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https://mis.jlab.org/mis/apps/credit/docs/UnallowableItems.pdf
https://mis.jlab.org/mis/apps/credit/docs/LostJLabPCardInvoice.pdf
http://www.jlab.org/fm/property/property_manual.pdf
http://www.jlab.org/div_dept/admin/business/sales_cert.pdf
https://mis/mis/apps/credit/docs/dispute.pdf
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https://mis.jlab.org/mis/apps/credit/docs/UnallowableItems.pdf
http://www.jlab.org/div_dept/admin/business/sales_cert.pdf
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https://mis.jlab.org/mis/apps/credit/docs/UnallowableItems.pdf
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http://www.jlab.org/fm/property/property_manual.pdf
https://mis/mis/apps/credit/docs/dispute.pdf
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http://www.jlab.org/div_dept/admin/business/green/
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http://www.jlab.org/div_dept/admin/business/green/
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MIS PURCHASE LOG 

 

Figure 1 

Use drop-down 

boxes to select POA 

System defaults 

to current date.  

Enter actual 

order date. 

Enter date 

order is 

received. 

Enter cost.  Adjust 

(if necessary) to 

reflect invoice or 

EAGLES amount 

Use drop-down boxes 

to select Recycling 

Code (required) 

Enter a complete 

description.  Example: “ ss 

pipe for vacuum chamber”  

or “xx fittings for bench 

stock” or 200 xyz 

capacitors p/n 55512” 
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 
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 

https://mis/mis/apps/credit/creditmain.cfm?app_id=54
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Figure 2

Click Here to view 

and print EAGLES 

Statement 

Click Here to 

Reconcile MIS Log 

with EAGLES 

Statement 
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Figure 3 

Click here if the item 

has been received 

and accepted, and 

the correct charge 

appears on your 

EAGLES statement.  

Click here to save 

work without 

submitting for 

approval and/or to 

see reconciled total. 

Click here to 

complete the 

reconciliation and 

submit the log for 

approval. 
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http://www.jlab.org/div_dept/admin/business/forms/
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P-CARD Unauthorized and/or Restricted Item List 

Part A identifies common items used at JLab that are NOT AUTHORIZED for purchase using a JLab P-

Card.  Part B identifies RESTRICTED CONDITIONS which must be met before purchasing certain 

common items with a JLab P-Card.   

Please refer questions regarding Unauthorized or Restricted Items to JLab’s P-Card Administrator, Dena Polyhronakis 

(dena@jlab.org) or (extension 7610). 

 

mailto:dena@jlab.org
http://www.jlab.org/fm/property/property_manual.pdf
http://www.jlab.org/fm/property/property_manual.pdf


 

JLab P-Card Handbook May 2009                24                                                                                             

 

 

http://www.jlab.org/div_dept/admin/business/pcard/PCard%20Policy%20Hand%20and%20Power%20Tool%20Exception.pdf
http://www.jlab.org/div_dept/admin/business/pcard/PCard%20Policy%20Hand%20and%20Power%20Tool%20Exception.pdf


 

Lost P-Card Invoice/Receipt Form 

 

 

 



 

 

 Attachment A-3 

 

 

  



 

 

Attachment A-4 

 

 

 
PROCEDURES FOR USE OF THE 

JSA/JEFFERSON LAB PURCHASE CARD 
 

 

Commonwealth of Virginia Sales and  

Use Certificate of Exemption 

 
 VA Tax Exempt Certificate 

 
 

Use:  All scientific and technical purchases that directly support the Lab’s research effort 

are exempt from Virginia sales tax.   Provide a copy of this form to vendors that require 

it to process your purchase as tax exempt.  Some vendors will process your order as tax 

exempt if you provide the Certificate of Registration Number, 10-203974952F-001.  Do 

not use this form when making purchases of administrative or support items. 

 

 

 



 

 

 
 

 

 

 

 

 

 
 



 

 

Attachment A-5 

 

 

 
 

  



 

 

 
Attachment B 

 

 
 

 

 

Delegation of Authority to _________________________ 

You are delegated authority to use the JSA/Jefferson Lab GSA SmartPay purchase card for the purchase of 

supplies and services.  Such purchases must be consistent with your organizational responsibilities, and 

must not exceed your authorized limits. 

 

Your Single Purchase Limit is $              Your Monthly Cycle Limit is $ 

 

_________________ is designated as your Approving Official, and will review your purchases to validate 

they meet the P-Card Program Policy and Procedures and are appropriate purchases for JLab. 

 

All purchases must be made in accordance with applicable laws and regulations, including but not limited 

to the JSA/Jefferson Lab Purchase Card Procedures, a copy of which is available when you receive your 

new JSA P-Card.  You are reminded that it is your responsibility to ensure that sufficient funds are 

available prior to making any purchase, and that you follow established JLab Property Management 

procedures for the identification of purchased goods, available at http://www.jlab.org/fm/property/. 

 

As stated in the JSA/Jefferson Lab Purchase Card Procedures, you assume personal liability for the 

appropriate use of this P-Card.  Abuse or misuse of the P-Card may result in suspension or termination of 

the purchase card.  Further, punishment up to and including termination of employment and/or criminal 

prosecution may result from improper use of the purchase card. 

 

As a JLab staff member with Delegated P-Card Authority, you should not accept any gift or gratuity from 

any source which is offered or appears to be offered because of your position in the company in an effort to 

influence your purchase decision-making.  You should not purchase goods or services from friends or 

relatives. 

