3/11/2004
PURCHASE  CREDIT CARD PROGRAM  

This is not the Bank of AmericaTravel card.

( The credit card is issued by name to a Government employee, the Cardholder (CH).  THE CH IS THE ONLY ONE WHO CAN USE THE CARD.  The CH is delegated a single purchase limit (SPL) which cannot exceed $2,500, and a 30-day dollar limit determined by the supervisor.   A single purchase may be for multiple items, but total purchase amount cannot exceed the SPL.  The 30-day limit is the dollar limit of purchases a cardholder can make in the calendar month.   The CH is responsible for documenting purchases, reconciling Monthly Statements, and resolving disputes.   The Approving Official (AO) is the CH's supervisor--the primary internal control responsible for monitoring CH activity to ensure that purchases are allowable commodities, approving the CH's monthly statement, and resolving any misuse of the card by the CH. 

Only the following ALLOWABLE COMMODITIES may be purchased by non-Procurement CH’s:

· Tools

· Transcribing Services (aka Court Reporting Services)

· Patent Search Services

· Exhibition Booth Support Services

· Books, Subscriptions, other publications including Transcript copies 

· Reprints and Abstract/Publication charges

· Software, Software Updates, Software Maintenance (if doesn’t exceed $2,500/year)

· Repair services and parts (one time, no construction)

· Emergency “Office” supplies not immediately available from Store Stock

· Electronic components (e.g., resistors, capacitors, etc.)
· Office Moves (not exceeding $2,500.00 for complete move)
· ADP/IT Hardware*- CH must notify Property Custodian of ADP/IT hardware purchases. 
· Hardware Maintenance (must be billed annually Not to Exceed $2,500/year)
· (  The credit card may not be used to purchase Space flight use materials, chemicals and/or any other hazardous services or materials.

Cardholders and Approving Officials must attend the “mandatory” training class.  Group classes are approximately 2 hours.  Contact the cognizant PURCHASE Credit Card Program Manager.   The credit card is mailed directly to the cognizant Credit Card Program Manager via first class mail; you will receive the card only after training has been attended.

· To apply, send a Credit Card Nomination form signed by your supervisor to the cognizant Credit Card Program Manager.   

NOMINATION for GOVERNMENT PURCHASE CREDIT CARD

for SMALL PURCHASES (not for Travel expenses)

CARDHOLDER (CH):______________________________________________ Extension____________

                                         First name, middle initial, last name

GSFC BADGE NO. _______________                UNIQUE IDENTIFIER NO. (x500 ID) ________________

MAIL CODE______________                      BUILDING_________ROOM__________

Requested Single Purchase Limit (cannot exceed $2,500) $__________

Requested 30-day Limit $______________

CH’s E-mail address___________________________________________

APPROVING OFFICIAL(CH's supervisor)  _______________________________________________






                     First name, middle initial, last name

Approving Official Mail Code__________     Approving Official extension__________

Approving Official E-mail address________________________________________
( Mandatory -- Alternate Approving Official________________________________  Code__________

                                                                           First name, middle initial, last name

Resource Analyst ____________________________________________ Code__________

Resource Analyst E-mail address_______________________________________________

Property Administrator________________________________________ Code__________

APPROVED BY Cardholder’s SUPERVISOR:

________________________________________________________      Date___________

                Supervisor’s Signature
GSFC/Greenbelt - Send to Dawn Murvin, Code 210.

Wallops - Send to Sandra Savage, Code 218.
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PURCHASE Credit Card Program Managers: GSFC—Dawn Murvin, Code 210, x64915; Alternate:  Michelle Mumford, x63933 or

Bankcard Help Line:  x69372

Wallops--Sandy Savage, Code 218, x72363; Alternate:  Diana Jester, x71290


