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Digest:  

4G13.001-70 - Revises Exhibit 13-1, Restrictive and Distinctive Items List by updating the reference to procedures for processing advisory and assistance contracts in paragraph on Advisory and Assistance Services, to make it consistent with Forest Service Acquisition Regulation (FSAR) Part 4G37.

4G13.301-72 - Revises the direction set forth in paragraphs (c), (d), and (e) to ensure direction on warrant levels for Regional, Local, and Alternate Agency Program Coordinators is consistent with Departmental Regulation 5001-1, Acquisition Workforce, Training, Delegation and Tracking Systems, and FSAR Part 4G01. 

Organization and Standard Posting Instructions for

Federal Acquisition Regulation,

Agriculture Acquisition Regulation, and

Forest Service Acquisition Regulation
1.  Federal Acquisition Regulation (FAR) Organization.  (For further direction on the organization and posting of FAR parent text (white pages), see Part 1 of the FAR.)

The FAR is issued as Chapter 1 of Title 48, Code of Federal Regulations (CFR).  Subsequent chapters are reserved for agency acquisition regulations that implement or supplement the FAR; at 48 CFR chapter 4 the Department of Agriculture issues policies and procedures that supplement the FAR.  A loose-leaf version of the FAR is printed for ease of agency supplementation.

The FAR is divided into subchapters, parts, subparts (if applicable), sections, and paragraphs.  The digits to the left of the decimal point represent specific parts of Title 48 of the CFR.  The numbers to the right of the decimal point and to the left of the dash represent, in order, the subpart (one or two digits) and the section (two digits).  The number to the right of the dash represents the subsection.  Subdivisions may be used at the section and subsection level to identify individual paragraphs.  

For example, 25.108-2 refers to:

	FAR:

	Part
	Subpart
	Section
	Subsection

	

	25
	1
	108
	2


Pages within each part are numbered consecutively at the bottom outside edge of the page.  Each page number is preceded by the part number; for example, the third page of Part 1 is numbered 1-3.  Revised pages issued by a Federal Acquisition Circular (FAC) carry the FAC number on the bottom of the page, preceding the page number.  Individual pages also are identified by headers displaying the beginning section at the top left edge for left-hand pages, and the ending section at the top right edge for right-hand pages.

2.  Agriculture Acquisition Regulation (AGAR) Organization.  (For further direction on the organization and posting of AGAR parent text (white pages), see Part 401 of the AGAR.)

The AGAR is issued as Chapter 4 of Title 48, Code of Federal Regulations (CFR), to implement and supplement the FAR in Chapter 1.  Parts 400 through 499 have been assigned to USDA for the AGAR.  The AGAR and its subsequent changes are published in (1) daily issues of the Federal Register, (2) cumulative form in the CFR, and (3) loose-leaf form for distribution within USDA.

The most recent edition of the entire loose-leaf AGAR was printed on white paper and distributed in 1996, with an effective date of November 14, 1996.  The AGAR is intended for posting in a separate binder.

The AGAR parallels the FAR's organization, except that subdivisions below the section and subsection levels may not always correlate directly to FAR paragraphs and subparagraphs.

For example, 401.602-3 refers to:

	AGAR:
	Part
	Subpart
	Section
	Subsection

	

	401
	6
	602
	3


This AGAR subsection 401.602-3 supplements the FAR subsection 1.602-3.

Pages within each part are numbered consecutively at the bottom outside edge of the page.  Each page number is preceded by the part number; for example, the third page of AGAR Part 401 is numbered 401-3.

3.  Forest Service Acquisition Regulation (FSAR) Organization.  (For further direction on the organization and posting of FSAR supplements (buff pages), see Part 4G01 of the FSAR.)

The FSAR provides Forest Service guidance and procedures to supplement the FAR and AGAR.  The FSAR is printed on buff paper in a loose-leaf version for ease of agency supplementation and for interleaving with FAR parent text pages.

The FSAR parallels the FAR and AGAR organization, except that FSAR subdivision numbering follows the AGAR where it departs from the FAR.

To distinguish the FSAR, a "G" is added after the "4" in the AGAR part number.  For example, 4G01.603-1 refers to:

	FSAR:

	Part
	Subpart
	Section
	Subsection

	

	4G01
	6
	603
	1


FSAR subsection 4G01.603-1 supplements FAR subsection 1.603-1 and AGAR subsection 401.603-1.

4.  Posting Instructions.

Transmittals.  Transmittals accompany FAR parent text issued by Federal Acquisition Circulars (FACs), Department AGAR supplements, and Forest Service FSAR supplements.  File transmittals for the FAR and FSAR at the front of the FSH 6309.32 in numerical sequence with the highest amendment or supplement number first; file AGAR transmittals issued since the 1996 edition at the front of the separate AGAR binder.

Group the transmittals at the front of FSH 6309.32 in the following order by issuing agency and unit level (except for AGAR transmittals, which are posted at the front of the separate AGAR binder):


- Federal Acquisition Circular (FAC) (white transmittals);


- Forest Service Acquisition Regulation (FSAR) Supplements (buff
 transmittals);


- Region, Station, Area, or Institute Supplements (blue transmittals); and 


- Forest Supplements (green transmittals).

