JEff;IZOH Lab

DThomas Jefferson National Accelerator Facility

JSA/Jefferson Lab
Purchase Card

Policies
And
Procedures

November 2016



TABLE OF CONTENTS

Topic Par.
Purpose 1.0
Definitions 2.0
Responsibilities 3.0
Organization Program Coordinator 3.1
Finance/Accounting 3.2
Approving Official 3.3
Cardholder 34
Receiving 3.5
Audit 3.6
Procedures 4.0
Purchase Card Request 4.1
Restrictions 4.2
Purchase Limits 4.3
Property Management 4.4
Competition 4.5
Disputes 4.6
Training and Testing 4.7

Small Business, Historically Underutilized
Business Zone (HUBZone) Small Business,
Small Disadvantaged Business, and
Women-owned Small Business Concerns 4.8

Affirmative Procurements 4.9
Program Administration 4.10
Misuse & Liability 5.0
Suspension/Termination 6.0
Causes for Suspension/Termination 6.1
Process for Suspension/Termination 6.2
Affirmative Procurement 7.0
Must Purchase Recycled Products 7.1
Justification for Not Purchasing Recycled
Products 7.2
Identification of Affirmative Procurement
On P-Card Logs 7.3

Attachment A: JLab Purchase Card User Guide

A-1

Unauthorized & Restricted Purchases -
http://www.jlab.org/div_dept/admin/business/pcard/UnauthRest.pdf

LOLOLOLO(O@Q)Q)Q)\I\IU‘IU‘I-&-&I-'.E
QD
@D

el
o O

10
10
11
11
11
11
12
12
12

13

13


http://www.jlab.org/div_dept/admin/business/pcard/UnauthRest.pdf

A-2 Lost/Missing Invoice Form -
http://www.jlab.org/div_dept/admin/business/pcard/Lost%20PCard%20Invoice%20Memo.
pdf

A-3 Authorization for Shipment of Property -
http://www.jlab.org/fm/property/property_manual.pdf

A-4 Dispute Form
fhttp://www.jlab.org/div_dept/admin/business/pcard/dispute.pdf

A-5 Tool Purchase Exception Form
http://www.jlab.org/div_dept/admin/business/pcard/PCard%20Policy%20Hand%20and%20

Power%20Tool%20Exception.pdf

Attachment B: Cardholder Delegation of Authority Letter



http://www.jlab.org/div_dept/admin/business/pcard/Lost%20PCard%20Invoice%20Memo.pdf
http://www.jlab.org/div_dept/admin/business/pcard/Lost%20PCard%20Invoice%20Memo.pdf
http://www.jlab.org/fm/property/property_manual.pdf
http://www.jlab.org/div_dept/admin/business/pcard/dispute.pdf
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

1.0 PURPOSE

The JSA/Jefferson Lab Procurement Purchase Card Program (P-Card Program) is a tool intended
to simplify small (£$3,500.00) purchase procedures, to provide an alternative to the use of
purchase orders or Blanket Purchase Agreements (BPAs), and to supplement other simplified
purchase methods. The purchase card is also used to streamline acquisitions of any dollar level
for assigned buyers and other cardholders as designated by the Procurement Manager. This
document details the implementation of the JSA/Jefferson Lab P-Card Program, and provides the
guidelines for use of the JSA/Jefferson Lab Purchase Card.

Purchase cards may only be used to obtain items for which a firm fixed price can be established
in advance of purchase or performance. The goods or services to be purchased shall be those
necessary to meet the Lab’s minimum needs with consideration to cost, delivery schedule, and
performance requirements. There is a maximum single purchase limit of $3,500.00 except for
authorized Procurement Department buyers and others designated by the Procurement
Manager. Each cardholder’s single purchase limit will be specified in a Certificate of
Appointment or Delegation of Authority letter. (See paragraph. 2.5 & 2.7). In addition, the
Procurement Manager will establish a monthly (cycle) purchase limit as recommended by the
Cardholder’s Division. Procurement buyers will utilize the P-Card only for the placement of
requirements identified in an Approved Purchase Requisition.

All P-Card Program purchases are subject to strict application of "reasonableness and minimum
need." (See paragraph 2.12). This includes the principle that if the item cannot be purchased
using a Purchase Requisition (PR), it cannot be purchased using the Jefferson Lab Purchase
Card. Jefferson Lab purchase card transactions are paid with DOE funds and are subject to the
same close scrutiny as other purchase methods.

2.0 DEFINITIONS
The following key terms are defined for reference in this document:

2.1 Approving Official (AO): An AO is an individual who has one or a number of
cardholders under their purview.

2.2 Authorization: The process of verifying that a purchase is within the established
cardholder limit. The merchant, at the point of sale, obtains this authorization.

2.3 Cardholder: The individual JLab employee to whom a written Delegation of
Authority has been given.

2.4 Central Billed Account (CBA): The master account established with the issuing
bank that allows individual cardholder accounts to be established. Each month a
CBA consolidated statement is prepared which lists the cumulative purchases and
credits for each sub-account.

2.5 Certificate of Appointment: Written authorization issued to Procurement Buyers
from the Procurement Manager identifying their single purchase limit.

2.6 Credit Limits: Financial levels which restrict a cardholder’s single purchase and
monthly/cycle purchases. Credit limits are recommended by the cardholder’s
Division AD or her/his designee, approved by the Delegation of Authority, and
established/maintained by the Organization Program Coordinator (OPC). (See
paragraph 2.10 & 3.1) Limits are enforced by the issuing bank, through the
merchant, at the time of sale. Exceeding established limits is considered misuse
of the purchase card.



