA2XodHTzWnc%2fzprT5P86nbV2ICl&qi=nFzXpEzWvJdwUcxlepTYdyxfAuFfjwea0VC2paaaprlfTbGVAqHhIhI44h6s5U8xX9wudv%2fhTiWWwk7EXsJrOg%3d%3d
https://gov1.paymentnet.com/Report/Detail.aspx?a=nFzXpEzWvJdwUcxlepTYdyxfAuFfjwea0VC2paaaprkLIt%2bjOR57m0C5PCDdncHSVyG27rwbSLUcCWcADaY1Kx7rQruWAE2uvkpslPgqT9ugwB%2f3BtdX%2f%2fJg4bZZ%2f5IeVaOrRnUVg30JwOvQxNCH3g%3d%3d&b=nFzXpEzWvJdwUcxlepTYdyxfAuFfjwea0VC2paaaprkXSnVIqyJ6VzYSxVrdXWAB%2f9LDPK9ZqPo%3d&c=nFzXpEzWvJdwUcxlepTYdyxfAuFfjwea0VC2paaaprnxGqT%2bgkvJJ3ZT8Iur7SgJZHCtJ7vhiag%2bFaBK2HcfcmE3JLdtwPTg4KBbsyE%2fXUWKG2I9fYgpaWcet1Us7tyABTKK9DIOKb0%3d&d=nFzXpEzWvJdwUcxlepTYdyxfAuFfjwea0VC2paaaprlgQmZ1bGM4aFnGJ7tiGyJG&qi=nFzXpEzWvJdwUcxlepTYdyxfAuFfjweacqqk9L4syZbAl57%2fDxbq8OJCqeWF1Yox8xC20ZptAA3lG9lNoRdwDQ%3d%3d
https://gov1.paymentnet.com/Report/Detail.aspx?a=nFzXpEzWvJdwUcxlepTYdyxfAuFfjwea0VC2paaaprkLIt%2bjOR57m0C5PCDdncHSVyG27rwbSLUcCWcADaY1Kx7rQruWAE2uvkpslPgqT9ugwB%2f3BtdX%2f%2fJg4bZZ%2f5IeVaOrRnUVg30JwOvQxNCH3g%3d%3d&b=nFzXpEzWvJdwUcxlepTYdyxfAuFfjwea0VC2paaaprkXSnVIqyJ6VzYSxVrdXWAB%2f9LDPK9ZqPo%3d&c=nFzXpEzWvJdwUcxlepTYdyxfAuFfjwea0VC2paaaprnxGqT%2bgkvJJ3ZT8Iur7SgJZHCtJ7vhiag%2bFaBK2HcfcmE3JLdtwPTg4KBbsyE%2fXUWKG2I9fYgpaWcet1Us7tyABTKK9DIOKb0%3d&d=nFzXpEzWvJdwUcxlepTYdyxfAuFfjwea0VC2paaaprlgQmZ1bGM4aFnGJ7tiGyJG&qi=nFzXpEzWvJdwUcxlepTYdyxfAuFfjweacqqk9L4syZbAl57%2fDxbq8OJCqeWF1Yox8xC20ZptAA3lG9lNoRdwDQ%3d%3d
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Report Name

Report Description

Potential Split
Purchases

Transaction

The report will display transactions where the combined

individual transaction amounts of split purchases with the
same merchant potentially exceed either the single amount
limit or the MCCG single amount limit. This report will also
provide the account’s MCC group and the associated MCCG
single amount limit associated with the MCC of the
transaction if it exceeds the single amount limit of the MCCG.
Changes to the account or MCCG single amount limits and
MCCs within MCCGs between the transaction date and the
report run date will impact the data produced in the report.
The report displays information for Hierarchy, Account,
Transaction, Merchant, MCC, MCCG, Single Amount Limit,
and Total Amount on Split Purchase.

Purchase Log

Transaction

The Purchase Log report shows a list of purchase log entries.
The report lists Purchase Log Status, Account Number,
Merchant, Purchase Log ID, Hierarchy ID, Purchase Date,
Receipt Date, Requestor, Confirmed By, Total Cost,
Estimated Freight, and Notes. Line item details and any
matched transactions are also included.

Purchase Log Audit

Transaction

The report will provide all purchase log entry changes made
over a selected date range. This report contains the purchase
log ID, account number, change date and time, a description
of the field changed, original data, new data and PaymentNet
User ID that made the change.

Review and Approve
Summary Statistics

Transaction

This report provides review and approve summary statistics
by hierarchy and is configurable so that an A/OPC can view
summaries at different hierarchy levels.

Statement of Account

Transaction

The Statement of Account provides a listing of previous 30
days of transaction information such as postdate, merchant,
transaction amount, MCC, original amount and tax. The
statement also contains, when available, accounting code
allocations, transaction notes, custom fields (when applicable)
and transaction addendum detail. Cardholder and Supervisor
signature lines are also included at the bottom of the
statement to assist in the review and reconciliation process.
This statement is not an official bank billing statement and
cannot be used for remittance. This report provides the
default of the last 30 days unless overwritten by the user.