SUPPLEMENTS AND INTERIM DIRECTIVES.  Post supplements to the FAR parent text (white pages) at the end of each part (for example, at the end of part 4.1, 4.2, and so on) by color in the following order:


- Forest Service Acquisition Regulation (FSAR) supplements (buff pages);


- Washington Office ID's (pink pages);


- Region, Station, Area, or Institute Supplements (blue pages);


- Region, Station, Area, or Institute ID's (pink pages);


- Forest Supplements (green pages); and


- Forest ID's (pink pages).

The AGAR text is posted in the separate binder.
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4G13.001-70  Distinctive and/or Restrictive Items.

Certain supplies and services identified as distinctive and/or restrictive items may be purchased only under special conditions and authorities (ex.13-1).

Exhibit 13-1

Restrictive and Distinctive Items List

RESTRICTED ITEMS.  Obtain approval for items described in this exhibit, or request their procurement by the Region, Station, or Washington Office.  Items listed in this section preceded by a numeral:

1 require Washington Office approval, those with a

2 require Region or Station approval, and those with a

3 are not authorized for purchase.

These are the primary levels of approval or procurement action; exceptions are noted in the references in parentheses by each item.

1 Advisory and Assistance Services.  See FAR 37.2 and corresponding AGAR and FSAR supplements for definitions, policies, and procedures on acquisition of advisory and assistance services.

1Aerial Photography.  (FSM 1540.71 and FSM 7140.41).

1Aircraft Purchase.  (FSM 5704).

1Arms and Ammunition over $50.  (7 U.S.C. 2238; 10 U.S.C. 4655).  Obtain written approval of the Washington Office Property Management Officer, Acquisition Management Staff, in advance for each purchase of arms and ammunition exceeding $50, except for those items which meet Forest Service standards and which are not available from the Secretary of the Army as set forth in FSH 6409.31, FPMR 104G-26.606.  For law enforcement personnel, see FSM 6411.2.

1Audiovisual Equipment over $3,000.  Equipment costing over $3,000 must be approved by the USDA Audiovisual Manager.  Requests for approval shall be made through the Washington Office, Office of Communications, Audiovisual Services (FSM 1640).

3Audiovisual Productions over $25,000.  Productions must be produced through the USDA Video Teleconferencing and Radio Division, Office of Communications. Requests shall be made through the Washington Office, Office of Communications, Audiovisual Service (FSM 1640).
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3Calling or Greeting Cards.  Do not procure greeting cards (including Christmas cards) with Government funds.  (See Distinctive Items for direction on purchasing business cards.)

1Construction of Structures and Facilities on Land not Owned by the United States. The Forest Service may construct permanent facilities on land not owned by the Government, provided that the right to use the land for the estimated life of the structure, including the right to remove any structure constructed after the termination of the right to use the land, is obtained in advance 
(7 U.S.C. 2250a and 16 U.S.C. 571c).

1Consulting Services.  See Advisory and Assistance Services.

1Employees, Contracts With.  See FAR 3.6 and corresponding AGAR and FSAR supplements.

2 Exhibits and Displays.  Ensure that exhibits for field units that cost from $2,500 to $25,000 are reviewed and approved by the Region, Station, Area, or Institute Audiovisual Coordinator.  Washington Office exhibits that cost from $2,000 to $25,000 are reviewed and approved by the Exhibit Coordinator, Office of Communications; exhibits for use in visitor centers, information centers, and other visitor complexes also require review and approval by the Director, Recreation, Heritage, and Wilderness Resources Staff (FSM 1643).

1Experimental, Developmental, and Testing Requirements.  For purchases of:

1.  Material to be tested, or upon which experiments are to be made.

2.  Special devices, test models, or parts thereof, in determining suitability for or adaptability to accomplishing the work for which designed, or in the design or development of new equipment, up to $50,000 in any one fiscal year, and up to $10,000 for any one item (16 U.S.C. 580c).

3Extravagant Purchases.  Do not purchase equipment, supplies, or materials that do not economically meet the needs of the Government nor deluxe items when the requirements are satisfactorily met by less costly standard articles.  The perspective of the user of the product must be taken into account (FAR 1.102-2).

3Fees, including:

3Automobile Inspections.  Do not pay State inspection fees since they do not apply to the Federal Government.  You may pay for other inspection services (20 Comp. Gen. 748 and 31 Comp. Gen. 81).

3Building Permits.  Do not pay for local construction permits (30 Comp. Gen. 28).
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3Inspection of Animals.  State and local inspection fees do not apply to the Federal Government (20 Comp. Gen. 748).

3Inspection of Nursery Stock.  Do not pay State fees for inspection of nursery stock merely to comply with State laws.  When deemed advisable to inspect nursery planting stock for disease, fungus, and so forth, as a protection and benefit to the Government, then pay expenses for such inspections by a State, or other inspector only if a Government inspector is not available.  Support the payment of such fees when no Government inspector is available by including the following statement on the order 
(20 Comp. Gen. 748 and 31 Comp. Gen. 81):

"Inspection necessary for protection of Government.  No Government inspector available."