Single Transaction Limit. Dollar limit for any single purchase card transaction.

Monthly/Cycle Purchase Limit. Spending limit imposed on a cardholder’s
cumulative purchases in a given billing period; i.e. month or cycle.

2.7 Delegation of Authority: A document that identifies trained individuals as
authorized cardholders who are able to commit funds for Jefferson Lab. This
authority is limited to single purchases that do NOT exceed the micro-purchase
($3,500.00) limit except for those cardholders otherwise designated by the
Procurement Manager. See Attachment B.

2.8 Dispute: A current transaction on a cardholder’s monthly bank statement which
is being questioned and will not be paid.

2.9 Misuse/Abuse/Fraud: Any use of the JLab Purchase Card in violation of
established procedures is considered misuse. Intentional use of the purchase
card for other than approved, JLab official purchases may be considered abuse
or fraud. (See 5D, Misuse and Liability)

2.10 Organization Program Coordinator (OPC): The individual in the Procurement
Department who is the focal point for all internal JLab Purchase Card matters.
(See the Procurement Department directory to identify the purchase card focal
point) This person also serves as the liaison with DOE and the issuing bank.

2.11 Property Management: The JSA/JLab department responsible for the control of
property purchased at JLab.

2.12 Reasonable and Minimum Need: Application of the principle, reasonableness
and minimum need, requires careful consideration and judgment for each
purchase. Purchase card purchases are authorized only for required job related
items; “Nice to have items” must be avoided.

Reasonableness: When applied to purchasing, reasonableness includes two
factors. First, price reasonableness is based on whether the item’s price is “fair’
and justified based on competitive market conditions, similar purchases, delivery
schedule, etc. Second, is this a reasonable purchase based on the actual needs
of your job, operational requirements, and the consequences of not having the
item? What is the impact to your job, future operations, and the Lab’s mission if
you do not have the item? Before making a purchase you should ensure that the
item meets both standards of reasonableness.

Minimum need: A purchasing term that defines the amount (number and cost)
of goods to be purchased. Minimum need also includes the fact that when there
is no actual job or operational need, the minimum need may be zero. Simply,
consider the actual amount needed to accomplish your task and to meet
operational needs.

3.0 Responsibilities

To ensure the integrity of the JLab P-Card Program, each AO and Cardholder must strictly
enforce these procedures and understand their specific responsibilities. For the purpose of
these procedures, cardholders and their AO’s are considered JLab procurement officials.

3.1 Organization Program Coordinator (OPC). The Procurement Department maintains
the interface between JSA/Jefferson Lab and the bank issuing the purchase cards.



The Procurement Manager will appoint an individual as the OPC. It is the
responsibility of the Procurement Department OPC to:

3.1.1 Develop detailed work procedures for cardholders and AO’s. (See
Attachment A)

3.1.2 Provide training, testing, and guidelines to cardholders and AQO’s.
3.1.3 Control the issuance and destruction of all purchase cards.

3.1.4 Provide Accounts Payable (AP) with a current list of authorized
cardholders and AQO’s.

3.1.5 Prepare delegation of authority letters for Approving Officials and
Cardholders with specific single and cycle purchase limits. The
Procurement Manager approves this authority.

3.1.6 Maintain close liaison with the DOE and issuing bank’s purchase card
focal points.

3.1.7 Review cardholder logs monthly to identify unallowable charges, “split”
purchases, or other irregularities.

3.1.8 Review each transaction and invoice/receipt to determine VA Sales/Use
Tax liability. Contact cardholders to obtain missing invoices.

3.1.9 Verify that all monthly logs are properly electronically certified by the
AO’s

3.1.10 Monitor the assignment of Approving Officials. The normal span of
control for each AO is less than 5 cardholders. Each AO’s span of
control will be reviewed and validated during an annual purchase card
self-assessment. (See Attachment C)

3.1.11 Periodically review individual purchase card account activity. Infrequently
used cards (no activity for 4-6 months) should be considered for
cancellation or placement in an inactive status. Coordinate any account
status change with the cardholder and AO.

3.1.12 Assist in resolution of disputes between the issuing bank and the
cardholder as needed.

3.1.13 Make the final determination on payment of any bank credit or debit
adjustments to clear previous disputes or for returned goods
adjustments.

3.1.14 Reconcile the individual Cardholder accounts and the Central Billed
Account, and provide the required documentation to Accounts Payable
for payment processing.

3.1.15 Perform periodic account surveillance using bank and MIS management
reports in addition to random audits to ensure procedures are being
followed and that system integrity is maintained.

3.1.16 Request that the internal auditor perform periodic audits.



3.2 Finance/Accounting. Process approved vouchers and issue monthly payments by
accomplishing the following:

3.2.1

3.2.2

3.2.3

3.2.4

Accounts Payable (AP) will review project and org codes for active status.

After receipt of the reconciled monthly statements from the OPC,
Accounts Payable shall review each statement for payment accuracy and
randomly verify the calculated “Use Tax” and the proper use of Project
Organization Account (POA) codes. Accounts Payable will make the final
determination on any Sales/Use Tax issues.

Make payment to the financial institution issuing the P-Card. As a
minimum, payment must be made within 28 days of the invoice date in
accordance with the Prompt Payment Act.

Maintain files of previously paid invoices and individual cardholder
statements.