Statistical Summary
Report

Transaction

The Statistical Summary Report lists account and transaction
summary information with scope of view based on hierarchy.
Hierarchies are displayed up to 10 levels deep, down to the
level selected in the criteria. Account status information will
be current up to 48 hour prior to the running of the report. The
report can be run for a selectable date range and hierarchy
level. By default, the report is sorted ascending by hierarchy.
This report is optimized for excel.
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https://gov1.paymentnet.com/Report/Detail.aspx?a=nFzXpEzWvJdwUcxlepTYdyxfAuFfjweacqqk9L4syZY2QLCtKQq08KCcl%2beGkrC4QfTEsTkcHZ0oT75hCKvUqd4WNZvMd19zPYkSylaDbwme0ADvwyQNkg2%2bumI8mgoDGDO2MkpEf4hP%2frDSB5NNAg%3d%3d&b=nFzXpEzWvJdwUcxlepTYdyxfAuFfjweajV8Xby1l6bI1iGhIN3FoR%2fIioR231xRcouM6snQfOUI%3d&c=nFzXpEzWvJdwUcxlepTYdyxfAuFfjweajV8Xby1l6bK6UCMltoUa8fxKGgtmXhQ2vMVMV6SXVRS%2fVixiQmzK1JRXI1caM64KzV2vSgtPgA6vTEYjuDu3akm5G8J86luw&d=nFzXpEzWvJdwUcxlepTYdyxfAuFfjweajV8Xby1l6bJ1Xn%2bKZTNhiR21pUJQWA10&qi=nFzXpEzWvJdwUcxlepTYdyxfAuFfjweajV8Xby1l6bKtN%2fdI4Ts1mhMCFilG8XQwpJlEj2XbI6GGA7k41jICUA%3d%3d
https://gov1.paymentnet.com/Report/Detail.aspx?a=nFzXpEzWvJdwUcxlepTYdyxfAuFfjweacqqk9L4syZY2QLCtKQq08KCcl%2beGkrC4QfTEsTkcHZ0oT75hCKvUqd4WNZvMd19zPYkSylaDbwme0ADvwyQNkg2%2bumI8mgoDGDO2MkpEf4hP%2frDSB5NNAg%3d%3d&b=nFzXpEzWvJdwUcxlepTYdyxfAuFfjweajV8Xby1l6bI1iGhIN3FoR%2fIioR231xRcouM6snQfOUI%3d&c=nFzXpEzWvJdwUcxlepTYdyxfAuFfjweajV8Xby1l6bK6UCMltoUa8fxKGgtmXhQ2vMVMV6SXVRS%2fVixiQmzK1JRXI1caM64KzV2vSgtPgA6vTEYjuDu3akm5G8J86luw&d=nFzXpEzWvJdwUcxlepTYdyxfAuFfjweajV8Xby1l6bJ1Xn%2bKZTNhiR21pUJQWA10&qi=nFzXpEzWvJdwUcxlepTYdyxfAuFfjweajV8Xby1l6bKtN%2fdI4Ts1mhMCFilG8XQwpJlEj2XbI6GGA7k41jICUA%3d%3d
https://gov1.paymentnet.com/Report/Detail.aspx?a=nFzXpEzWvJdwUcxlepTYdyxfAuFfjweak0lipMhPrlPxd4G5pEOu8OZk%2bFQPrRZErqBBca7vZgXDcU%2bYspcMq0GULo6Z%2f5f3SFLM17Sirs89tD46fslTeomhRcOlb%2bXYdPzOSV4%2fgcOSI8mSlvakNQ%3d%3d&b=nFzXpEzWvJdwUcxlepTYdyxfAuFfjweak0lipMhPrlPeysiJPs%2b17R25PQy%2bALbMX6%2f8KiqLlj4%3d&c=nFzXpEzWvJdwUcxlepTYdyxfAuFfjweaC4sMtpFMJA6mhDh44iplllxLqdtiKw3fJkOd0ljx2AmYKVGcYHr7OWFXIxAR3ri3YzwZQyVeZTw%3d&d=nFzXpEzWvJdwUcxlepTYdyxfAuFfjweaC4sMtpFMJA6I%2f50N0oJ5GOOZKPpD1u5V&qi=nFzXpEzWvJdwUcxlepTYdyxfAuFfjweaC4sMtpFMJA5OiyrvZP74sIR7PHz46hdWl71%2b99gSh68pE0TGmpLTfA%3d%3d
https://gov1.paymentnet.com/Report/Detail.aspx?a=nFzXpEzWvJdwUcxlepTYdyxfAuFfjweagPfgXWXk%2fXNqmpzWLT%2ftnHAiY%2fMFJAZeewVtEsODQ%2brObgXNZjwv68jW4gQ9ktxCf1FQ2RsqDNBmENH7jWz%2bZmlbf2Dd0iQqTQY7Lm%2bL9%2fuaIPRPnfL9MA%3d%3d&b=nFzXpEzWvJdwUcxlepTYdyxfAuFfjweagPfgXWXk%2fXMGFGS0GmUcoqAFsuesOvrv2HrcVRPLUEk%3d&c=nFzXpEzWvJdwUcxlepTYdyxfAuFfjweagPfgXWXk%2fXMdDHNrLZrAXHUSglwttTrlpI6yBuxY1mO4eFPXvt3rcgDcJ%2f%2fnVJmcw%2fM%2fNH6P6P1VHG%2byIDLfsVUTv6mY0543q4XTk%2fzulUMjqGSh3P2sLAaJzuNTS1tM&d=nFzXpEzWvJdwUcxlepTYdyxfAuFfjweagPfgXWXk%2fXOR6CSdBNfP7q8W8%2bXqaOVD&qi=nFzXpEzWvJdwUcxlepTYdyxfAuFfjweagPfgXWXk%2fXMEDZgN28Q0acO9i6QPlkjKC47y9AsVlUDmmwZhPGrMCA%3d%3d
https://gov1.paymentnet.com/Report/Detail.aspx?a=nFzXpEzWvJdwUcxlepTYdyxfAuFfjweagPfgXWXk%2fXNqmpzWLT%2ftnHAiY%2fMFJAZeewVtEsODQ%2brObgXNZjwv68jW4gQ9ktxCf1FQ2RsqDNBmENH7jWz%2bZmlbf2Dd0iQqTQY7Lm%2bL9%2fuaIPRPnfL9MA%3d%3d&b=nFzXpEzWvJdwUcxlepTYdyxfAuFfjweagPfgXWXk%2fXMGFGS0GmUcoqAFsuesOvrv2HrcVRPLUEk%3d&c=nFzXpEzWvJdwUcxlepTYdyxfAuFfjweagPfgXWXk%2fXMdDHNrLZrAXHUSglwttTrlpI6yBuxY1mO4eFPXvt3rcgDcJ%2f%2fnVJmcw%2fM%2fNH6P6P1VHG%2byIDLfsVUTv6mY0543q4XTk%2fzulUMjqGSh3P2sLAaJzuNTS1tM&d=nFzXpEzWvJdwUcxlepTYdyxfAuFfjweagPfgXWXk%2fXOR6CSdBNfP7q8W8%2bXqaOVD&qi=nFzXpEzWvJdwUcxlepTYdyxfAuFfjweagPfgXWXk%2fXMEDZgN28Q0acO9i6QPlkjKC47y9AsVlUDmmwZhPGrMCA%3d%3d
https://gov1.paymentnet.com/Report/Detail.aspx?a=nFzXpEzWvJdwUcxlepTYdyxfAuFfjweaX69BNvOmrW%2bNW0i7eI1%2b4wvaoT3ucp5oiF2r4e%2f0fxlsgdGpGy2o4KUELj9VTPBya8arIa%2bgbvmM%2bM7obmUiISeFR9X7nfPVEO748ckvPlVbt4VWJYNVBA%3d%3d&b=nFzXpEzWvJdwUcxlepTYdyxfAuFfjweaX69BNvOmrW8hWzpZHGshyOKd%2bMKZMhq8nNaGaurLE9M%3d&c=nFzXpEzWvJdwUcxlepTYdyxfAuFfjweaX69BNvOmrW8N2EpJS8xkJpcD8iPP7h5nb%2fx%2beckmRBGGOYakFpR19xeOAWGuyWQDs9hDZ1Uxy1c%3d&d=nFzXpEzWvJdwUcxlepTYdyxfAuFfjweaX69BNvOmrW9ke2rP0xFSlLqkyI00hasK&qi=nFzXpEzWvJdwUcxlepTYdyxfAuFfjweakCfFPIOU%2bmMYKHu8AG1nbnEekyWrUni4rP46ALpoUjcgjJFiC6U5Kg%3d%3d
https://gov1.paymentnet.com/Report/Detail.aspx?a=nFzXpEzWvJdwUcxlepTYdyxfAuFfjweakCfFPIOU%2bmP2ecZXbuClWZKZ3rvZ2r6G2EGSjb89kTKBEseFrI6L2fK%2b%2bIonvY87unSt%2b33a2l4W0wLQ%2fQU1XJm%2b7k8BTfoBsQrHfgtoi54HBqWKwh5nYg%3d%3d&b=nFzXpEzWvJdwUcxlepTYdyxfAuFfjweakCfFPIOU%2bmM02StZH%2fLpbjHxNZwAisGCeztuh1Jylz0%3d&c=nFzXpEzWvJdwUcxlepTYdyxfAuFfjweakCfFPIOU%2bmP8g1AHeWPfYa0hPkhkQFcjuszheGYbYqF0oBjcLDl4LEIWtr093symBgg2%2bGJ07wanmulb4iBWqsX4xSRPRoYW&d=nFzXpEzWvJdwUcxlepTYdyxfAuFfjweaYB9ISQTR0Gr1bLuVwffzptKaJlY0SUm9&qi=nFzXpEzWvJdwUcxlepTYdyxfAuFfjweaYB9ISQTR0GpmoMqWz316r9gsU3UCUMS%2feKQrQT6qJ8k3ELOsHZEJlQ%3d%3d
https://gov1.paymentnet.com/Report/Detail.aspx?a=nFzXpEzWvJdwUcxlepTYdyxfAuFfjweakCfFPIOU%2bmP2ecZXbuClWZKZ3rvZ2r6G2EGSjb89kTKBEseFrI6L2fK%2b%2bIonvY87unSt%2b33a2l4W0wLQ%2fQU1XJm%2b7k8BTfoBsQrHfgtoi54HBqWKwh5nYg%3d%3d&b=nFzXpEzWvJdwUcxlepTYdyxfAuFfjweakCfFPIOU%2bmM02StZH%2fLpbjHxNZwAisGCeztuh1Jylz0%3d&c=nFzXpEzWvJdwUcxlepTYdyxfAuFfjweakCfFPIOU%2bmP8g1AHeWPfYa0hPkhkQFcjuszheGYbYqF0oBjcLDl4LEIWtr093symBgg2%2bGJ07wanmulb4iBWqsX4xSRPRoYW&d=nFzXpEzWvJdwUcxlepTYdyxfAuFfjweaYB9ISQTR0Gr1bLuVwffzptKaJlY0SUm9&qi=nFzXpEzWvJdwUcxlepTYdyxfAuFfjweaYB9ISQTR0GpmoMqWz316r9gsU3UCUMS%2feKQrQT6qJ8k3ELOsHZEJlQ%3d%3d
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Report Name

Report Description

Transaction Audit

Transaction

The report will provide all transaction changes made over a

selected date range. This report contains the transaction ID,
change date, a description of the field changed, original data,
new data and PaymentNet User ID that made the change.

Transaction Detail

Transaction

The Transaction Detail report can be used to monitor the
purchases for each account. Transactions as well as line
items are included and payments are excluded from this
report. Subtotals are provided for each account, as well as
Grand Totals for the entire report. The report lists: Account
Name, Account Number, Transaction ID, Transaction Date,
Post Date, Purchase Method, Merchant Name, Merchant City
and State, MCC, Debit Amount, Credit Amount,Tax and
Transaction Type.

Transaction Detail by
Central Bill Account

Transaction

The Transaction Detail by Central Bill Account can be used to
analyze the transactions and accounts that have been
charged to Central Bill accounts. Sub-totals are provided for
each Central Bill account, as well as Grand Totals for the
entire report. The report lists: Tran Date, Post Date,
Reference Number, Tran ID, Merchant Name, MCC, City,
State, Amount, and Transaction Type.

Transaction Detail By
Hierarchy

Transaction

The Transaction Detail by Hierarchy report summarizes the
number of transactions and total dollar amount for each
account and Hierarchy level. Transactions as well as line
items are included and payments are excluded from this
report. Subtotals are provided for each Hierarchy, as well as
Grand Totals for the entire report. The report lists:
Transaction ID, Tran Date, Post Date, Purchase Method,
Merchant, City, State, MCC, Debit Amount, Credit

Amount, Tax and Transaction Type.

Transaction Detail by
Merchant

Transaction

The Transaction Detail by Merchant lists the transactions and
dollar amounts spent with each Merchant. The report lists:
Merchant Name, Merchant City, State, Zip, MCC, Transaction