3Motor Vehicle, Motorboat, or Other Registrations.  State and local licenses and registration fees do not apply to the Federal Government (31 Comp. Gen. 81).

3Film Processing Mailers, Prepaid.  Do not purchase film processing mailers if the price includes the cost of processing the film since it amounts to paying for photographic processing services prior to receipt (31 U.S.C. 529).

1Information Technology.  See FSM 6615 for technical approval requirements applicable to purchase of computer hardware, software, maintenance, and related services.  

1Managing and Operating Contracts.  (FSH 6309.32 - FAR 17.6).

1Motion Pictures.  (FSM 1641).

1Motor Vehicles.  (FSH 6309.32 - FAR 8.1101, FSH 6409.31 - FPMR 101-26.501 and FSPMR 104G-26.501).

1Printing Equipment.  Obtain written approval of the Joint Committee on Printing for printing, binding, and related or auxiliary equipment (other than for the like items in an authorized printing plant).  Prepare requests for approval for the signature of the Director, Office of Governmental and Public Affairs, USDA (FSH 6409.31 - AGPMR 104-45.5310).
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1Public Utility Services.  (FAR Part 41).

1Radios and Electronic Equipment.

Frequency approvals.  Obtain authorization from the Washington Office, Information Resources Management Staff, to procure any device that transmits electromagnetic waves through free space (radios, radar, microwaves, lasers) in accordance with FSH 6609.14, chapter 20.

WO Radio Contract.  The Washington Office annually issues contracts for Frequency Modulated Land- Mobile Radios (FM LMR).  Purchase all FM LMR's from the national contracts.  Obtain approval for any exceptions from the Washington Office, Information Resources Management Staff (FSM 6640).

Radios and associated equipment other than FM LMR's (such as CB radios).  These items may be purchased locally, provided that such equipment has radio frequency authorization and meet National Telecommunications and Information Agency standards.

1Telecommunications Services.  (See Information Technology).

3Telephone Calling Cards.  Do not purchase commercial telephone credit cards or other commercial pre-paid debit cards or telephone service for long distance service for Forest Service employees (FSM 6642.14).

DISTINCTIVE ITEMS.  The following list of distinctive items includes reference to applicable regulations.

ADP hardware and software.  See Information Technology.

Advertising.  (FAR 5.5, AGAR 405.5, and FSAR 4G05.5).  Regional Foresters, Station Directors, Forest Supervisors, Project Leaders, District Rangers or any other line officers, and Regional Directors may approve paid advertising in newspapers.  

Use any appropriate method (purchase card, convenience check, purchase order, and so forth) to procure advertising.  Regardless of the method, make sure the vendor complies with the invoicing requirements described on Form SF-1143, Advertising Order.  The first page of form SF-1143 may be attached to the order to communicate this invoicing information; however, delete the billing instructions on form SF-1143.

Aerial Photographs.  (FSM 1540.71 and FSM 7140.4).

Aircraft (Aerial) Facilities and Services.  (16 U.S.C. 579a).
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Aircraft Maintenance and Operation.  (FSM 5710 and FSAR 4G08, Exhibit 8-1, Sources of Supply).

Architect & Engineering Services.  See FAR part 36.6 and corresponding AGAR and FSAR supplements.

Arms and Ammunition.  (FSH 6409.31 - FPMR 104G-26.6; FSM 6411.2)

Articles, Scientific or Technical Publications.  (16 U.S.C. 556).  Except for scientific or technical articles in scientific publications, Forest Service funds cannot be used for preparing or publishing newspaper or magazine articles.

Audiovisual Productions.  (FSM 1640).

Awards, Nonmonetary.  Funds available to the Forest Service may be used to purchase nonmonetary awards of nominal value for employees who meet the requirements of the Government Employees Incentive Awards Act (5 U.S.C. 4501-4506).  Nonmonetary awards must be items of an honorary nature that can be worn, displayed or used in the work environment.  Such items could be a cup, desk pen set, briefcase, clock, jacket, t-shirt, thermos, flashlight, compass, daypack or small lunch cooler.  Awards should display a Forest Service shield or other appropriate inscription related to the granting of the award (FSM 6511, 
FSH 6109.13).

Business Cards.  The Forest Service recognizes that business cards are a legitimate use of appropriated funds.  Employees who regularly deal with the public or organizations (including Forest Service and other government organizations) outside their immediate staff may purchase business cards subject to approval by the local fund manager (Comp. Gen. B-280759, 
Nov. 5, 1998).  

Business cards must be purchased through The Lighthouse For the Blind, Inc., under the General Services Administration Federal Supply Schedule Program.  Business cards acquired at Government expense or designed and produced on a Government personal computer (PC) must clearly identify the employee as being employed by the USDA Forest Service, must follow the standards in the USDA Stationary Systems Specifications and Uses and must include the Forest Service shield. (For design specifications, go to the World Wide Web at the following URL address:  www.usda.gov/agency/oc/design/index.html.)  Use of PC-generated cards must be determined by the local fund manager to be the most cost effective option for card acquisition given the specific circumstances.
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Calendars.  Purchase only standard Government desk and wall calendars; standardized desk calendars are covered by Federal Standard 80d.  Schedule and appointment sheets are not calendars.  Order calendars for the Washington Office from Central Supply; field units order from GSA.