3.3 Approving Official. The AO has direct responsibility for cardholders under their
purview, and shall ensure compliance with all procedures or guidelines issued by
JSA/Jefferson Lab regarding the P-Card Program. This includes, but is not limited to:

3.3.1

3.3.2

3.3.3

3.3.4

3.3.5

3.3.6

3.3.7

3.3.8

Recommend the single transaction and monthly purchase limits for each
cardholder.

Maintain adequate records to document approvals. This may include
Management Information System (MIS) electronic files, e-mails, and/or
other documentation that supports the approvals.

Limit cardholder purchase activity when Division funds are restricted or
restrict purchases when Division funds are not available.

Electronically review and approve each of their cardholder’s monthly logs
and statements. This includes verifying that transactions were made for
necessary purchases in accordance with these procedures. The OPC
(Procurement Department) is authorized to process cardholder
statements in the absence of the AO.

Ensure that cardholders do not “split” requirements into multiple
transactions to keep the transaction within their single purchase limit.
Splitting purchases to remain within established limits is misuse of the
card.

Provide oversight of transactions for propriety, verify reasonableness and
minimum need for each purchase, and ensure fair and equitable
distribution of activity among commercial sources.

Take appropriate action to identify any questionable purchases to the
cardholder and the OPC as necessary.

Perform regular reviews of purchase logs to ensure compliance with
JLab’s Green Purchasing, EnergyStar, and EPEAT program. The AO
approval screen includes a GR column, which indicates the Green Product
code entered by the cardholder. Review these codes before you approve
each log. (See paragraph 7)



3.4 Cardholder. The Cardholder shall ensure compliance with all procedures or

guidelines

issued by JSA/Jefferson Lab regarding the P-Card Program. This includes,

but is not limited to:

3.4.1

3.4.2

3.4.3

3.4.4

3.4.5

3.4.6

3.4.7

3.4.8

3.4.9

3.5 Receiving.

3.5.1

3.5.2

3.5.3

Safeguard the security of the purchase card and account number to
preclude their use by anyone else. The cardholder should separate the
JLab Purchase Card from any personal and travel cards to prevent
accidental use for unallowable purchases.

Verify the availability of sufficient project funds before purchases are
made.

Maintain the electronic purchase card log current as purchases are made
by entering an accurate description of items purchased, the date and the
costs of the goods. Update the log as goods are received.

Understand and stay within authorized credit limits. Do NOT “split”
purchases to remain within your limits.

Reconcile monthly bank/MIS statements in a timely manner in accordance
with the procedures described herein.

Ensure purchases comply with the requirements stated in Attachment A-1
“Procurement P-Card Unauthorized and Restricted Purchases” or view on-
line at
http://www.jlab.org/div_dept/admin/business/pcard/UnauthRest.pdf

Notify suppliers of missing or damaged goods and coordinate any returns
to the vendor. Coordinate all disputes with the vendor and/or the OPC
until resolved.

When possible, give purchase preference to local small businesses and
rotate like product purchases between several vendors.

Make P-Card purchases which are consistent with JLab’s Affirmative
Procurement. Ensure all purchases with recycled content are properly
coded on the purchase card log. (See paragraph 7)

JLab’s Shipping & Receiving section will perform the following:

Distribute incoming purchase card orders to the proper drop point
identified on the mailing label.

If material is discovered damaged upon receipt at the warehouse, the
material will not be forwarded to the requestor unless the requestor is
contacted and determines that the material may be usable. If the
requestor accepts the material, it will be processed as normal. If damaged
material is identified after delivery to the cardholder/requestor, it will be
his/her responsibility to notify the supplier and coordinate return with
the receiving warehouse. All damaged material that is unusable will be
returned to the receiving warehouse for pick-up.

Identify purchase card shipments that may require property management
control and ensure appropriate documentation is initiated.

3.6 Audit. The laboratory periodically conducts audits and reviews to verify the
effectiveness of internal controls and compliance with these procedures. To verify
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the effectiveness of the system’s internal controls, JSA’s internal auditor will
periodically schedule audits to ensure procedures are being followed and that
system integrity is maintained.

4.0 Procedures

4.1 Obtaining a P-Card: Appropriate Division representatives identify staff members
needing P-Cards, and submit a request to the OPC in Procurement. The request
must include (1) the cardholder’s name, (2) single purchase limit, (3) monthly
purchase limit, and (4) name of Approving Official. Both the Cardholder and the
Approving Official must have successfully completed the P-Card training and testing
before a P-Card will be issued.

4.2 Restrictions: Purchase cards may only be used to purchase items for which a firm
fixed price can be established in advance of performance. All goods purchased
must be for official JLab use, and must comply with restrictions identified in
Attachment A-1, “Unauthorized and Restricted Purchases” or view on-line at:
https://mis.jlab.org/mis/apps/credit/docs/Unallowableltems.pdf . The purchase
card shall not be used for personal purchases.

4.3 Purchase Limits. Use of the purchase card by a cardholder is subject to a single
purchase limit and a cycle/monthly cardholder limit. Exceeding established limits is
considered misuse of the purchase card.

4.3.1 Single purchase limit: This limit cannot be exceeded unless a written
request is received from the responsible Division representative,
requesting that this limit be raised. A “single purchase” using the
purchase card may include multiple items. This amount cannot exceed
the Micro-Purchase Threshold of $3,500. Procurement buyers are
restricted by the limit established in their Certificate of Appointment
letter.

4.3.2 Cycle or monthly limit: A budgetary limit that is established for each
cardholder by the responsible Division representative. The total dollar
value of purchases when using the purchase card for any single
statement period may not exceed the cycle/monthly purchase limit set.