Transaction Detail by
Parent Merchant

Transaction

The Transaction Detail by Parent Merchant report lists the
transactions and dollar amounts spent with each Parent
Merchant. The report lists: Parent Merchant Name, Merchant
City, State, Zip, MCC, Transaction Amount, Reference #,
Account Name, Transaction Date, and Post Date.
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https://gov1.paymentnet.com/Report/Detail.aspx?a=nFzXpEzWvJdwUcxlepTYd8BkCM26fQqBFLQTk1zex30EWgTlg2iSLFam8lShBnfISMos5rT7BfTlRkjACCOEuTChp6tEjOIzwo9At2W72Pie3IDI%2fWzpwmXwdVBnyP0ytl8EJdXwrU9nywi180HODw%3d%3d&b=nFzXpEzWvJdwUcxlepTYd8BkCM26fQqBFLQTk1zex32hypQgQ9bGA9HBdN1JNJc8GzZSxPFwONA%3d&c=nFzXpEzWvJdwUcxlepTYd8BkCM26fQqBTvdc6bo%2bdTSSDBkwt2ORn4pe5gFvMRvvMPWxjiF4bytfkPaBftKmmVumaQSQZMGSVjnTk4wNUWk%3d&d=nFzXpEzWvJdwUcxlepTYd8BkCM26fQqBTvdc6bo%2bdTRimjlx7pTxQty6FNlQ%2fo3d&qi=nFzXpEzWvJdwUcxlepTYd8BkCM26fQqBTvdc6bo%2bdTTddHJXSzHzl51K2yE%2basUeZtdj5cux4QQRfyPbSlwMmg%3d%3d
https://gov1.paymentnet.com/Report/Detail.aspx?a=nFzXpEzWvJdwUcxlepTYd8BkCM26fQqBTvdc6bo%2bdTSc5lFpxWb7T1acq9Dx9pfbWGSQk2r8L%2bPORangauh57c98fCOrw5zAcL8JDLeuXlcuoMcrTinYf4YNxwUAck8MgYAC17KFjt%2bA2VxOnP%2bCTA%3d%3d&b=nFzXpEzWvJdwUcxlepTYd8BkCM26fQqBd9B%2b1an3inQ8nBDng6gANVgb5ANUR8ixofUoIp%2b7Ak8%3d&c=nFzXpEzWvJdwUcxlepTYd8BkCM26fQqBd9B%2b1an3inQqBRWbnYUVRkDg3Dk7335lDTUAEbZgUljEDArFR5a7f%2bra1nCRh3VveW3qEsFufbE%3d&d=nFzXpEzWvJdwUcxlepTYd8BkCM26fQqBd9B%2b1an3inSUF8HuV311oi3LPSqu0A0O&qi=nFzXpEzWvJdwUcxlepTYd8BkCM26fQqBd9B%2b1an3inRsZYKYD7t3UOGxmCuVZFrQ%2b1OtJwV0WgI%2buEMSl%2fG%2fxQ%3d%3d
https://gov1.paymentnet.com/Report/Detail.aspx?a=nFzXpEzWvJdwUcxlepTYd8BkCM26fQqButj8yZixQ5qi1ObljfmFvjM21iaBkrAbwJFxw3W7ylc6Z4HvSsx9EWbi2ESJ0K4Ea4eXHgekQvc5dQBnd29y1qXqJOCXbUohDvA0UEk5usZQPmxCx%2bsPvg%3d%3d&b=nFzXpEzWvJdwUcxlepTYd8BkCM26fQqButj8yZixQ5oZQdMBzQJj3JtqjFo%2fD6V18PaCbEgJd6I%3d&c=nFzXpEzWvJdwUcxlepTYd8BkCM26fQqButj8yZixQ5o0o%2b%2brOVQ08B%2b8I7RKnPZhBTVz0RusuNL9GIbQHqpdSiIMesibJJVx4cCOR4s0fxtnVZ9iUUgKddlr2WWBBJgC4XtubmOS4otsYQgSc0tWi9H2222oxPrA%2bScxB8XRzjM%3d&d=nFzXpEzWvJdwUcxlepTYd8BkCM26fQqButj8yZixQ5rfpBwALuO1p2E1vgPE%2bpch&qi=nFzXpEzWvJdwUcxlepTYd8BkCM26fQqByeJmjV4O9YulAS6331q4U4JQhkCjNg%2ftuFrIITqNb4AaQ2CxL3w36A%3d%3d
https://gov1.paymentnet.com/Report/Detail.aspx?a=nFzXpEzWvJdwUcxlepTYd8BkCM26fQqButj8yZixQ5qi1ObljfmFvjM21iaBkrAbwJFxw3W7ylc6Z4HvSsx9EWbi2ESJ0K4Ea4eXHgekQvc5dQBnd29y1qXqJOCXbUohDvA0UEk5usZQPmxCx%2bsPvg%3d%3d&b=nFzXpEzWvJdwUcxlepTYd8BkCM26fQqButj8yZixQ5oZQdMBzQJj3JtqjFo%2fD6V18PaCbEgJd6I%3d&c=nFzXpEzWvJdwUcxlepTYd8BkCM26fQqButj8yZixQ5o0o%2b%2brOVQ08B%2b8I7RKnPZhBTVz0RusuNL9GIbQHqpdSiIMesibJJVx4cCOR4s0fxtnVZ9iUUgKddlr2WWBBJgC4XtubmOS4otsYQgSc0tWi9H2222oxPrA%2bScxB8XRzjM%3d&d=nFzXpEzWvJdwUcxlepTYd8BkCM26fQqButj8yZixQ5rfpBwALuO1p2E1vgPE%2bpch&qi=nFzXpEzWvJdwUcxlepTYd8BkCM26fQqByeJmjV4O9YulAS6331q4U4JQhkCjNg%2ftuFrIITqNb4AaQ2CxL3w36A%3d%3d
https://gov1.paymentnet.com/Report/Detail.aspx?a=nFzXpEzWvJdwUcxlepTYd8BkCM26fQqByeJmjV4O9YvU%2fhQfE%2frCRaRGrlx1HK%2b6ZLwU0taxJQ1ed5SpySFU2aHtsQYXAEvdOQWczpPKDEhh6PEs9%2bfaCLUh9qncqYIutWhj5ZFPXpTrc75If6lUKg%3d%3d&b=nFzXpEzWvJdwUcxlepTYd8BkCM26fQqByeJmjV4O9Ytip4cwKmNOCL3DfcVn0vLr2UPi1sagS9w%3d&c=nFzXpEzWvJdwUcxlepTYd8BkCM26fQqByeJmjV4O9YviIvDWFXPoC2%2bX2gxIur1rYIhJNKwg71a8165ClulQY1AGQemtDMzxUs0Pqm9tUGA%2bM9Xac6EbZkxg4kIbgw6CNKDwm8kom6M%3d&d=nFzXpEzWvJdwUcxlepTYd8BkCM26fQqBt9NegW8tZtevOzHPthBcObPxtsdONxmY&qi=nFzXpEzWvJdwUcxlepTYd8BkCM26fQqBt9NegW8tZtcQMI1NH3%2fNKB6NskSHPo2PzdLa5o%2f%2buZHXQR4vWGeOgw%3d%3d
https://gov1.paymentnet.com/Report/Detail.aspx?a=nFzXpEzWvJdwUcxlepTYd8BkCM26fQqByeJmjV4O9YvU%2fhQfE%2frCRaRGrlx1HK%2b6ZLwU0taxJQ1ed5SpySFU2aHtsQYXAEvdOQWczpPKDEhh6PEs9%2bfaCLUh9qncqYIutWhj5ZFPXpTrc75If6lUKg%3d%3d&b=nFzXpEzWvJdwUcxlepTYd8BkCM26fQqByeJmjV4O9Ytip4cwKmNOCL3DfcVn0vLr2UPi1sagS9w%3d&c=nFzXpEzWvJdwUcxlepTYd8BkCM26fQqByeJmjV4O9YviIvDWFXPoC2%2bX2gxIur1rYIhJNKwg71a8165ClulQY1AGQemtDMzxUs0Pqm9tUGA%2bM9Xac6EbZkxg4kIbgw6CNKDwm8kom6M%3d&d=nFzXpEzWvJdwUcxlepTYd8BkCM26fQqBt9NegW8tZtevOzHPthBcObPxtsdONxmY&qi=nFzXpEzWvJdwUcxlepTYd8BkCM26fQqBt9NegW8tZtcQMI1NH3%2fNKB6NskSHPo2PzdLa5o%2f%2buZHXQR4vWGeOgw%3d%3d
https://gov1.paymentnet.com/Report/Detail.aspx?a=nFzXpEzWvJdwUcxlepTYd8BkCM26fQqBWortWzydKi5INPq8j3hwS48hqAWTjeYFEdZoacz4x%2fmegIMsSjZArUzYjV9lL%2fLMNGA7bRwzyGkdUn5ZbYg5CJJMikQTH8mhKeGKelzi22sHdbtZaQKbnA%3d%3d&b=nFzXpEzWvJdwUcxlepTYd8BkCM26fQqBWortWzydKi5Ho%2fANFw%2fYUgBVzMtxQr3Ns1bM7T5GU98%3d&c=nFzXpEzWvJdwUcxlepTYd8BkCM26fQqBWortWzydKi5k1%2bzL9URN04SiyLa9QUW6fwStjBVTPZsu4N5tSgXmbZMvRjcXqLohZYO4hPmBMtYE0Z%2fqiBKCePEtKncN5cdQFkDGyPonBR0%3d&d=nFzXpEzWvJdwUcxlepTYd8BkCM26fQqBWortWzydKi5psAsX8kGZOmqPIORoecEp&qi=nFzXpEzWvJdwUcxlepTYd8BkCM26fQqBqghlI5p7vgmbOo6wM9mKohagECvL%2fVPPnXcD0bbZjKf3rdCIXPg%2fZA%3d%3d
https://gov1.paymentnet.com/Report/Detail.aspx?a=nFzXpEzWvJdwUcxlepTYd8BkCM26fQqBWortWzydKi5INPq8j3hwS48hqAWTjeYFEdZoacz4x%2fmegIMsSjZArUzYjV9lL%2fLMNGA7bRwzyGkdUn5ZbYg5CJJMikQTH8mhKeGKelzi22sHdbtZaQKbnA%3d%3d&b=nFzXpEzWvJdwUcxlepTYd8BkCM26fQqBWortWzydKi5Ho%2fANFw%2fYUgBVzMtxQr3Ns1bM7T5GU98%3d&c=nFzXpEzWvJdwUcxlepTYd8BkCM26fQqBWortWzydKi5k1%2bzL9URN04SiyLa9QUW6fwStjBVTPZsu4N5tSgXmbZMvRjcXqLohZYO4hPmBMtYE0Z%2fqiBKCePEtKncN5cdQFkDGyPonBR0%3d&d=nFzXpEzWvJdwUcxlepTYd8BkCM26fQqBWortWzydKi5psAsX8kGZOmqPIORoecEp&qi=nFzXpEzWvJdwUcxlepTYd8BkCM26fQqBqghlI5p7vgmbOo6wM9mKohagECvL%2fVPPnXcD0bbZjKf3rdCIXPg%2fZA%3d%3d
https://gov1.paymentnet.com/Report/Detail.aspx?a=nFzXpEzWvJdwUcxlepTYd8BkCM26fQqBw%2b28b6aCVqgXjB8xe1bl3aLjABxlAcVbotbQlCJebEvvQWOu6jtVw9Db%2bEM%2fUbSeZf0Q%2bCGPKFSmfGZ7vV3helOszM70TaS1kltxO2czFqfvzavrr%2fqa1A%3d%3d&b=nFzXpEzWvJdwUcxlepTYd8BkCM26fQqBw%2b28b6aCVqh6Is%2fXjMDb5xWdfWAQcbYUbTKYL0UAN6A%3d&c=nFzXpEzWvJdwUcxlepTYd8BkCM26fQqB6zE4860aKBLTkyf8ERuwCwEPXNOAmymGd%2b1%2fvJIPPrl2cmDr4wbsOlo8tDiSm0NA6EhSrrH0%2boyAm14m0CNIEeFnHhoE69pBCi2DS4CldR9hh7ymyRWRQZbnY5J66Gqj&d=nFzXpEzWvJdwUcxlepTYd8BkCM26fQqB6zE4860aKBJnEbGhVd0gH9au17EUYGEd&qi=nFzXpEzWvJdwUcxlepTYd8BkCM26fQqB6zE4860aKBKpIuSIYD2fOhZJpIvsqCDYSdWehHd1yvPQddxir1Dyzg%3d%3d
https://gov1.paymentnet.com/Report/Detail.aspx?a=nFzXpEzWvJdwUcxlepTYd8BkCM26fQqBw%2b28b6aCVqgXjB8xe1bl3aLjABxlAcVbotbQlCJebEvvQWOu6jtVw9Db%2bEM%2fUbSeZf0Q%2bCGPKFSmfGZ7vV3helOszM70TaS1kltxO2czFqfvzavrr%2fqa1A%3d%3d&b=nFzXpEzWvJdwUcxlepTYd8BkCM26fQqBw%2b28b6aCVqh6Is%2fXjMDb5xWdfWAQcbYUbTKYL0UAN6A%3d&c=nFzXpEzWvJdwUcxlepTYd8BkCM26fQqB6zE4860aKBLTkyf8ERuwCwEPXNOAmymGd%2b1%2fvJIPPrl2cmDr4wbsOlo8tDiSm0NA6EhSrrH0%2boyAm14m0CNIEeFnHhoE69pBCi2DS4CldR9hh7ymyRWRQZbnY5J66Gqj&d=nFzXpEzWvJdwUcxlepTYd8BkCM26fQqB6zE4860aKBJnEbGhVd0gH9au17EUYGEd&qi=nFzXpEzWvJdwUcxlepTYd8BkCM26fQqB6zE4860aKBKpIuSIYD2fOhZJpIvsqCDYSdWehHd1yvPQddxir1Dyzg%3d%3d
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Report Name