Carpeting.  (FSH 6409.31 - FPMR 101-25.302-5).

Car Rental Service.  If employees in travel status cannot obtain vehicles from GSA and Forest Service motor pools, or from GSA term contractors they may rent cars from commercial companies and be reimbursed on their travel vouchers.  Employees should request any applicable Government employee discounts.

Certificates, Medals, or Other Emblems in Honorary Recognition of Service.  

(FSH 6109.31 - DPM 451-3-5c).

Clothing, Special.  (5 U.S.C. 7903, FSM 6700).

Coal, in Carload Quantities.  (FSH 6409.31 - FPMR 101-26.602).

Collection Activities.  Contract for collection activities (both personal and non-personal services) in accordance with FSM 6535.4.  Provide for the following in all contracts for collection activities (Comp. Gen. Dec. B-207731, April 22, 1983):

a.  Limit the scope of the procurement to collection activities.

b.  Require contractors to bond all employees.

c.  State that the contract is subject to internal controls, safekeeping procedures, and audits required by the Forest Service (FSH 1409.11, sec. 31).

Community Support Activities.  (FSM 6511).

Court Reporter.  See USDA requirements contract established for nationwide use.

Credit Rating.  Purchase individual credit rating reports from Dun and Bradstreet through the Science and Education Administration, Technical Information Systems, Attention:  Chief, Reference Division, Beltsville, MD 20705.  Dun and Bradstreet bills for the reports at their normal price plus a handling charge.

Exhibit 13-1—Continued

Electronic Data Processing Tape.  (FSH 6409.31 - FPMR 101-26.508).

Employee, Contract with Former or Retired.  Consult with the Human Resources Staff concerning applicability of statutory post-employment restrictions to former employees seeking contract work (4G03.6).

Employee, Contracts with Relatives of.  (4G03.6).

Employees, Engaged in Hazardous Work--Medical Care of.  Purchase of medical supplies and services for employees engaged in any hazardous work, expenses of notifying employees of the death or serious illness of close relatives, and where no public transportation is available for transporting the employees to a point where public transportation is available (FSH 6109.12; FSH 6709.12).

Employees, Graves--Care of.  Appropriations are available for properly caring for the graves of employees who died while fighting fires (16 U.S.C. 554c, FSM 6511).

Evidence.  (See Information and Evidence.)

Exchange/Sale Authority.  (FSH 6409.31 - FPMR 101.46).

Expert Services.  Limited competition may be appropriate in accordance with FAR 6.302-2 when contracting for expert services.  Also see Comptroller General's decision B-279794, dated 
July 23, 1998, SEMCOR, Inc., for further guidance on the "expert" exception to full and open competition.

Explosives.  The importation, manufacture, distribution, and storage, of explosive materials is governed by Federal regulations issued by the Secretary of the Treasury pursuant to 18 U.S.C. 842 et seq.  Purchase explosives in accordance with the State and local laws if they are more restrictive than 18 U.S.C. 842. 

Forage.  Procuring officials may purchase forage for employee-owned horses that are required for official work (Pub.L. 89-270).

Forms, Standard, Agriculture, Forest Service, and Miscellaneous.  (FSH 1309.14).

4-H Club Assemblages.  Purchase items or services necessary for assemblages of 4-H clubs that further the cooperative extension work of the Department (31 U.S.C. 552).

Furniture and Fixtures.  (FSH 6409.31 - FPMR 101-19.105, 104G-25.3, 101-26.505).

Furniture and Fixtures for Executive Offices.  (FSH 6409.31 - FPMR 101-25.3 and 104G-25.3).
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Gasoline, Fuel Oil, Kerosene and Other Solvents, Quantities in Excess of 55 Gallons.  

(FSH 6409.31 - FPMR 101-26.6).

Gasoline and Other Items from Service Stations.  (FSH 6409.31 - FPMR 101-26.406).

GSA Controlled Space, Services and Facilities.  (FSH 6409.31 - FPMR 101.20).

Hazardous Materials.  Purchase of any hazardous items including arms and ammunition may be made by procurement series personnel only, that is, GS-1105 or GS-1102.  (See USDA Departmental Manual 5013-6, Use of Purchase Cards for prohibition on acquiring hazardous items with a purchase card).

Horses and Mules.  (See Saddle and pack Stock.)

Information and Evidence.  (FSAR 4G13.301-71(d))

Information Technology.  See FAR Part 39 and corresponding AGAR and FSAR supplements and FSM 6615.

Interior Planning and Design Services.  (FSH 6409.31 - FPMR 101-26.506).

Keys, Forest Service.  (4G08, Exhibit 1, Sources of Supply.)

Leased Space, Acquisition, Repair or Alterations to.  (FSH 6409.12).

License Plates for Motor Vehicles.  (FSH 6409.31 - FPMR 101-38.3).

Meeting or Conference Room Rental.  (FSAR 4G13.301-71(h)).  See the Federal Travel Regulation for guidance on conference planning (41 CFR Part 301-74).