4.4 Property Management. The JSA/Jefferson Lab Property Manual Section 3.3 states "It
is the responsibility of the Jefferson Lab “P” credit card holder to ensure all non-
consumable property “picked up” directly from local vendors using “P” credit card
purchases is brought to Shipping and Receiving within one workday of purchase.
This requirement applies to property obtained by or delivered directly to the
cardholder. The following are general guidelines to help determine if items are
tagged as JLab property:

Equipment - Any durable, non-consumable, stand-alone item having a unit
acquisition cost greater than $5,000 and an anticipated service life exceeding two
years.

Administratively Controlled Items - Those personal property items for which
there is no Departmental requirement for formal property records to be
maintained, but for which JSA Management has determined that property records
will be maintained for various control purposes. Examples include:

Cell Phones

Conference Polycom Phones

Pagers

Tools (Power & hand)

Returnable containers furnished by vendor
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Sensitive Property - Items, regardless of value, that require special control and
accountability because of susceptibility to unusual rates of loss, theft, or misuse,
or due to national security and export control considerations. Items include, but
are not limited to:

Laptops

Personal digital assistants

Information technology equipment

Removable components with memory capability
Cameras

Recorders/players

The JLab web page: http://www.jlab.org/fm/property/property_manual.pdf provides
detailed property management procedures. Additional questions can be directed to
the Jefferson Lab Property Officer (x7548) or the Materials Service Coordinator
(x7348).

4.5 Competition. Cardholders are not required to obtain competitive offers when
making purchases <$3,500.00. Cardholders must always ensure that prices are fair
and reasonable, as outlined in 2.12.

4.6 Disputes. Disputes must be coordinated with the vendor and/or bank until they are
resolved. A dispute must be initiated within 60 days of the statement date
containing the disputed transaction. The cardholder will use “Dispute Form”,
Attachment A-4 or on-line at: https://mis/mis/apps/credit/docs/dispute.pdf, to
identify disputes, and can listed more than one transaction on the Dispute Form. The
completed form is submitted with the reconciled monthly statement package.
Disputed charges are NOT included or reconciled on the cardholder’s log. Bank
transactions (Retail Credit or Debit Adjustments) that result from a previous dispute
do not require completion of a Dispute Form and are not added to the cardholder’s

log.

4.7 Training/Testing: Cardholders and AO’s are required to complete an initial training
session before being given access to the P-Card Program. The training will cover all
current purchase card references including Affirmative Procurement requirements,
cardholder liability and misuse, financial controls, and property management
procedures. Training and testing is web-based.

4.7.1 Refresher Training: As a minimum, cardholders and AQ’s will be
required to complete refresher training every two years. This training will
include relevant current topics as well as an overview of P-Card reference
material. The training is web-based

4.7.2 Testing/Retesting: All new cardholders and AO’s must satisfactorily
complete (80% or better) the JLab Purchase Card test. Cardholders who
have their purchase card privileges suspended will be required to retake
the JLab Purchase Card test before their account is reactivated.

4.8 Small Business, Historically Underutilized Business Zone (HUBZone) Small
Business, Small Disadvantaged Business, and Women-owned Small Business
Concerns. It is JSA/Jefferson Lab policy that these concerns be provided the
maximum opportunity to provide materials, supplies and services whenever feasible
and practical. Normally, nationwide chain stores are Large Business.

4.9 Affirmative Procurement. DOE Affirmative Procurement directives require the Lab
to purchase recycled content products to the maximum extent possible. These
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“Green” products include many paper and non-paper office products. This includes
all paper (binders, note pads, file folders, etc.) and non-paper (toner/ink jet
cartridges, plastic desk accessories, etc.) office products.

4.10 Program Administration. The purchase card program will be managed
internally (JLab) and coordinated externally (DOE, issuing bank, etc.) by the assigned
OPC in the Procurement Department. Each cardholder, their supervisor, Division AO
and financial manager plays a key role in the effective administration and internal
financial controls required to eliminate purchase card misuse or abuse. Established
procedures, including processing time frames must be followed.

5.0 Misuse & Liability. Any use of the JLab Purchase Card in violation of established JLab
procedures or policy is considered misuse. Intentional misuse of the purchase card for
other than approved, official JSA/JLab purchases may be considered abuse or fraud. The
cardholder may be held financially responsible for other than approved transactions. (See
Attachment A-1 for a partial list of unauthorized items) Fraudulent use, abuse or misuse
of the purchase card may result in suspension or termination of the purchase card.
Punishment, up to and including termination of employment and criminal prosecution, may
result from improper use of the purchase card.

6.0 Suspension/Termination. Individual purchase card accounts may be temporarily
suspended or permanently cancelled for failure to follow established financial or
administrative procedures. Restriction or cancellation of an account will be used to resolve
serious misuse/abuse or procedural violations. Any restrictive change to a cardholder’s
account will be coordinated with the cardholder, their supervisor, Approving Official, and
Human Resources.

6.1 Causes for Suspension/Termination. The following standards are established for
disciplinary action and are intended to protect JLab funds and reduce the potential
for fraud, abuse or misuse of the purchase card.

6.1.1 Making unauthorized charges. This includes making Division
discretionary purchases that will later be reimbursed. Use of the JLab
purchase card is restricted to direct JLab official business purchases.

6.1.2 Making personal purchases. This includes accidental use of the JLab P-
Card for personal purchases.

6.1.3 Exceeding your established single or cycle purchase limits. This includes
“splitting” a single requirement into multiple purchases to avoid
exceeding the imposed limits. The price of the goods plus shipping
and/or taxes (when known) must NOT exceed your limits.