Report Description

Transaction Detail
with Accounting
Codes and Notes

Transaction

The Transaction Detail with Accounting Codes and Notes
report shows a list of transactions with their account codes,
notes and custom fields. Transactions as well as line items
are included and payments are excluded from this report. The
report lists Transaction ID, Cardholder Name, Account
Number, Purchase Method, Merchant Name, Merchant City,
State, MCC, Transaction and Post Dates, Transaction
Amount, Transaction Type, Tax, Transaction Notes, an
unlimited number of Account Codes, and Transaction Custom
Fields. Contents of this report are best viewed in PDF format.

Transaction Detail
with Level 3
Addendum

Transaction

The Transaction Detail with Level 3 Addendum Report lists
transactions with enhanced addendum. Only Airline, Rental
Car, Hotel, Travel, Fleet, Purchasing, and Shipping
Addendum data is provided. If postdate criterion is not
selected, the report will default to activity within the last 30
calendar days. This report is optimized for Excel.

Transaction Detail
with Payments

Transaction

The Transaction Detail with Payments report can be used to
monitor the purchases for each account. Transactions as well
as line items and payments are included on this report.
Subtotals are provided for each account, as well as Grand
Totals for the entire report. The report lists: Account Name,
Account Number, Transaction ID, Transaction Date,
Purchase Method, Post Date, Merchant Name, Merchant City
and State, MCC, Debit Amount, Credit Amount, Tax, and
Transaction Type.

Transaction Detail
with Purchase
Addendum

Transaction

The Detail with Purchase Addendum report is used to analyze
only transactions with purchasing addendum. The report
groups the transactions by cardholder. It displays transaction
date, postdate, merchant name, merchant city, merchant
state, MCC, debit amount, credit amount, merchant sales tax
and, if applicable, the level 3 data sent by the merchant such
as item quantity, item description, unit cost, line item total,
product code and unit of measure.

Transaction Disputes
by Hierarchy

Transaction

The Transaction Disputes by Hierarchy report can be used to
monitor the status of disputed transactions. The report lists:
Account Name, Account #, Merchant Name, Transaction
Date, Transaction Amount, Date Disputed, and Date
Resolved.