Membership Fees and Dues.

a.  Use appropriated funds to purchase agency memberships in a society or association, including professional societies and service organizations such as chambers of commerce and Kiwanis (Comp. Gen. Decision B-205356, 
July 23, 1982), when each of the following conditions is met:

(1)  The membership is purchased in the name of the Forest Service rather than that of an employee;

(2)  The primary benefit of the membership accrues to the Forest Service, rather than to an employee; and
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(3)  Membership in a particular organization is necessary to carrying out statutory functions of the Forest Service.

b.  Individual employee memberships are prohibited by 5 U.S.C. 5946 except when:

(1)  As allowed under 5 U.S.C. 4109 authorizing the expenses of training, the fee is a necessary cost directly related to training or is a condition for the training.

(2)  As allowed under 5 U.S.C. 4110 authorizing the expenses of attendance at meetings, individual membership is required as a condition of attendance at meeting which relates to the functions or activities of the Forest Service.  (The Forest Service should not purchase individual memberships in organizations such as the Society of American Foresters, the Association of Government Accountants, or the National Contract Management Association because membership is not required to attend their general meetings.)

c.  The line officer must consider any possible conflicts of interest in making decisions to purchase memberships.

d.  The purchase of memberships in organizations that discriminate against members or applicants because of race, color, creed, national origin, sex, or age is prohibited.

e.  When fees and dues are paid principally for obtaining publications and where such publications cannot be obtained otherwise, such purchases are subscriptions.

Mementos, Souvenirs, Trinkets.  Purchases of mementos, souvenirs or trinkets, such as group photos, lapel pins, coffee mugs, and so forth, are generally prohibited unless specifically authorized by statute (FSM 6511).

Motor Vehicle Tags, Shields, and Other Identification.  (FSH 6409.31 - FPMR 101-38.3 and 101-38.4).

Oil, Lubricating, Quantities in Excess of 5 Gallons.  (FSH 6409.31 - FPMR 101-26.6).

Personal Protective Equipment.  (FSM 6716).

Personal Services Contracts.  (FAR 37.104 and corresponding AGAR and FSAR supplements)

Post Office Box Rent.  Rental charges for post office boxes for official use is permitted.  Pay in advance, annually or quarterly, as prescribed by the Postal Service (25 Comp. Gen. 834).

Printing and Copying.  Copying services for jobs fitting the following description may be purchased commercially without a waiver from GPO:
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a.  Materials that are of an administrative nature, are for non-repetitive (one-time only) use, and will only be used internally within that USDA location making the procurement.

b.  All other duplicating, copying, or printing requires a waiver from GPO for commercial procurement. 

Printing and Related Supplies.  (FAR 8.8 and AGAR 408.8).

Radiation Emanating Equipment (REE) and Radioactive Emanating Material (RAM).  Obtain prior approval of the Radiological Safety Committee, Agricultural Research Service, for the acquisition, use, or disposition of these materials.  Submit requests directly to:

USDA Radiological Safety Group 
Safety & Health Management Division
Office of Personnel 
4700 River Road, Unit 91 
Riverdale, MD 20737 
(301) 734-4945

Send a copy of the request to the Regional Radiation Officer.

Radio Parts and Accessories.  (FSM 6640).

Rations Stock.  (FSM 6421.1).

Recreation Equipment.  The Forest Service may spend up to $100,000 annually to provide recreation facilities, equipment, and other services for employees and members of their immediate families who are assigned to isolated areas (16 U.S.C. 554d, FSM 6511).

Refreshments and Supplies.  Purchase of coffee makers, cups, coffee, alcoholic beverages, soft drinks and similar type refreshments, and refrigerators for their storage, are in the nature of entertainment.  Unless specifically provided by law, entertainment expenses are not necessary expenses of an appropriation and may not be paid.

a.  An exception has been provided to this but only as it relates to providing refreshments at employee award ceremonies as a necessary expense under the Government Employees Incentives Award Act, or as "samples" furnished in connection with cultural awareness activities (FSM 6511).
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b.  See the Federal Travel Regulation (41 CFR Part 301-74, Conference Planning) 
for direction on providing light refreshments at an official conference.  Agencies sponsoring a conference may provide light refreshments to agency employees attending an official conference if the majority of the conference attendees are in travel status.  Light refreshments for morning, afternoon, or evening breaks are defined to include, but not be limited to, coffee, tea, milk, juice, soft drinks, donuts, bagels, fruit, pretzels, cookies, chips, or muffins (41 CFR 301-74.11).  If light refreshments are furnished, no deduction of the M&IE allowance is required (41 CFR Part 301-74.21(b).  Providing a continental breakfast prior to the start of a meeting would not meet the intent of this regulation.  The term conference means a meeting, retreat, seminar, symposium, or event that involves attendee travel.  The term "conference" also applies to training activities that are considered to be conferences under 5 CFR 410.4040 (Appendix E to Chapter 301).  For further clarification of this regulation, see frequently asked questions regarding conference planning at the GSA policy works Internet website at:  http://policyworks.gov/org/main/mt/homepage/mtt/faqmtt.htm

Rental of Equipment.  (FAR Subpart 7.4).