6.1.4 Allowing others to use your purchase card. The cardholder named on the
face of the P-Card is the only authorized account user.

6.1.5 Failure to identify and dispute unauthorized charges. A dispute must be
initiated for any statement charge that is not valid. (See paragraph 4.6)

6.1.6 Failure to identify items of property purchased with the JLab purchase
card. Call the Property Specialist, #7348, if you have any questions. (See
paragraph 4.6)

6.1.7 Repeated failure (two in any six month period) to meet administrative
deadlines. Deadlines established for reconciliation of statements and the
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submission of supporting documentation are driven by the Lab’s
requirement to make prompt payment to the Bank for the JLab Central
account.

6.1.8 Repeated failure (two in any six month period) to provide required
invoices/receipts. Invoices/receipts are required for audit and tax
purposes. Cardholders must ensure that they contact vendors to obtain
replacement copies for missing invoices. If you do NOT have an invoice
or receipt, a packing slip is acceptable as proof of purchase.

NOTE: Payment for transactions with missing invoices will be made based
on the cardholder’s log entry, the completion of a Missing Invoice Form
(See Attachment A-2) the AO’s approval, and review by the OPC. E-mail
requests for replacement invoices will be filed with the cardholder’s
monthly statement.

6.2 Process for Suspension/Termination

6.2.1 First offense: Written notification and warning of the offense to the
cardholder, their supervisor, and AO. The cardholder must reply and
provide comments routed through their supervisor and AO. Serious
abuse of procedures may result in immediate termination of privileges
and other disciplinary action appropriate for the severity of the
offense/violation.

6.2.2 Second offense (same or similar): 60 or 90-day suspension of purchase
card privileges. Same notification process except that the AO must also
provide comments. The cardholder will be required to retake the
purchase card test before privileges are restored.

6.2.3 Third offense (same or similar): Permanent termination of purchase card
privileges. The cardholder, their supervisor and AO must present
justification to the OPC to retain purchase card privileges. The
Procurement Manager will make the final determination prior to any
permanent account termination.

7.0 Affirmative Procurement Program: DOE Affirmative Procurement directives require Lab
to purchase recycled content products to the maximum extent possible regardless of the
purchasing method being used

7.1 Must Purchase Recycled Products. Of the items which can be purchased using a P-
Card, the Environmental Protection Agency (EPA) has designated the following
products as those which must be purchased with Recycled content:

Paper and Paper Products: Includes files folders, index and card stock
pressboard, paper envelopes, Post-It notes, coated printing and writing paper,
newsprint, tissue products, etc

Non-Paper Office Products: Includes office recycling containers, office waste
receptacles, plastic desktop accessories, toner cartridges, binders, plastic trash
bags, plastic envelopes, printer ribbons, solid plastic binders, plastic clipboards,
plastic clip portfolios, plastic file folders, plastic presentation folders (document
protectors, view graphs, etc.)

Miscellaneous Products: Includes wooden pallets, sorbents, industrial drums,
floor mats, signage (plastic & metal), strapping and stretch wrap
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7.2 Justification For Not Purchasing Green Products: When unable to purchase these
goods containing recycled content products you must justify each exception. Valid
exceptions are based on one of the following: (1) delivery time is critical, (2) the
goods are not available at a reasonable price, (3) a reasonable number of
competitive suppliers are not available or (4) they do not meet required performance

specifications.

7.3 Identification of Affirmative Procurements on P-Card Logs. All purchases made
using the P-Card must include a code to identify their recycled status.

TABLE 1

Recycled Content Codes

User Log . e
Code Entry GR Code Use this code if:
The product purchased is a Green Product.
Yes Y This is normally indicated on the package,

catalog, etc

A Green product is available but was not
No N purchased. Cardholder must justify why a
green product was not purchased

N/A A No Green Product is available

The Green Product is not available within the

Timely T required time frame

The Green product does not meet the user's

Specification S ) .
requirement or specification

Green Product is available, however the price

Price P is unreasonable compared to virgin content
goods
Green Product is not available competitively.
Competitive C (Competition applies only to purchases >
$3,500)
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Jefferson Lab Purchase Card User Guide

UG-1 The
Process

Identify a need

Determine if the intended purchase is unauthorized or restricted under
the purchase card program

If restricted, obtain necessary approvals.

If unauthorized, write a Purchase Requisition

Contact and make arrangements with the authorized cardholders

The authorized cardholder places order and makes log entries

Verify receipt of material

Resolve delivery and/or payment problems

Reconcile your monthly purchase card statement and return it to Business
Services with all invoices/receipts

\ A7
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UG-2 Unauthorized purchases may result in disciplinary action. Cardholders must
Unauthorized not use the P-Card for:
Charges

Cash advances

Office Equipment/Machines such as fax machines, printer & scanners

Books which are not directly related to your job

Refrigerators, coffee pots, space heaters, or other “convenience” related

items. Exception: Facilities Management cardholders and Procurement

staff

» Personal transportation, manual or motor powered: includes bicycles,
scooters, golf carts, etc. Exception: Facilities Management cardholders
and Procurement staff

> Motor vehicle rental, repair of GSA vehicles (unless authorized by OPC), or

purchase of gasoline or oil for GSA vehicles

Y VYV

> Rental or lease of land or buildings

» Janitorial, yard and maintenance services (unless authorized in writing by
the OPC)

» Personal clothing or footwear; Exception: Safety shoes required in
emergency cases as approved by Procurement or EHS&Q

» Personal services (manpower)

» Telephone calls

> Any travel related cost

> Tuition Assistance, registration fee etc.