Transaction Disputes
by Status

Transaction

The Transaction Disputes by Status report lists the status of
disputed transactions. The report lists: Account Name,
Transaction ID, Account Number, Merchant Name,
Transaction Date, Transaction Amount, Date Disputed, and
Date Resolved.
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https://gov1.paymentnet.com/Report/Detail.aspx?a=nFzXpEzWvJdwUcxlepTYd8BkCM26fQqBZpz%2fWY8AtQzuXrhwFbmxWiwIel5pC%2fkYO%2fYbN5eLb%2frbh%2bEO3OOZrmqyoZzDJdlp%2fjfY4TYknABUMKXWx%2fCP5%2fN4hmBf%2bp3JmjRAZNDoTGL9lekKZ8sRWQ%3d%3d&b=nFzXpEzWvJdwUcxlepTYd8BkCM26fQqBZpz%2fWY8AtQyb%2b9PkMDjdvZ3Qd%2bUpBkpdcxlXp5I7RZ8%3d&c=nFzXpEzWvJdwUcxlepTYd8BkCM26fQqBZpz%2fWY8AtQxrl6Y8q6uXd%2fDhrDhRMFz9QC03d5EkkCnvG9FqSrx9HLpd3nqRR8SdtGT%2b3wTID7ZeYLGtkLWLfxhtK6FukJyYD8xh9f6irSKUX%2b2nF9rUiC3KSsXvqL0XGJQLc7%2bZQdxG7VBhg4iJBUnmNnCedGX9&d=nFzXpEzWvJdwUcxlepTYd8BkCM26fQqBZpz%2fWY8AtQwCisToiEQDzrDFx9PROK33&qi=nFzXpEzWvJdwUcxlepTYd8BkCM26fQqBZpz%2fWY8AtQzzK04C7jt3iab6FoTFt2wKI1scLc7k2Xq6HfbHO%2bEeVQ%3d%3d
https://gov1.paymentnet.com/Report/Detail.aspx?a=nFzXpEzWvJdwUcxlepTYd8BkCM26fQqBZpz%2fWY8AtQzuXrhwFbmxWiwIel5pC%2fkYO%2fYbN5eLb%2frbh%2bEO3OOZrmqyoZzDJdlp%2fjfY4TYknABUMKXWx%2fCP5%2fN4hmBf%2bp3JmjRAZNDoTGL9lekKZ8sRWQ%3d%3d&b=nFzXpEzWvJdwUcxlepTYd8BkCM26fQqBZpz%2fWY8AtQyb%2b9PkMDjdvZ3Qd%2bUpBkpdcxlXp5I7RZ8%3d&c=nFzXpEzWvJdwUcxlepTYd8BkCM26fQqBZpz%2fWY8AtQxrl6Y8q6uXd%2fDhrDhRMFz9QC03d5EkkCnvG9FqSrx9HLpd3nqRR8SdtGT%2b3wTID7ZeYLGtkLWLfxhtK6FukJyYD8xh9f6irSKUX%2b2nF9rUiC3KSsXvqL0XGJQLc7%2bZQdxG7VBhg4iJBUnmNnCedGX9&d=nFzXpEzWvJdwUcxlepTYd8BkCM26fQqBZpz%2fWY8AtQwCisToiEQDzrDFx9PROK33&qi=nFzXpEzWvJdwUcxlepTYd8BkCM26fQqBZpz%2fWY8AtQzzK04C7jt3iab6FoTFt2wKI1scLc7k2Xq6HfbHO%2bEeVQ%3d%3d
https://gov1.paymentnet.com/Report/Detail.aspx?a=nFzXpEzWvJdwUcxlepTYd8BkCM26fQqBZpz%2fWY8AtQzuXrhwFbmxWiwIel5pC%2fkYO%2fYbN5eLb%2frbh%2bEO3OOZrmqyoZzDJdlp%2fjfY4TYknABUMKXWx%2fCP5%2fN4hmBf%2bp3JmjRAZNDoTGL9lekKZ8sRWQ%3d%3d&b=nFzXpEzWvJdwUcxlepTYd8BkCM26fQqBZpz%2fWY8AtQyb%2b9PkMDjdvZ3Qd%2bUpBkpdcxlXp5I7RZ8%3d&c=nFzXpEzWvJdwUcxlepTYd8BkCM26fQqBZpz%2fWY8AtQxrl6Y8q6uXd%2fDhrDhRMFz9QC03d5EkkCnvG9FqSrx9HLpd3nqRR8SdtGT%2b3wTID7ZeYLGtkLWLfxhtK6FukJyYD8xh9f6irSKUX%2b2nF9rUiC3KSsXvqL0XGJQLc7%2bZQdxG7VBhg4iJBUnmNnCedGX9&d=nFzXpEzWvJdwUcxlepTYd8BkCM26fQqBZpz%2fWY8AtQwCisToiEQDzrDFx9PROK33&qi=nFzXpEzWvJdwUcxlepTYd8BkCM26fQqBZpz%2fWY8AtQzzK04C7jt3iab6FoTFt2wKI1scLc7k2Xq6HfbHO%2bEeVQ%3d%3d
https://gov1.paymentnet.com/Report/Detail.aspx?a=nFzXpEzWvJdwUcxlepTYdwn3ypov57t9LYnPV%2fkGN%2fSICYbeNH77iGoOAeUYjYWFS4jqkbPK%2bkO7DN9tiHkHV9L3jsCUGrLhPGwaRpSSKO65ycCGUoZ93RfX4GPIkTdkVhckBEs0X0TD8RIh7UrsKA%3d%3d&b=nFzXpEzWvJdwUcxlepTYdwn3ypov57t9Ra%2b9cK6IQEuF0m%2f6%2f9KGccs0qNysUXTKCpZsmrhArHU%3d&c=nFzXpEzWvJdwUcxlepTYdwn3ypov57t9Ra%2b9cK6IQEvB6ZET2jDyhTkUA3XjkEjSJyehlKQ%2bUQv6ZtzpUGwD5UQlIy8GS%2bLluwXs15xOs1FfDBHvmsaWLmGzuNPtEoTeFnMfoPOg%2fI8%3d&d=nFzXpEzWvJdwUcxlepTYdwn3ypov57t9Ra%2b9cK6IQEtRz2RgK9NwYp9mcamRCG2H&qi=nFzXpEzWvJdwUcxlepTYdwn3ypov57t9Ra%2b9cK6IQEstO44V%2faotAfLWQeH9aKy7vnuOCihge%2fHRnJttVEgX3A%3d%3d
https://gov1.paymentnet.com/Report/Detail.aspx?a=nFzXpEzWvJdwUcxlepTYdwn3ypov57t9LYnPV%2fkGN%2fSICYbeNH77iGoOAeUYjYWFS4jqkbPK%2bkO7DN9tiHkHV9L3jsCUGrLhPGwaRpSSKO65ycCGUoZ93RfX4GPIkTdkVhckBEs0X0TD8RIh7UrsKA%3d%3d&b=nFzXpEzWvJdwUcxlepTYdwn3ypov57t9Ra%2b9cK6IQEuF0m%2f6%2f9KGccs0qNysUXTKCpZsmrhArHU%3d&c=nFzXpEzWvJdwUcxlepTYdwn3ypov57t9Ra%2b9cK6IQEvB6ZET2jDyhTkUA3XjkEjSJyehlKQ%2bUQv6ZtzpUGwD5UQlIy8GS%2bLluwXs15xOs1FfDBHvmsaWLmGzuNPtEoTeFnMfoPOg%2fI8%3d&d=nFzXpEzWvJdwUcxlepTYdwn3ypov57t9Ra%2b9cK6IQEtRz2RgK9NwYp9mcamRCG2H&qi=nFzXpEzWvJdwUcxlepTYdwn3ypov57t9Ra%2b9cK6IQEstO44V%2faotAfLWQeH9aKy7vnuOCihge%2fHRnJttVEgX3A%3d%3d
https://gov1.paymentnet.com/Report/Detail.aspx?a=nFzXpEzWvJdwUcxlepTYdwn3ypov57t9BZX40SLmDZAzXDF2RrLddIvkeYvDvb8TlYygq%2fBOiZit0mJzJgIkB2F7klg3QQhD8C7%2foiZYFBGpu1C8dsSBzDFBZTLbLObLxbLN5yL%2fzRJt6X4UiRsZZA%3d%3d&b=nFzXpEzWvJdwUcxlepTYdwn3ypov57t9BZX40SLmDZDzc97CX2jMnXkvjrf2U5cyjD%2bZqzzHDbU%3d&c=nFzXpEzWvJdwUcxlepTYdwn3ypov57t9BZX40SLmDZBlNjQo9IDTwR7TqV3kNIu0j50LCg0S9%2bkHT%2f4sf3W6P2iwSmi25t3RbjsMAu1k7EAZ8LasBCnSJIwZttfV1BCYOgAVEEcyUZAXgcrfJdn21EPMoAvn7P8KykpXjMlizFY%3d&d=nFzXpEzWvJdwUcxlepTYdwn3ypov57t9BZX40SLmDZBrcwbcTOjXWdKprcaqoyLo&qi=nFzXpEzWvJdwUcxlepTYdwn3ypov57t9FHTLSmKqkzB13J9FRdEOWEcUrNiy04B4%2f0QiilbqpFZJETZDylLhqQ%3d%3d
https://gov1.paymentnet.com/Report/Detail.aspx?a=nFzXpEzWvJdwUcxlepTYdwn3ypov57t9BZX40SLmDZAzXDF2RrLddIvkeYvDvb8TlYygq%2fBOiZit0mJzJgIkB2F7klg3QQhD8C7%2foiZYFBGpu1C8dsSBzDFBZTLbLObLxbLN5yL%2fzRJt6X4UiRsZZA%3d%3d&b=nFzXpEzWvJdwUcxlepTYdwn3ypov57t9BZX40SLmDZDzc97CX2jMnXkvjrf2U5cyjD%2bZqzzHDbU%3d&c=nFzXpEzWvJdwUcxlepTYdwn3ypov57t9BZX40SLmDZBlNjQo9IDTwR7TqV3kNIu0j50LCg0S9%2bkHT%2f4sf3W6P2iwSmi25t3RbjsMAu1k7EAZ8LasBCnSJIwZttfV1BCYOgAVEEcyUZAXgcrfJdn21EPMoAvn7P8KykpXjMlizFY%3d&d=nFzXpEzWvJdwUcxlepTYdwn3ypov57t9BZX40SLmDZBrcwbcTOjXWdKprcaqoyLo&qi=nFzXpEzWvJdwUcxlepTYdwn3ypov57t9FHTLSmKqkzB13J9FRdEOWEcUrNiy04B4%2f0QiilbqpFZJETZDylLhqQ%3d%3d
https://gov1.paymentnet.com/Report/Detail.aspx?a=nFzXpEzWvJdwUcxlepTYdwn3ypov57t9BZX40SLmDZAzXDF2RrLddIvkeYvDvb8TlYygq%2fBOiZit0mJzJgIkB2F7klg3QQhD8C7%2foiZYFBGpu1C8dsSBzDFBZTLbLObLxbLN5yL%2fzRJt6X4UiRsZZA%3d%3d&b=nFzXpEzWvJdwUcxlepTYdwn3ypov57t9BZX40SLmDZDzc97CX2jMnXkvjrf2U5cyjD%2bZqzzHDbU%3d&c=nFzXpEzWvJdwUcxlepTYdwn3ypov57t9BZX40SLmDZBlNjQo9IDTwR7TqV3kNIu0j50LCg0S9%2bkHT%2f4sf3W6P2iwSmi25t3RbjsMAu1k7EAZ8LasBCnSJIwZttfV1BCYOgAVEEcyUZAXgcrfJdn21EPMoAvn7P8KykpXjMlizFY%3d&d=nFzXpEzWvJdwUcxlepTYdwn3ypov57t9BZX40SLmDZBrcwbcTOjXWdKprcaqoyLo&qi=nFzXpEzWvJdwUcxlepTYdwn3ypov57t9FHTLSmKqkzB13J9FRdEOWEcUrNiy04B4%2f0QiilbqpFZJETZDylLhqQ%3d%3d
https://gov1.paymentnet.com/Report/Detail.aspx?a=nFzXpEzWvJdwUcxlepTYd9sR4C%2b3AvehKrUr0gWHhSgVvK%2fmxM53WSOlWBHw4CI2%2f9IJt7lQ0x%2f8cIqz2b991PlJfP0pazwjRdtsrA5waOujZH7GeAuCW7YMDnCAf4AFdEa3ZWJMh9RdNR1wkYQXTQ%3d%3d&b=nFzXpEzWvJdwUcxlepTYd9sR4C%2b3AvehKrUr0gWHhSirDy8QFdYpuIw04NIT8WAqqCSvqfqFRxY%3d&c=nFzXpEzWvJdwUcxlepTYd9sR4C%2b3AvehKrUr0gWHhShdxXTPqp7d6NJbyrXFMiTMdgEkkTP5TGoMUj0I5IRVMFam57CHoeMf84hO3icePEhDkXuKfbOp4m2D%2bWne8r34a8eoKRAuJCYBBR17gpXyLw%3d%3d&d=nFzXpEzWvJdwUcxlepTYd9sR4C%2b3AvehKrUr0gWHhSj6QlD1vD%2fTelTrMPwv3TEt&qi=nFzXpEzWvJdwUcxlepTYd9sR4C%2b3AvehKrUr0gWHhSgztng1be6PMvf7F%2fZyDoV%2bxXKWOkrSBcXi%2b7aI81Sk4w%3d%3d
https://gov1.paymentnet.com/Report/Detail.aspx?a=nFzXpEzWvJdwUcxlepTYd9sR4C%2b3AvehKrUr0gWHhSgVvK%2fmxM53WSOlWBHw4CI2%2f9IJt7lQ0x%2f8cIqz2b991PlJfP0pazwjRdtsrA5waOujZH7GeAuCW7YMDnCAf4AFdEa3ZWJMh9RdNR1wkYQXTQ%3d%3d&b=nFzXpEzWvJdwUcxlepTYd9sR4C%2b3AvehKrUr0gWHhSirDy8QFdYpuIw04NIT8WAqqCSvqfqFRxY%3d&c=nFzXpEzWvJdwUcxlepTYd9sR4C%2b3AvehKrUr0gWHhShdxXTPqp7d6NJbyrXFMiTMdgEkkTP5TGoMUj0I5IRVMFam57CHoeMf84hO3icePEhDkXuKfbOp4m2D%2bWne8r34a8eoKRAuJCYBBR17gpXyLw%3d%3d&d=nFzXpEzWvJdwUcxlepTYd9sR4C%2b3AvehKrUr0gWHhSj6QlD1vD%2fTelTrMPwv3TEt&qi=nFzXpEzWvJdwUcxlepTYd9sR4C%2b3AvehKrUr0gWHhSgztng1be6PMvf7F%2fZyDoV%2bxXKWOkrSBcXi%2b7aI81Sk4w%3d%3d
https://gov1.paymentnet.com/Report/Detail.aspx?a=nFzXpEzWvJdwUcxlepTYd9sR4C%2b3AvehboHxFQNC1Rt%2f7yBc8SpFQn7fDKILbSwg9gVGJh3%2bPBQWC4yyZOur%2bIEUonOR24NDVlWUvkxiq45on05rXsEFxVfTP%2ffCAjW3bFv%2bZOyg55qDVFblV%2bPxGg%3d%3d&b=nFzXpEzWvJdwUcxlepTYd9sR4C%2b3AvehboHxFQNC1RtzkKDAFwRVEogO84g7CJDNNkDI98G62f0%3d&c=nFzXpEzWvJdwUcxlepTYd9sR4C%2b3AvehboHxFQNC1RtvqThzbyHHsaz3CH6I0innooBdzKgqR4J1lAlg1c6Cc3FOh7gHeFrTNzNpS%2bQvd%2bBEV6RKK1WDQDrRG7SaZ64yLxyoCS9COc0%3d&d=nFzXpEzWvJdwUcxlepTYd9sR4C%2b3AvehboHxFQNC1Rt%2f7yBc8SpFQhSqLjysRjPf&qi=nFzXpEzWvJdwUcxlepTYd9sR4C%2b3Aveh5LqQK1O91kMfkZe4Y7P2%2fX7SdAmGlAaT3G%2fyvnkZeeEb0QQ9ih6Few%3d%3d
https://gov1.paymentnet.com/Report/Detail.aspx?a=nFzXpEzWvJdwUcxlepTYd9sR4C%2b3AvehboHxFQNC1Rt%2f7yBc8SpFQn7fDKILbSwg9gVGJh3%2bPBQWC4yyZOur%2bIEUonOR24NDVlWUvkxiq45on05rXsEFxVfTP%2ffCAjW3bFv%2bZOyg55qDVFblV%2bPxGg%3d%3d&b=nFzXpEzWvJdwUcxlepTYd9sR4C%2b3AvehboHxFQNC1RtzkKDAFwRVEogO84g7CJDNNkDI98G62f0%3d&c=nFzXpEzWvJdwUcxlepTYd9sR4C%2b3AvehboHxFQNC1RtvqThzbyHHsaz3CH6I0innooBdzKgqR4J1lAlg1c6Cc3FOh7gHeFrTNzNpS%2bQvd%2bBEV6RKK1WDQDrRG7SaZ64yLxyoCS9COc0%3d&d=nFzXpEzWvJdwUcxlepTYd9sR4C%2b3AvehboHxFQNC1Rt%2f7yBc8SpFQhSqLjysRjPf&qi=nFzXpEzWvJdwUcxlepTYd9sR4C%2b3Aveh5LqQK1O91kMfkZe4Y7P2%2fX7SdAmGlAaT3G%2fyvnkZeeEb0QQ9ih6Few%3d%3d
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Report Name

Report Description

Transaction Summary
by Hierarchy

Transaction

The Transaction Summary by Hierarchy report summarizes

the number of transactions and total dollar amount for each
account by Hierarchy. The report lists: Account Name,
Account Number, Number of Debit Transactions and Dollar
Amount, Number of Credit Transactions and Dollar Amount,
Total Number of Transactions and Dollar Amount. Contents of
the report are best viewed in Excel and PDF format.