Saddles and other Tack.

a.  Regional Foresters shall establish criteria for saddles and other tack to provide a reasonable degree of comfort and safety for employees (especially for those who spend long hours on horseback).  In procurement of saddles and other tack, consider these criteria in addition to meeting cost and other requirements related to procurement transactions.

b.  Saddles and other tack are not personal equipment and are not assigned officially to any particular individual (FSM 6412)

Saddle and Pack Stock.  (FSM 6410; FSAR 4G03.6).  For purchase, rental, and other requirements related to the procurement of saddle and pack stock, see FSM 6411.3.  See the following additional requirements related to the role of horse experts and purchasing officials:

a.  Canvass prospective vendors regarding the availability of stock and visit first those vendors who respond with the lowest prices.

b.  For purchases under $2,500, it is optional for a purchasing official to accompany the horse experts(s); for purchases over $2,500, the purchasing official must accompany the horse experts(s).
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c.  The purchasing official ensures that:  the procurement is properly executed; the procurement decision takes into account price and other procurement requirements; transportation and health inspection arrangements are made properly; and the bills of sale are prepared along with purchase documents.

Seasonal Decorations.  (FSM 6511).

Security Cabinets.  (FSH 6409.31 - FPMR 101-26.507).

Sidewalks, Curbs, and Street Paving.  (16 U.S.C. 555b, FSM 6511).

Signs and Posters.  Signs and posters approved for Service-wide use are described in 
EM 7100-15, Standards for Forest Service Signs and Posters.  The General Services Administration stocks metal signs.  For other than small metal signs, procure from the most cost-effective and efficient source, including shipping costs.  This includes Federal Prison Industries and commercial sign manufacturers.

Smokey Bear Campaign Material.  (FSM 1620 and FSM 3110, FSH 5109.18).

Solvents, in Tank-Wagon Quantities.  (FSH 6409.31 - FPMR 101-26.602).

State Licenses and Certification Fees.  (FSM 6511).

Stenographic Reporting.  (7 U.S.C. 2232).

Subscriptions, Multi-year.  (FSH 6409.31 - FPMR 101-25.108).

Tax on Purchases.  Federal excise taxes and State and other local taxes are imposed on sale of goods.

a.  Federal Excise Taxes.  Pay Federal excise taxes, for items subject to excise taxes; require price quotes that include the tax.

b.  State and Local Taxes.  The Federal Government is exempt from paying state and local taxes on the sale of goods.  Provide Form SF-1094, U.S. Tax Exemption Certificate, to vendors upon request.  However, state and local taxes up to $10.00 may be paid to expedite payment.

c.  Tax on Purchase Card Transactions.  (DR 5013-6).

Exhibit 13-1--Continued

Telephones in Private Residence.  (16 U.S.C. 580F, FSH 6609.14, sec. 25, ex. 1).

Tree Marking Paint.  Purchase tree marking paint from the General Services Administration (GSA) Stock Program.  Tree marking paint is not available through GSA Advantage.  Purchase the quantity of paint only necessary for the year because of frequent changes to the specifications and short shelf life.  Preferably order paint in the first quarter for the year.

Training Services.  Training for Government employees is authorized as an expenditure by 
5 U.S.C 4109 (5 CFR 410).

a.  Established, off-the-shelf training for individual employees are processed through the Human Resource Management Staff on Form SF-182.  Purchase cards are authorized for use in payment (FSH 6109.13, sec. 21.5).

b.  Training available commercially and tailored or developed to meet specific needs which have been identified by the Forest Service for a group of attendees should be requested through the Acquisition Management Staff to ensure any commitment is properly authorized and a contract is properly negotiated (FSH 6109.13, sec. 21.31).

Tree Seed, Cones, Nursery Stock, and Forage Plant Seed.  (16 U.S.C. 504).

Typewriters.  (FSH 6409.31 - FPMR 101-25.104 and FPMR 101-25.302-3).

Woodsy Owl Campaign Material.  (FSM 1620).

4G13.001-71  Procurement Requests.
(a) A procurement request (requisition) shall be prepared for all procurements requested to describe the supplies or services properly, to show proper accounting data, and as a method to determine if the requisitioner has authority to spend the funds shown on the procurement request.

(b) A procurement request is not required for acquisitions below the micro-purchase threshold when executed using micro-purchase tools; for example, purchase card, convenience checks, or BPA orders.  When making a micro-purchase for another person, the properly documented invoice, sales slip, purchase register, or other receiving documentation signed by the person receiving the goods and services and authorized to spend the funds should suffice in lieu of a procurement request.

(c) "Procurement request" is not defined in all cases as Form AD-700, Procurement Request. Other forms or procedures that meet the control and accountability intent of the FAR requirements are acceptable.

(1) Form AD-700 should generally be used for off-the-shelf commercial supplies and simple services.

(2) Form FS-6300-4, Request for Contract Action, should be used for projects, generally services and construction, which entail more than minimal contract administration.

 

4G13.003  Policy.
 (h)(1) Contracting officers have the discretion for using provisions in other FAR Parts combined with Part 13 procedures in conducting simplified acquisitions.  For example, use of the provision at FAR 14.407-3(g)(5) for rejecting quotes that are obviously erroneous (Comptroller General's Decision B-279859, dated July 27, 1998, Cromartie and Breakfield).

Subpart 4G13.1--Procedures

4G13.101  General.