» Training or education courses; Exception: Human Resources and
Procurement Department cardholders, or Audio/Video or Webinar
Seminar on-site.

> Membership fees; Must be on the Approved Membership List. Verify with

the OPC.

> Freight/shipping charges (inbound or outbound) that are NOT directly
related to the purchase of goods. This includes international and
domestic freight charges. Contact the JLab Property Coordinator at x7348
for authorized payment methods for all other shipping charges.

» On-Site Services; Exception: Facilities Management cardholders and
Procurement staff, and other personnel as authorized in writing by the
OPC.

> Hoist/rigging items; Exception: the Material Handling Safety

Representative, P-Card holder with written approval from SME, and

Procurement staff.

Lasers and related devices

Cylinder gases. Exception: Procurement buyers.

Printing business cards regardless of quantity, and all other printing that

exceeds 5,000 copies per sheet or total of 25,000 copies per job.

> Ladders and/or Scaffolding

Y VYV

8.0 Unauthorized purchases may become the
financial responsibility of the individual, result in the loss of purchase card
privileges, and/or be cause for disciplinary action.
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UG-3 Placing After you have determined that the purchase is authorized, follow these steps to make
the Order arrangements with the supplier.

Step 1 Explain to the Seller that the purchase is for JSA/JEFFERSON LAB, a contractor for the
U.S. Department of Energy. Ask about any Government/GSA discounts.

Step 2 Verify delivery date and exact billing amount including shipping and/or other charges.

Step 3 Coordinate all restricted purchases (safety equipment, chemical, ADP,

telecommunications equipment, etc.) with the required Subject Matter Expert.

Step 4 Place the order using your purchase card. Instruct the Seller to place the invoice &
packing list inside the package and deliver as follows:

JSA/Jefferson Lab Purchase Card Order
Your Name
12000 Jefferson Ave Newport News, VA 23606

IMPORTANT: THE WORDS “PURCHASE CARD” AND YOUR NAME SHOULD BE ON THE
OUTSIDE OF THE PACKAGE AND ON THE INVOICE TO AVOID DELIVERY DELAYS.

Step 5 Inform the Seller that a sales draft or transaction record should not be processed until
the goods are shipped.

Step 6 Record the following information on your MIS purchase card log. (Figure 1)
1. POA for the purchase
2. Date ordered
3. Vendor name, order/reference number, etc.
4. Full detailed description of the item; not just a part number
5. Exact billing amount; include transportation fees if they are known
6. Green Procurement Status
7. Requestor’s name
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MIS PURCHASE LOG

1 jlabts27 - Remote Desktop Connection

i
‘EJefferson Lab | Jefferson Lab |H MIS-WEB-PAGE: jpme_credi X| + ‘
(' & https:ifmis.jlab.orgimisfappsicredt fipme_credinewcall cfm "" Gongle
;
: Jefferson Lab System defaults
@ EXPLORING THE NATURE OF MATTER to current date.
i ey Enter actual
5 order date.
Jefferson Lai Credit Card System
16220
i Account e Receive Date
PROCUR =|[PROCU x| 43012 Mech Sup & Equip, Rew et /| [osrezots || <+
[Vendor Amount § | g N En(;er _date
oraer is
Degcription [Ers (PR IN_LI received.
w o Delivered v
Reguester fonfR__ | Enter cost. Adjust
Comments Green Product IND j (lf necessary) to
Attachments Browse Default POA m reﬂect inVOiCE or
savN NEw | copy | BackTOLOG Bank Statement
amount
Enter a complete
Use drop- description. Example: “ ss
down pipe for vacuum chamber” Use drop-down boxes
boxes to or “xx fittings for bench to select Recycling
select POA stock” or 200 xyz Code (required)
capacitors p/n 55512”
Attach electronic
receipt here
)
i 4 1 3
0 _________________________________________________________________________________________________________________________________|
Figure 1
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uUG-4
Problems

Jefferson Lab Purchase Card User Guide

If the problem is...

All or some of the order
was not received

A wrong, defective, or
damaged item was
received (including
warranty returns)

Invoice missing or
incorrect per quote.

Follow these steps...

Call Seller and verify shipment. Obtain the date shipped,
carrier, and shipping number.

If shipped but not received, instruct Seller to place a
tracer on the shipment and report back to you with
status. Document conversations

Call Seller to verify the part number of the item that was
ordered or to inform them that a defective/damaged
item was received. Arrange to have the item shipped
back. This includes:

- Return authorization number

- Where to ship

- What carrier to use

- Original shipper number

- Date of original delivery

Complete authorization for shipment form (See
Attachment 3)

Replace item in original packaging and affix the return
authorization to the outside of the package.

Make a copy of the return authorization form and
invoice to keep for your records. Send a copy of each
along with the package to Receiving with a written
description of the materials and damage involved and
the supplier name.

Arrange to have the supplier ship the proper material,
or to have the order canceled.

Have the supplier fax or mail a correct copy to you and
verify that the billing will be corrected as applicable.
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UG-5 Receipt of Step 1 - As ordered goods are received, update your MIS log to reflect the date
Goods received and the actual price if it is difference than the amount previously
(Cardholder) entered.

Step 2 - Attach all electronic sales receipts, invoices or packing slips to the p-
card log entry. Scan hard copy documents into electronic versions so they can
be electronically attached to the p-card log entry. Refer to the Step-by-Step Log
Entry tutorial located under the “Training/Testing/Reference” link in the “Help
Section” of the P-Card Program Main Page

Step 3 - If items are billed on your monthly statement but the material has not
been received, contact the Seller for status on your order. You can pay for
items which have not been received if you are confident your vendor will
deliver, if it is a special order, or the order has a long lead-time.