Transaction Summary
by Merchant

Transaction

The Transaction Summary by Merchant summarizes the
number of credit transactions and amount, the number of
debit transactions and amount, total number of transactions,
total amount per merchant. Contents of the report are best
viewed in Excel and PDF format.

Transaction Summary
by Parent Merchant

Transaction

The Transaction Summary by Parent Merchant summarizes

the number of credit transactions and amount, the number of
debit transactions and amount, total number of transactions,

total amount per parent merchant. Contents of the report are
best viewed in Excel and PDF format.

Transaction Summary
by Post Date

Transaction

The report provides a summary of transaction amounts and
number of transactions for each specified postdate, along
with the total number, and associated percentage, of
transactions that potentially exceed either the account single
amount limit or MCCG single amount limit of an account for
the specified postdate. The report displays Post Date,
Amount, # of Trans, Potential # of Trans Over Single Amount
Limit, and Potential % of Trans Over Single Amount Limit.

Transaction Summary
by Transaction Date

Transaction

The report provides a summary of transaction amounts and
number of transactions for each specified trans date, along
with the total number, and associated percentage, of
transactions that potentially exceed either the account single
amount limit or MCCG single amount limit of an account for
the specified trans date. The report displays Tran Date,
Amount, # of Trans, Potential # of Trans Over Single Amount
Limit, and Potential % of Trans Over Single Amount Limit.
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https://gov1.paymentnet.com/Report/Detail.aspx?a=nFzXpEzWvJdwUcxlepTYd9sR4C%2b3Aveh5LqQK1O91kPJSrT0%2f4IRrbU0sbMGBszeFE4UVqSscAssQvGNGX%2fSrjElxGIe8cdFCdPPNG4qp%2f5uIN6X4Jjk14oMBocN4CdrpnktAKFqVRjjDdOvRZmOpg%3d%3d&b=nFzXpEzWvJdwUcxlepTYd9sR4C%2b3Aveh5LqQK1O91kP6HitEY4tV%2bnDSFIyF2p9DlgLqRrsOFRA%3d&c=nFzXpEzWvJdwUcxlepTYd9sR4C%2b3Aveh5LqQK1O91kPt0vpgOyJ6TJOw6GAxou8vUaFYSq%2bOnKndn0MuGlhp%2bSsuf%2fFGTHVDP0a36wUfl6ZRk3%2b%2fEipHdXfKuis5UjM7qpZh90wqiSg%3d&d=nFzXpEzWvJdwUcxlepTYd9sR4C%2b3AvehjH0fISp8EVWNmfdWteWO5rG%2fsK1sIyuH&qi=nFzXpEzWvJdwUcxlepTYd9sR4C%2b3AvehjH0fISp8EVXGaAyBcBu%2fUjzHhVQgVCTXh6sRa8FOhRF%2bIXTMTXBgLw%3d%3d
https://gov1.paymentnet.com/Report/Detail.aspx?a=nFzXpEzWvJdwUcxlepTYd9sR4C%2b3Aveh5LqQK1O91kPJSrT0%2f4IRrbU0sbMGBszeFE4UVqSscAssQvGNGX%2fSrjElxGIe8cdFCdPPNG4qp%2f5uIN6X4Jjk14oMBocN4CdrpnktAKFqVRjjDdOvRZmOpg%3d%3d&b=nFzXpEzWvJdwUcxlepTYd9sR4C%2b3Aveh5LqQK1O91kP6HitEY4tV%2bnDSFIyF2p9DlgLqRrsOFRA%3d&c=nFzXpEzWvJdwUcxlepTYd9sR4C%2b3Aveh5LqQK1O91kPt0vpgOyJ6TJOw6GAxou8vUaFYSq%2bOnKndn0MuGlhp%2bSsuf%2fFGTHVDP0a36wUfl6ZRk3%2b%2fEipHdXfKuis5UjM7qpZh90wqiSg%3d&d=nFzXpEzWvJdwUcxlepTYd9sR4C%2b3AvehjH0fISp8EVWNmfdWteWO5rG%2fsK1sIyuH&qi=nFzXpEzWvJdwUcxlepTYd9sR4C%2b3AvehjH0fISp8EVXGaAyBcBu%2fUjzHhVQgVCTXh6sRa8FOhRF%2bIXTMTXBgLw%3d%3d
https://gov1.paymentnet.com/Report/Detail.aspx?a=nFzXpEzWvJdwUcxlepTYd6kxEvcMBhApQWbNBTQuChCzGHAnd%2bQGZs6chiQfGhji0iswEhBe2qkiDGqDNl6YKEuL61su0vjTGzurBE%2fr5oVhm1JmLeE7NSS03ZtgPbh06Cy49U7t4oxTuqluLMlPnA%3d%3d&b=nFzXpEzWvJdwUcxlepTYd6kxEvcMBhApQWbNBTQuChASLiATj482%2bfC15LrR5XNVVHGEt5AYtk8%3d&c=nFzXpEzWvJdwUcxlepTYd6kxEvcMBhApQWbNBTQuChBFEwaL7HizrkqhiUTy%2bcGLRmnykPe5TzB%2b%2bm1cpzOy9OMNsfQwnpnpTaMFa00SzwQITRPr9yKqZ6MBY1rbvR1CMzJqbZwR%2fUU%3d&d=nFzXpEzWvJdwUcxlepTYd6kxEvcMBhApQWbNBTQuChCFLMH0b6%2bu8azXhQ3%2bo5aP&qi=nFzXpEzWvJdwUcxlepTYd6kxEvcMBhApQWbNBTQuChAC8Mv8E8Bwsn%2fhEpDSV%2fYttWS%2bDtFe79dGUNgnBK1%2fsA%3d%3d
https://gov1.paymentnet.com/Report/Detail.aspx?a=nFzXpEzWvJdwUcxlepTYd6kxEvcMBhApQWbNBTQuChCzGHAnd%2bQGZs6chiQfGhji0iswEhBe2qkiDGqDNl6YKEuL61su0vjTGzurBE%2fr5oVhm1JmLeE7NSS03ZtgPbh06Cy49U7t4oxTuqluLMlPnA%3d%3d&b=nFzXpEzWvJdwUcxlepTYd6kxEvcMBhApQWbNBTQuChASLiATj482%2bfC15LrR5XNVVHGEt5AYtk8%3d&c=nFzXpEzWvJdwUcxlepTYd6kxEvcMBhApQWbNBTQuChBFEwaL7HizrkqhiUTy%2bcGLRmnykPe5TzB%2b%2bm1cpzOy9OMNsfQwnpnpTaMFa00SzwQITRPr9yKqZ6MBY1rbvR1CMzJqbZwR%2fUU%3d&d=nFzXpEzWvJdwUcxlepTYd6kxEvcMBhApQWbNBTQuChCFLMH0b6%2bu8azXhQ3%2bo5aP&qi=nFzXpEzWvJdwUcxlepTYd6kxEvcMBhApQWbNBTQuChAC8Mv8E8Bwsn%2fhEpDSV%2fYttWS%2bDtFe79dGUNgnBK1%2fsA%3d%3d
https://gov1.paymentnet.com/Report/Detail.aspx?a=nFzXpEzWvJdwUcxlepTYd6kxEvcMBhApS2GsQIfEW3rpc8fFzafW9nDFZGm8pMBq6kuKuhUZiURlJYsC8VDwdiZ1E5JBrF6pyHUTl9Rz8ZdDggxQHb9I6GfNRH7dZ3%2b3srqysIGF0jhJCFuEberZug%3d%3d&b=nFzXpEzWvJdwUcxlepTYd6kxEvcMBhApS2GsQIfEW3rc%2fyc5FS6tnHN8h%2fjMPmcdfboZT03F41g%3d&c=nFzXpEzWvJdwUcxlepTYd6kxEvcMBhApS2GsQIfEW3qpl77O%2bZiVVe2EempFj24UkKSRLdqINjOYIayhcM9l6X3Cx3nPULv5uhROgedmEAvDA9fTLL%2bbHa0B3%2bDsdt4t4K7JykB2fQrGD5kIFygQDnjMmBzQgjK%2f&d=nFzXpEzWvJdwUcxlepTYd6kxEvcMBhApS2GsQIfEW3qFiO7JzUY7GAeOswky6OB8&qi=nFzXpEzWvJdwUcxlepTYd6kxEvcMBhAp1VEa%2fnC1MWMlk4M5cEti5j396qDLyzfEGArSMb2g527PXz6bFMjpgA%3d%3d
https://gov1.paymentnet.com/Report/Detail.aspx?a=nFzXpEzWvJdwUcxlepTYd6kxEvcMBhApS2GsQIfEW3rpc8fFzafW9nDFZGm8pMBq6kuKuhUZiURlJYsC8VDwdiZ1E5JBrF6pyHUTl9Rz8ZdDggxQHb9I6GfNRH7dZ3%2b3srqysIGF0jhJCFuEberZug%3d%3d&b=nFzXpEzWvJdwUcxlepTYd6kxEvcMBhApS2GsQIfEW3rc%2fyc5FS6tnHN8h%2fjMPmcdfboZT03F41g%3d&c=nFzXpEzWvJdwUcxlepTYd6kxEvcMBhApS2GsQIfEW3qpl77O%2bZiVVe2EempFj24UkKSRLdqINjOYIayhcM9l6X3Cx3nPULv5uhROgedmEAvDA9fTLL%2bbHa0B3%2bDsdt4t4K7JykB2fQrGD5kIFygQDnjMmBzQgjK%2f&d=nFzXpEzWvJdwUcxlepTYd6kxEvcMBhApS2GsQIfEW3qFiO7JzUY7GAeOswky6OB8&qi=nFzXpEzWvJdwUcxlepTYd6kxEvcMBhAp1VEa%2fnC1MWMlk4M5cEti5j396qDLyzfEGArSMb2g527PXz6bFMjpgA%3d%3d
https://gov1.paymentnet.com/Report/Detail.aspx?a=nFzXpEzWvJdwUcxlepTYd6kxEvcMBhAp1VEa%2fnC1MWOQVOF7pM5tN13MgUL4asP11Ilfkcs5zNEFe6uwRhz%2bti%2bGhWXhyVpuCf08F3SKYciBMke2mK3CFhr3wbtbUZ%2fqjLSy9pwOdgEAt0W6yADB2g%3d%3d&b=nFzXpEzWvJdwUcxlepTYd6kxEvcMBhAp1VEa%2fnC1MWPveGvVrBFnjEsvlDdK6cdh6Z04flO0qAQ%3d&c=nFzXpEzWvJdwUcxlepTYd6kxEvcMBhAp1VEa%2fnC1MWNOBaKUrnVTObv0JKkcqxrTMa1nSgknAAiU6GTWgbh8aKjFI2wi7eyvuJL1NNyUP7gye2NSk6xmuSqqsyBm69Us6dBlkwtsjRI%3d&d=nFzXpEzWvJdwUcxlepTYd6kxEvcMBhApDKgpiT3rojeRO7BIJJtk5bpT4NCTdaxK&qi=nFzXpEzWvJdwUcxlepTYd6kxEvcMBhApDKgpiT3rojf8D85rOSwsEYAbDEmGKCijrcKk4Ynp8FRU3T10bZiduA%3d%3d
https://gov1.paymentnet.com/Report/Detail.aspx?a=nFzXpEzWvJdwUcxlepTYd6kxEvcMBhAp1VEa%2fnC1MWOQVOF7pM5tN13MgUL4asP11Ilfkcs5zNEFe6uwRhz%2bti%2bGhWXhyVpuCf08F3SKYciBMke2mK3CFhr3wbtbUZ%2fqjLSy9pwOdgEAt0W6yADB2g%3d%3d&b=nFzXpEzWvJdwUcxlepTYd6kxEvcMBhAp1VEa%2fnC1MWPveGvVrBFnjEsvlDdK6cdh6Z04flO0qAQ%3d&c=nFzXpEzWvJdwUcxlepTYd6kxEvcMBhAp1VEa%2fnC1MWNOBaKUrnVTObv0JKkcqxrTMa1nSgknAAiU6GTWgbh8aKjFI2wi7eyvuJL1NNyUP7gye2NSk6xmuSqqsyBm69Us6dBlkwtsjRI%3d&d=nFzXpEzWvJdwUcxlepTYd6kxEvcMBhApDKgpiT3rojeRO7BIJJtk5bpT4NCTdaxK&qi=nFzXpEzWvJdwUcxlepTYd6kxEvcMBhApDKgpiT3rojf8D85rOSwsEYAbDEmGKCijrcKk4Ynp8FRU3T10bZiduA%3d%3d
https://gov1.paymentnet.com/Report/Detail.aspx?a=nFzXpEzWvJdwUcxlepTYd6kxEvcMBhApDKgpiT3rojfIYUyywKz8mECI1jZnU%2buIIPSpgdxYaCz%2bhGyXlsTpFhN1iClFWQEARYhKpLd7ptwXircw0u7sEcDkVw0Kocvzo%2bwCfifXyEADJhl35uPxIQ%3d%3d&b=nFzXpEzWvJdwUcxlepTYd6kxEvcMBhApDKgpiT3rojfB%2blrFmh9r3NlF%2fFyRmPU9RrmpQkXq%2fiE%3d&c=nFzXpEzWvJdwUcxlepTYd6kxEvcMBhAppdqKtOBT1RWSEraG3t%2fUQBitCl%2bTarTEx67u3fEoW5HzPjKFXst%2b9cYStI65AWMK9Wum2dOvBLDaHtGe4%2fQ8cfAXxnQ%2bRBxbbgYD1klJt1Qhuv2Vqb%2b%2bGKC%2brzCZeCOQ&d=nFzXpEzWvJdwUcxlepTYd6kxEvcMBhAppdqKtOBT1RV690YrjKo8%2b8sRWGk7Um%2b4&qi=nFzXpEzWvJdwUcxlepTYd6kxEvcMBhAppdqKtOBT1RUgmHpFx%2fSECPWqLwD0DBu%2ftg2jID7OrIjB%2beX%2fg9ia%2bw%3d%3d
https://gov1.paymentnet.com/Report/Detail.aspx?a=nFzXpEzWvJdwUcxlepTYd6kxEvcMBhApDKgpiT3rojfIYUyywKz8mECI1jZnU%2buIIPSpgdxYaCz%2bhGyXlsTpFhN1iClFWQEARYhKpLd7ptwXircw0u7sEcDkVw0Kocvzo%2bwCfifXyEADJhl35uPxIQ%3d%3d&b=nFzXpEzWvJdwUcxlepTYd6kxEvcMBhApDKgpiT3rojfB%2blrFmh9r3NlF%2fFyRmPU9RrmpQkXq%2fiE%3d&c=nFzXpEzWvJdwUcxlepTYd6kxEvcMBhAppdqKtOBT1RWSEraG3t%2fUQBitCl%2bTarTEx67u3fEoW5HzPjKFXst%2b9cYStI65AWMK9Wum2dOvBLDaHtGe4%2fQ8cfAXxnQ%2bRBxbbgYD1klJt1Qhuv2Vqb%2b%2bGKC%2brzCZeCOQ&d=nFzXpEzWvJdwUcxlepTYd6kxEvcMBhAppdqKtOBT1RV690YrjKo8%2b8sRWGk7Um%2b4&qi=nFzXpEzWvJdwUcxlepTYd6kxEvcMBhAppdqKtOBT1RUgmHpFx%2fSECPWqLwD0DBu%2ftg2jID7OrIjB%2beX%2fg9ia%2bw%3d%3d
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APPENDIX H