Certificates of Competency (COC's) do not need to be requested when comparative evaluations of  "responsibility" criteria are made for awarding to a quoter other than the low priced quoter.  If the request for quotation (RFQ) does not identify any technical evaluation criteria and award is made based on price or price related factors only, determinations that the quoter is not responsible because the price is unrealistically low must be referred, if the quoter is a small business, to the SBA in accordance with FAR Part 19.6, Certificates of Competency and Determinations of Responsibility (Comptroller General's Decision B-271788, dated 
July 30, 1996, Cromartie Construction Company).

4G13.106  Soliciting competition, evaluation of quotations or offers, award and documentation.

4G13.106-2  Evaluation of quotations or offers.
(c) Reasonable preference may be given to potential contractors that are 8(a) or other small disadvantaged businesses.  This procedure may be followed until units have met their small business goals (Comp. Gen. B-223059, B-223243).

(d) If factors other than price are considered in the evaluation of quotations, identify in the request for quotations (RFQ) (or verbally if oral quotes are solicited) those factors that are used (Comp. Gen. B-276802.3, dated August 13, 1997, Forestry, Surveys & Data and FAR 13.106-1(a)(2)).

(e) When using simplified acquisition procedures, past performance may be evaluated without providing an opportunity for quoters to respond to negative past performance information, unless discussions are otherwise held (Comp. Gen. B-278906-3, dated 
April 1, 1998, M3 Corporation).

(f) When the RFQ does not contain a late quotation provision but merely requests quotations by a certain date, late quotes and revisions to a quotation may be considered any time prior to award (Comp. Gen. B-274624, dated December 19, 1996, John Blood).

 

Subpart 4G13.3 - Simplified Acquisition Methods

4G13.300  Definitions.

 “Purchase card” means a VISA credit card issued by the Bank of America for purchases of goods and services for official Government use only, within the cardholder’s established single and monthly limits.  The card account number begins with either 448681 or 448686.  Purchases made with the purchase card are billed to the Government through the Purchase Card Management System (PCMS).

 “Travel card” means a VISA credit card issued by the Bank of America for use by employees on official Government travel.  The card account number begins with 448612.  Expenses charged to the travel card are billed directly to the employee.

"Fleet card" means a credit card issued by Voyager through Bank of America for fuel, maintenance, and related services for motorized equipment other than aircraft.  The card account numbers begins with 86990.  Purchases made with the purchase card are billed to the Government through the Purchase Card Management System (PCMS).

 “Aviation card” means a Multi-Services credit card issued by Voyager through Bank of America for fuel and maintenance for aircraft.  The card account number begins with 0000. Purchases made with the purchase card are billed to the Government through the Purchase Card Management System (PCMS).


“Nonwarranted cardholder” means a cardholder with a single purchase limit not to exceed the micro-purchase threshold of $2,500 per transaction; $2,000 for construction.  Issuance of the purchase card conveys the authority to the cardholder.

 “Warranted cardholder” means a cardholder with a Contracting Officer Certificate of Appointment signed by the Washington Office, Director of Acquisition Management or Chief of the Contracting Office (COCO).  

“Purchase order” as used in this regulation means a generic order used to acquire goods and services that includes the appropriate terms and conditions.

 “Agency Program Coordinator” means the employee responsible for operation of the purchase card program at the national level.

 “Regional Agency Program Coordinator” means the employee responsible for operation of the purchase card program at the regional level. 

“Local Agency Program Coordinator” means the employee responsible for operation of the purchase card program at the station, area, unit, Forest Products Laboratory, International Institute of Tropical Forestry, and Washington Office.

“Recurring services” are defined as those of a repetitive nature in which an agreement has been entered into between the Government and the vendor for a specified period of time.

4G13.301 Governmentwide commercial purchase card.  

Where the term purchase card is used in the following policy, it also includes convenience checks unless the term convenience check(s) is used alone.

(a) Departmental Regulation (DR) 5013-6, Use of the Purchase Card and Convenience Check, provides overall policy and procedures for the use of the purchase card and convenience checks.  The Departmental PCMS/Micro-Purchase Guide provides specific guidance for micro-purchasers.  The Agency Program Coordinator/Local Agency Program Coordinator Purchase Program Guide provides guidance on administering the purchase card program.  These documents, as well as others that provide instructions on how to use the Purchase Card Management System (PCMS), are available from the Washington Office, Acquisition Management FSWeb Home Page at http://fsweb.wo.fs.fed.us/aqm. 


(b) Use of the purchase card is limited to purchases and payment of supplies and/or services, by cardholders within the following limits: 

(1) Nonwarranted cardholders are limited to the micro-purchase thresholds of $2,500 for supplies and/or services and $2,000 for construction.

(2) Warranted cardholders may conduct transactions 

(i) described in FAR Subpart 13.301, including payments for claims

under contracts if payment by this method is part of the settlement agreement,

(ii) within their warrant authority and the single and monthly limits

established for their cards or $2,000,000, whichever is less, and 

(iii) when the delivery or completion date for receipt of supplies or

services for the entire contract (including construction) is within 30 days.  Contracts that include delivery terms in excess of 30 days shall be obligated and paid for in FFIS.  For orders placed against indefinite-delivery indefinite-quantity (IDIQ) type contracts, the transaction limit applies to each individual task or delivery order.  For firm fixed-price contracts, the transaction limit applies to the total value of the contract.