UG- Monthly statements are available in MIS for each cardholder. Cardholders are

6. Reconciliation responsible to reconcile the statement against their MIS tracking log and
electronically forward them to the AO within three (3) business days of being
available in MIS. (See Figures 2 and 3)

UG-6.1 Cardholder | STATEMENTS MUST BE RECONCILED BY CARDHOLDERS AND APPROVING
OFFICIALS AS DIRECTED BY THE E-MAIL SENT BY THE OPC EACH MONTH.

Step 1 - Compare your purchase card log entries to your monthly
MIS Bank statement

Step 2 - Check the box on the log entry “Reconcile” for each item
you agree to pay. This indicates you know that you have been billed,
the material has been received, and the price is correct as quoted
when ordered. Make sure the electronic receipt is attached to the

log entry.

Step 3 - Complete the reconciliation for each item and when
finished, click on the “Done” button to send the reconciled log to
your AO or use the “Save” button if you want to save the entries you
have reconciled and complete the process at a later time. The “save’
button will provide you a total $ amount of reconciled items.

NOTE: Do not click on the “Done” button until all log entries
selected for reconciliation and the Bank statement amounts match,
or the combination of your selected log entries and any dispute or
dispute adjustment equals your Bank statement

If you cannot submit your receipts electronically, forward the following
documents to the OPC immediately after reconciliation:

> A copy of the MIS Bank Statement; click “View Statement”

» A copy of your reconciled log; total should match the Bank statement
total if there are no disputes or adjustments

> An invoice or receipt for each transaction; cardholders must provide
replacement copies for any missing invoices. A Lost Invoice/Receipt
form, Attachment A-2, is required to document lost invoices.

> A completed Dispute Form for any charges which should NOT be paid
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Jefferson Lab Purchase Card User Guide

UG-6.2 OPC

Advise cardholders on all disputes or dispute adjustments. Act as the liaison
between the bank and the cardholder to ensure that all disputes are properly
managed and resolved

Annotate each dispute and dispute adjustment on the Internal NOIA (Notice of
Invoice Adjustment).
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Figure 2
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Figure 3
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UG-7 Disputes

UG-7.1
Cardholder

UG-7.2 OPC

Jefferson Lab Purchase Card User Guide

If an item on your statement will not be paid in full, you need to dispute the
charge. This is done using the Dispute Form, Attachment 4. Disputed
transactions are not entered on your log. A dispute must be initiated within
60 days of the statement containing the disputed transaction.

Note the name of the vendor contact person who is handling your problem,
their phone number and a brief explanation.

If you were incorrectly charged, the Seller should credit the overcharge to your
p-card on the next statement. When you receive that statement, the credit will
NOT be entered on your log since it was not paid at the time of the dispute.

If a questionable purchase or transaction appears on the monthly statement,
attempt to resolve the problem with the vendor. If unable to resolve it,
complete a Dispute Form for the charge (or part of the charge) that will not be
paid. It is the cardholder’s responsibility to resolve disputes with vendors.

NOTE: Virginia Sales Tax or freight charges may NOT be disputed to the bank.
Cardholders are expected to make every effort to obtain a credit from the
vendor for the incorrectly charged amount of the tax or freight.

JPMorgan-Chase does not re-invoice if an item is disputed because it was
not received. As soon as the item is received and appears on your
statement, reconcile that charge as part of your next monthly statement.
Make a note on the log that this is a “previous dispute payment.”

Advise cardholders on all disputes or dispute adjustments. Act as the liaison
between the bank and the cardholder to ensure that disputes are properly
managed and resolved.

Annotate each dispute and dispute adjustment on the Notification of Invoice
Adjustment (NOIA). Verify that the NOIA total matches the total uploaded to
Costpoint. This will be the JPMorgan-Chase payment for that cycle.
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UG-8 Stolen or
Lost Purchase

Cards

Cardholder Immediately notify JPMorgan-Chase via the phone number on the back of
your card. The next working day, notify your supervisor, AO and the OPC of
the loss.

NOTE: A purchase card that is found after being reported lost or stolen will
be given to the OPC for destruction.

UG-9 Change of
Employment

Status of a
Cardholder
Cardholder Surrender the purchase card to the OPC upon termination or reassignment.
OPC Destroy the purchase card and electronically cancel the account in SmartPay

System.
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Attachment A-1

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)

The list is located at: http://www.jlab.org/div dept/admin/business/pcard/UnauthRest.pdf

P-CARD List of Unauthorized and Restricted Items (Rev Feb 2013)



mailto:dena@jlab.org
http://www.jlab.org/div_dept/admin/business/pcard/UnauthRest.pdf

Attachment A-2

.geffé;é'on Lab

Lost P-Card Invoice/Receipt Form

Cardholder’s Name Date:

Invoices/teceipts are required to support each transaction reconciled on vour monthly P-Card statement. If vou are
unable to obtam an invoice or receipt, a vendor packing slip will be accepted. If after making all reasonable efforts
vou are not able to obtain appropriate supporting material, you are required to complete and submut this form with
vour reconciled monthly statement. This statement requires the signature of both vour Approving Official and vour
SUpervisor.

Frequent or repeated failure to submit or to obtain nussing documents will be considered administrative nususe of
the PCard. This may result m the suspension or cancellation of yvour PCard account.