APPENDIX H - PURCHASE CARD MONTHLY REPORT TEMPLATES

The following elements shall be reported in the purchase card monthly reports
*Items in red are example reports

Single Purchase Limit Report:

Bureau Cardholder Single Card Status FAC-C WWE e Warrant Corrective Action
Name Purchase Certified Issued Level
Limit (Yes/No)
NIST Jane Doe $3,500 Active No No N/A FAC-C application Reduce limit to
pending review and $3,000 until HCO
approval issues warrant.
Convenience Check Report (a):
Bureau Total Total 100% Total Number of Total Total
Convenience Convenience Monthly Number of Checks Number of Number of
Check Writers Check

Convenience Checks

Written to Checks
Transactions Check

Checks
Written Vendors

Writers to Written to
Review Over the That DOC Check the Same
Complete? If Micro- Accept the Writers, Merchant

“No” Purchase Purchase DOC the Same
Indicate Threshold Card Employees, Day/Week
Anticipated

or Other Timeframe
Date for Individuals
Completion
ITA 5 10 Yes 3

Reviewed check writer
transaction files. Checks
over the micro-purchase

limit were made by
warranted check writers.
Purchase is authorized.
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Convenience Check Report (b):

Bureau Check Writer Check Check Date Check Transaction Corrective Action
Name
Census John Doe 0030 10/1/2014 $3,000 Purchase Purchased from a Reviewed cardholder transaction
from Costco merchant who files. Documentation includes
accepts credit merchant policy that it only accepts
cards. American express credit cards.

Transaction “ok”.

Sales Tax Report:

Bureau Cardholder Vendor Transaction Total REE Amount of Tax
Amount Amount Sales Tax Recovered
Sales Tax
NOAA Jane Doe John Smith $2,000 $120 Vendor $120 Sales tax recovered. Cardholder
Training mistakenly retained documentation in
Center added sales transaction files.
tax

Third-Party Vendor Transaction Report:
Bureau Cardholder Vendor Transaction | Transaction Did the Cardholder include Reason Third-Party Vendor Was
Name Date Amount documentation in their Used

transaction file? for the reason
used

oS John Doe PayPal 10/1/2014 $500 Yes Merchant was the only vendor that
carries the widget.

Suspicious/Unusual Activity Report:
Bureau Cardholder Vendor Transaction Transaction Suspicious/Unusual

Name Date Amount Transaction Description
PTO Jane Doe Walmart 10/1/2014 $500 MCC code indicates this Vendor MCC code misleading.
transaction was made at a grocery Cardholder documentation
location. indicates transaction was made

for office supplies.
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APPENDIX I = ENTRANCE AND EXIT CONFERENCE PURCHASE
CARD MANAGEMENT REVIEWS

[INSERT LETTER HEAD]

MEMORANDUM FOR:

Program Manager
FROM:

Head of Contracting Office

SUBJECT: Entrance and Exit Conference for Annual Purchase Card
Reviews

The [insert program office] will be conducting a management review of purchase
cardholders and convenience check writers in the various components of the [insert
program office name]. Routine departmental reviews are conducted to minimize risk in
exposing the agency to instances of fraud, waste, and abuse. These reviews will be
conducted beginning on [insert date] and continue through [insert date].

Your office will be provided advance notice of the scheduled review. We will offer an
entrance conference to discuss the review, a briefing of the conclusion and a copy of the
final report of findings and recommendations. As appropriate, offices will be requested
to develop a corrective action plan for any significant findings which will be implemented
in [insert FY].