 

This delegation shall automatically terminate upon separation from JSA. 

 

Receipt Acknowledged: 

______________________________  ____________________ 

 Purchase Cardholder      Date 

 

Approved by: 

______________________________  ____________________ 

Dena Polyhronakis      Date 

JLab P-Card Program Coordinator 

 

_____________________________   _____________________ 

Mark J. Waite       Date 

Procurement Director 



 

 

Attachment C 

 

 
 

JSA/Jefferson Lab Purchase Card Program  

Self Assessment Checklist 

 
1. Have all personnel involved in the program received adequate training?  Have cardholders and 

approving officials (AOs) satisfactorily completed (80%) the required credit card test?   YES __ NO__ 

 

2. Are cardholders and AOs aware of required purchase program restrictions?  This includes federally 

directed Affirmative Procurement and Energy Star purchases as well as the need to make full use of 

the JLab  e-commerce site.   YES __ NO__ 

 

3. Have reasonable cardholder single purchase and monthly/cycle limits been identified by AO’s and 

established with the bank?  Have responsible merchant category code (MCC) restrictions been 

identified?  YES __ NO__ 

 

4. Does the alignment and span of control for AOs ensure that the AO understands budget limitations, 

fund codes, and each cardholder’s purchase requirements?  Normally, AO span of control is limited to 

5 to 10 cardholders.  Exceptions to this limit must be approved by the OPC.  YES __ NO__ 

 

5. Are Delegations of Authority or Certificates of Appointment issued to individual cardholders?  

Certificates of Appointments are to be used for cardholders with authority above the micro-purchase 

level.  YES __ NO__ 

 

6. Do the Delegations of Authority or Certificates of Appointment identify purchase limitations? Are 

these consistent with those furnished to the bank?  Do local cardholder lists match the bank’s limits?  

YES __ NO__ 
 

7. Are copies of the appointment documents current and maintained in a central file?  YES __ NO__ 

 

8. Are local policy and/or procedures adequate, current and readily available to key personnel?  YES __ 

NO__ 
 

9. Do local policy/procedures include an internal review function that includes division approval as well 

as review by the procurement and finance/accounting functions?  YES __ NO__ 

 

10. Are internal controls adequate to avoid “conflict of interest” concerns?  Does the required training 

include information on basic purchasing ethical issues?  YES __ NO__ 

 

11. Do the local policy/procedures ensure funds availability in advance of transactions? YES __ NO_ 

 

12. Is the JLab Organization Program Coordinator (OPC), identified to cardholders, the issuing bank, and 

DOE?  YES __ NO__ 

 

13. Do cardholders maintain a log of transactions adequate to identify the transaction, merchant, date of 

the order, item(s) purchased, price and date of receipt?   YES __ NO__ 

 

14. Are receipts/invoices that identify each purchase filed with the cardholder’s reconciled statement?  Are 

permanent files for each statement available for review?   YES __ NO__ 



 

 

 

15. Do purchase prices appear reasonable and are the items purchased appropriate for direct job related 

use?  Are all goods purchased allowable under the DOE contract?   YES __ NO__ 

 

16. When the purchase price exceeds $2,500 does the cardholder obtain and document competition or                  

document and justify the reason for no competition?  YES __ NO__ 

 

17. Do the cardholders reconcile their monthly statement of account and electronically submit them to 

their AO for review in a timely manner?  Are the reconciled and approved packages sent to the OPC 

for processing and payment by finance?  YES __ NO__ 

 

18. Are cardholders aware of the VA tax-exempt status for goods used directly for the Lab’s scientific and 

technical performance?  YES __ NO__ 

 

19. Do cardholders prepare and submit a “Dispute” Form for any statement charges that will not be paid? 

Are copies of these Dispute Forms files with the monthly statement?  YES __ NO__ 

 

20. Does the OPC forward a copy of the “Dispute Form” to the issuing bank and are all adjustments to the 

bank invoice identified on a Notice of Invoice Adjustment?  YES __ NO__ 

 

21. Does the finance office process this Notice of Invoice Adjustment for each monthly payment and does 

the payment total amount match the adjusted invoice amount?  YES __ NO__ 

 

22. Does each AO review, question (as necessary), and electronically approve the monthly-reconciled 

statements?  YES __ NO__ 

 

23. Does the OPC maintain close contact with the DOE and bank program coordinators?  Is the OPC 

trained to use the bank’s electronic reports and/or reporting functions?   YES __ NO__ 

 

24. Do cardholders, AOs, finance officers, and the program coordinator receive appropriate reports from 

the issuing bank and/or have access to current and previous data using the bank’s electronic records, 

MIS, and/or purchase card files?  YES __ NO__ 

 

25. Does the OPC review available bank and MIS program management reports to identify purchase card 

trends and/or potential misuse?  YES __ NO__ 

 

26. Are infrequently used cards (inactive for 4-6 months) identified to the cardholder and AO for possible 

inactivation or cancellation?  YES __ NO__ 

 

________________________    ______________ 

Print Name:       Date:     

______________________________ 

Signature 

 



 

 

Attachment C (con’t) 

 

JSA/Jefferson Lab Purchase Card Program  

Self Assessment Checklist 

 

COMMENTS:  

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________ 

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________ 

 

 
 

 

 

 

 

 

 

 