Statement Date:

Vendor’s Name Amount of Transaction Transaction Posting Date

Brief Statement of Your Efforts to Obtain a Replacement Invoice (Name of Contact, Phone # & Date):
1.

2

3.

4

Cardholder Signature Date
Approving Official Date
Supervisor Date
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__geffe-’gon Lab

AUTHORIZATION FOR SHIFMENT OF PROFPERTY
SHIPPING ORDER

VENDOR NAME:
ADDRESS:
CONTACT:
PHONE:

IS THIS PROPERTY SAFE FOR SHIPMENT (Mo residual electrical charge, contamination, radiation etc.)

vEs [_|

ORIGINAL FURCHASE VENDCOR'S REPAIR NOVCALL NOv
CORDER MO: RETURN AUTHORIZATION NO:

JEFFERSON LAE INITIATOR:

PR,

JEFFERSCN LAEB AUTHORIZATION (Sign and print name)
CRIG: {same approval level as on a Purchase Requisition)

REASON FOR SHIFMENT:

IS THIS PROPERTY DEFINED AS “HIGH RISK™ BY THE JEFFERSOM LAB FPROPERTY MANUAL

ves[CO] WOk

ITEMS: DESCRIPTION: TAG NO.
DATE OF SHIFMENT I ! ESTIMATED RETURN DATE ! I
PROPERTY MAMAGEMENT SIGN OFF: ouUT, IM

JEFFERSON LAB PROPERTY OFFICER (intermational shipments only)

JEFFERSOM LAB EXPORT CONTROL OFFICER (imternational shipments only)

SHIFPER: BILL OF LADING MO
MODE:

GROUND [Regular) AR (Priority)* 20 DAY
EST COST & ] 5

*REGQUIRES USERVENDOR COORDINATIONIAPPROVAL

For Shipping and Receiving Use Only:
RECEIFT DELETED FRCOM DELTEK WVOUCHER ALREADY EXISTS

SURA Form Mo, 29 Revised 1001272005




Attachment A-4

Bank Charge Dispute Form

Use: This form is used to identify a current transaction (debit or credit) on a
cardholder’s monthly statement that will not be paid. Disputes are normally
initiated for goods that have been returned, for incorrect amounts, for charges
that the cardholder does not recognize, and in some cases for items that have not

been received,

Disputes must be coordinated with the vendor and/or bank until they are resolved.

A dispute must be initiated within 60 days of the statement date containing the

disputed transaction. The cardholder will identify each dispute by completing and
submitting this form with their reconciled monthly statement package. Disputed
charges are not included or reconciled on the cardholder’s log. Bank transactions
(Retail Credit or Debit Adjustments) that result from a previous dispute do not

require completion of a Dispute Form and are not added to the cardholder’s log.




JPMorganChase L)

Notice of Dispute

Complete this form and include it with your monthly reconciliation

Cardholder Name: Date:

Account Number:

Transaction Date: Transaction Amount:

Merchant/Vendor Name:

Dispute Reason:

|:| This charge is not recognized.
|:| Billed for incorrect amount. Correct amount should be
|:| Billed more than once for the same transaction.
|:| Transaction was cancelled.
Details:

|:| This charge was paid for by other means.
Details:

|:| | did not authorize this charge.
Merchandise which was supposed to be shipped has not been received.
|:| Merchandise was damaged
|:| Credit has not been issued for returned merchandise. Merchandise
returned on
|:| Other - Please describe below.




Attachment A-5

D-CARD POLICY EXCEPTION FOR THE PURCHASE OF HAND /POWER TOOL
A) NAME OF PCARD HOLDER:

B) DATE TOOL PURCHASED:

C) DESCRIPTION OF REQUIRED SMALL TOOL/POWER TOOL:

D) BASIS FOR EXCEPTION TO JLAB POLICY:
[Note: the PCard Holder must check with the JLAB Tool Crib PRIOR TO the PCard Purchase to
determine if the hand tool/power tool is available through JLab stock]

1) I:I The tool is needed to mitigate or avoid an immediate safety risk to JLab personnel

or property, or

2) EI The tool is needed immediately to avoid a stoppage and/or schedule delay that

would negatively impact JLab property, work plan or schedule

E) BRIEFLY DESCRIBE CIRCUMSTANCES TO SUPPORT THE EXCEPTION REQUESTED UNDER D) ABOVE
AND IMPACT TO JLAB IF THE TOOL IS NOT PURCHASED WITH A PCARD

F) CONFIRMATION THE TOOL HAS BEEN PROCESS THROUGH THE JLAB SHIPPING & RECEIVING
DEPARTMENT

The tool has been processed through the JLab Shipping & Receiving Department or JLab Property Office
for Property Tagging and Accountability: YES I:] NO I:I

PCARD HOLDER
SIGNATURE DATE

APPROVING OFFICIAL
SIGNATURE DATE

IMPORTANT: TO VALIDATE PURCHASE OF SMALL HAND TOOL/POWER TOOL USING A JLAB PCARD-THIS FORM MUST BE
COMPLETED AND SUBMITTED WITH THE PCARD’S HOLDER’S MIONTHLY BANK RECONCILIATION STATEMENT TO THE JLAB
PCARD PROGRAM MIANAGER

PD Form 63 PCard Small Tool Exception (Rev 2/12)




Attachment B

J)eferon Lab

Delegation of Authority to:

You are delegated authority to use the JSA/Jefferson Lab GSA SmartPay2 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 was available to you 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,
http://www.jlab.org/fm/property/, for the identification of purchased goods.

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

Lynn McKnight Date
Procurement Manager