We recognize the value of efficiencies realized through the use of the purchase card.
We believe that this review, in addition to identifying any areas of concern, will also
enable the Department to identify common problems that can be rectified through
additional information being made available to cardholders and will help to identify
opportunities for strategic sourcing that will be available to all DOC offices.

It is requested that this memorandum be shared with the individuals within your
organization who are either purchase cardholders or approving officials for cardholders.
A list for your organization is attached.
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APPENDIX J - PURCHASE CARD MANAGEMENT REVIEW CHECKLIST

Purchase Card Quarterly Review Checklist

Cardholder Name: Date of Review:

Period Covered: [Insert Onsite or Electronic]

Reviewer Name:

No. TRANSACTION REQUIREMENTS Yes | No | N/A
1. | Purchase is for official government business?
2. | Availability of funds is documented in the transaction file?
Required pre-approvals (approving official, budget officer, Head of Contracting
3. | Office, Office of General Counsel, where applicable) are obtained and documented
in the transaction file?
4 Mandatory sources of supplies and services are documented in the transaction
| file?
5. | Department strategic source initiatives have been utilized?
Where departmental strategic source initiatives were not utilized, was there
5a. | sufficient documentation that the mandatory sources of supplies and services were
followed?
6. | Price reasonableness is documented?
7. | Purchase exceeds cardholder single purchase limit?
8 Purchase complies with requirements for Energy, Water Efficiency, and Renewable
" | Energy?
9 Purchase complies with requirements for use of Recovered Materials and Bio-
" | based Products?
Purchase complies with requirements for Contracting for Environmentally
10. .
Preferable Products and Services?
11. | Purchase complies with Section 508 requirements?
12 Purchase was made to a small business (if not, documentation is provided in the
" | transaction file to support why a large business was selected)?
13 If purchase was made utilizing a third party vendor, is documentation provided to
" | support why the vendor was used?
14. | Purchase complies with established financial reconciliation schedule?
15 Purchase transaction file documentation complies with requirements set forth in
" | CAM 1313.301, section 3.14.27
16 Purchase complies with personal property reporting requirements (purchase was

reported to the property custodian and bar-coded)?

J-1




No. TRANSACTION REQUIREMENTS Yes | No [ N/A
If a convenience check was used to make the purchase, documentation is

17. | included in the transaction file to determine that the vendor does not accept
purchase cards?

18. | Is the purchase placed against an established contract?

19 The purchase is over the micro-purchase threshold and meets all of the

" | requirements outlined in CAM 1313.301 and the FAR?

20. | Does the Contracting Officer (cardholder) have a FAC-C Certification?

21 Does the cardholder possess an active Contracting Officer's Warrant?
If the cardholder has a single purchase limit above the micro-purchase threshold,

29 does his/her Approving Official meet all of the Contracting Officer Warrant training

requirements?

NOTES/COMMENTS:
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APPENDIX K = PURCHASE CARD MANAGEMENT REVIEW SUMMARY
Purchase Card Elements No. of No. of Accuracy Rate Account
Records Compliant | (No.compliant/No. Records . Notes
Reviewed Records Reviewed)

TRANSACTION

I

1. Purchases were for official Government business
2. Availability of funds was documented in the transaction file
Required pre-approvals (approving official, budget officer, Head of
3. Contracting Office, Office of General Counsel, where applicable)
were obtained and documented in the transaction file
Mandatory sources of supplies and services were documented in
4. the transaction file
5. Department strategic source initiatives were utilized
Where departmental strategic sources initiatives were not utilized,
5a. sufficient documentation was included in the transaction file that
the mandatory sources of supplies and services were followed
6. Price reasonableness was documented
7. Purchases exceeded the cardholders single purchase limit.
Purchases complied with requirements for Energy, Water
8. Efficiency, and Renewable Energy
Purchases complied with requirements for use of Recovered
9. Materials and Bio-based Products
Purchases complied with requirements for Contracting for
10. Environmentally Preferable Products
11. Purchases complied with Section 508 requirements.
Purchases were made to a small business (if not, documentation
12. provided in the transaction file to support why a large business was
selected)
Purchases made utilizing a third party vendor, documentation was
13. provided to support why the vendor was used
14. Purchases complied with established financial reconciliation
schedule
Transaction was appropriately reconciled (i.e. appropriate
15. documentation obtained to support the purchase —

receipts/invoices; cardholder and approving official certified within
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established financial reconciliation process/schedule)
Purchases complied with personal property reporting requirements

16. (purchase was reported to the property custodian and bar-coded)
If a convenience check was used to make purchases,

17. documentation is included in the transaction file to determine that
the vendor does not accept purchase cards

18. Purchases placed against an established contract.
Purchases over the micro-purchase threshold meet all of the

19. requirements outlined in CAM 1313.301 and FAR part 13

20. Contracting officer (cardholders) have a FAC-C certification
Contracting Officer (cardholder) possesses an active Contracting

21. Officers’ warrant
Approving officials (managing cardholders with a single purchase

22. limit above the micro-purchase threshold) meet all of the
Contracting Officer Warrant training requirements

TOTAL RECORDS SAMPLED
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APPENDIX L = PURCHASE CARD MANAGEMENT REVIEW REPORT

PURCHASE CARD MANAGEMENT REVIEW REPORT FOR
[Insert program office]
Fiscal Year 20 Quarter

Introduction:

A Purchase Card Management Review was conducted at [insert field office] on [insert
date(s)], by [insert name(s) of those performing review and the acquisition office]. The
purchase card program at this location consists of [insert number of approving officials
and number of cardholders]. [Insert the number of files reviewed] purchase cardholder
files were reviewed. The purpose of this review was to evaluate the effectiveness and
efficiency of the purchase card program and provide suggestions to improve any noted
weaknesses or deficiencies. The review offers a baseline assessment of current
strengths and weaknesses within the office.

Certification Statement:

The Purchase Card Management Review Summary, located in Appendix K (CAM
1313.301, [Date], was used as a guide and | [insert name], the Head of Contracting
Office for the aforementioned program office certify that information contained in the
summary and corresponding report is accurate and complete.

Review Findings:
= Attached is the completed Purchase Card Management Review Summary for
[insert program office];

= The following areas were identified as strengths that enhanced internal controls
and program oversight: [Insert items. Use additional pages as necessary to
discuss strengths and best practices identified within the program reviews].

= The following areas were identified as weaknesses to internal controls governing
the purchase card program: [Insert items. Use additional pages as necessary to
discuss any weaknesses identified during the program review; and
challenges/barriers faced in establishing effective controls in managing the
program].

= Attached is the [insert field office] plan of action to address identified weaknesses
and comply with these recommendations no later than [insert date].

Required Signatures:

Head of Contracting Office Name (Printed)

Head of Contracting Office Name (Signature) Date
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APPENDIX M —= SAMPLE PURCHASE CARD PRE-PURCHASE CHECKLIST

Cardholder Name:

Office Name:

Date of Request:

Requestor's Name:

Requestor's Phone Number:

CHECKLIST

1. This is a purchase for official Government business only

2. This purchase is approved and authorized, in accordance with my
organizational procedures and office budget coordinator, to ensure that
funds are available for this purchase.

3. The amount of this purchase is within my single purchase limit and is not a
split or divided purchase.

4, This purchase will not cause my 30-day limit to be exceeded.

5. | have checked the mandatory sources of supplies and services as required by

FAR Part 8 and Commerce Acquisition Manual (CAM) 1313.301, Section 3.4.

6. The intended merchant is a small business, if not, explain:

7. Purchases over the micro-purchase threshold: | have obtained price quotes from
three different vendors.

8. If the purchase is for an accountable asset or a sensitive item, it has been
bar-coded and all purchasing information has been provided to the appropriate
property custodian.

9. If the purchase is for electronic or information technology (EIT) products,
the items are compliant with appropriate Section 508 standards.

10. If the purchase is for IT Desktop Hardware: | have followed the guidelines

outlined in the OCIO “Guide to Acquiring IT Desktop Hardware”.
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PURCHASE INFORMATION

Item(s) to be Purchased:

Description of Supplies or Services

Quantity (No of Units)

ADDITIONAL INFORMATION RELATIVE TO THIS PURCHASE:

Total Cost: $

FUNDING CLASSIFICATION

Organization Code:

Task Number:

Object Class:

VENDOR INFORMATION

Expected Vendor Name:

Expected Vendor’'s Address:

Expected Vendor’'s Phone#:

APPROVALS

Requestor’s Signature:

Date:

Cardholder Signature:

Date:

Approving Official Signature:

Date:

Budget Officer Signature

Date:

HCO Signature (if applicable):

Date:

Cost (Units X Price)
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APPENDIX N — SAMPLE PURCHASE CARD POST-PURCHASE CHECKLIST

Cardholder Name:

Approving Official Name:

Office Name:

Date of Request:

Requestor's Name:

Requestor's Phone Number:

PURCHASE INFORMATION

Item(s) to be Purchased:
Description of Supplies or Services Quantity (No of Units) Cost (Units X Price)

ADDITIONAL INFORMATION RELATIVE TO THIS PURCHASE:

Total Cost: $

FUNDING CLASSIFICATION

Organization Code:

Task Number:

Object Class:

VENDOR INFORMATION

Vendor Name:

Vendor’'s Address:

Vendor’'s Phone#:
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CHECKLIST

1. __ This purchase was for official Government business only.

2. ___ This purchase was approved and authorized, in accordance with my

organizational procedures and office budget coordinator, to ensure that
funds were available for this purchase.

3. In reconciling this purchase, appropriate measures have been taken to ensure
charges are applied to the correct accounting codes.

4, | have received a receipt/invoice associated with this purchase.

5. The amount of this purchase is within my single purchase limit and is not a
split or divided purchase.

6. This purchase will not cause my 30-day limit to be exceeded.

7. If the purchase was incorrectly charged sales tax, appropriate measures have
been taken to recover sales tax associated with this purchase.

8. If the purchase is for an accountable asset or a sensitive item, it has been
bar-coded and all purchasing information has been provided to the appropriate
property custodian.

9. An independent individual (not the cardholder) received and accepted the
goods/services associated with this purchase.

a. If yes, please indicate name and email address of individual:

b. If no, please explain why an independent individual did not accept/receive the
goods/services associated with this purchase:

APPROVALS
Cardholder Signature: Date:
Approving Official Signature: Date:

END OF DOCUMENT

END OF CAM 1313.301
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