(3) In determining whether a purchase is within a cardholder's single purchase limit, include the cost of shipping, taxes, handling, and so forth as part of the transaction cost.

(4) Form FS-6309-1, Purchase Card Order, must be used for orders over $2,500, including delivery and task orders, when payment is to be made with the purchase card.  Include the appropriate terms and conditions required by the Federal Acquisition Regulation (FAR) and DR 5013-6.  In order to avoid duplicate obligations, do not make payments with the purchase card against orders created in PONTIUS.

(5) Convenience checks may be used in lieu of the purchase card only if the vendor does not accept the purchase card and one of the Debt Collection Improvement Act (DCIA) waivers applies (sec. 4G13-301-70(c)).

4G13-301-70   Restrictions on use of the purchase card and convenience checks. 

In addition to the limitations prescribed by DR 5013-6, the following also apply to purchase card use:  

(a) Utilities.  Cardholders may use the purchase card for payment of utility services only when:  (1) an emergency arises such as suspension of services, or (2) the service is needed for 
3 months or less. When reconciling these transactions in PCMS, cardholders must use the appropriate budget object code; 2311 for electricity, 2312 for natural gas, and 2313 for water, trash, and all other services not specifically covered by 2311 or 2312.

(b) Accountable Property.  Accountable personal property, including sensitive property, shall only be acquired with the purchase card by warranted cardholders.  Land Mobile FM Communications Equipment (radios) shall not be acquired with the purchase card.  Accountable personal property is (1) all owned personal property having an acquisition cost of $5,000 or more and (2) any valued at less than $5,000 but determined by the Forest Service to be sensitive.  
(See Chapter 4 of the Financial Health Deskguide for the list of sensitive property. (http://fsweb.wo.fs.fed.us/fin/fh_deskguide).)  For the list of Budget Object Codes, go to the Washington Office, Acquisition Management, FSWeb Home Page at  http://fsweb.wo.fs.fed.us/aqm.  When warranted cardholders acquire property with the purchase card, the cardholder shall provide the following to the local Property Management Officer (PMO):

(1) The information required by Title IV, NFC Central Accounting System Manual, Chapter 6, Property Management Information System, section 4, Personal Sensitive Property System (PROP).  Use Form FS-6309-2, Personal Property Acquired with Credit Card, to transmit property information to the PMO (ex. 13-2).

(2) A copy of the invoice (which includes the price(s)).

(c) Recurring Services.  Cardholders may use the purchase card for recurring services if the total period for which the service commitment is made is $2,500 or less.  Recurring services above $2,500 shall be obligated and paid for in FFIS.  For example, a copier rental requirement for 12 months at $300 per month (for a total cost of $3,600) would exceed $2,500 and must be requisitioned through the acquisition unit to be obligated and paid for in FFIS.  Or, for example, cellular phone and pager charges rendered on a month-to-month basis where the monthly billing is $2,500 or less, may be paid with the purchase card.

(d) Debt Collection Improvement Act.  In PCMS, when reconciling convenience check transactions written to vendors, cardholders shall enter the words “Waiver No.” and the waiver number from the following table applicable to the transaction in the Comments field, along with a statement that the vendor does not accept credit cards.  Use Waiver No. 6, Unusual and Compelling Urgency, for checks written to small and/or rural businesses that are not yet able to accept the purchase card (Departmental Regulation 5013-6, paragraph 15.)

Debt Collection Improvement Act Waivers for Checkwriting Purposes

	Waiver No.
	Waiver

	1
	Individual Determination

	2
	Agency Makes One Payment

	3
	Foreign Country Infrastructure

	4
	Transaction in Disaster Area

	5
	Threat to National Security

	6
	Unusual and Compelling Urgency

	7
	One Source for Required Supplies or Services


4G13.301-71 Authorized use of the purchase card. 

In addition to the uses prescribed by DR 5013-6, the following uses of the purchase card are authorized:

(a) Use of the purchase card for Government furnished items that are travel related expenses when there is no other viable solution and a purchase order would have otherwise been issued:

(1) The purchase card may be used to provide travel related items; for example, airline tickets, meals, and lodging, during certain emergency situations or when administrative barriers, which are not the fault of the employee, prevents activation of a travel card, such as:

(i) when a new employee who has not yet received a travel card and cannot get a timely travel advance, warranted cardholders may use their purchase cards to provide Government furnished travel items for the individual.  Convenience checks shall not be written for travel advances.

(ii) for meals during Job Corps enrollee activities.

(iii) for emergency incident personnel, such as firefighters, without Government issued travel cards and when travel related items are not otherwise provided.  The purchase card may be used to provide travel related items for a group of firefighters even if some of the firefighters have travel cards.  Firefighters shall deduct the meal allowance for any meals provided, and lodging expense, if travel vouchers are submitted.

(2) The purchase card may not be used to pay for one’s own travel expenses except as described in (1)(iii).

(3) Budget object code 2570 must be used when reconciling these charges in PCMS as they are considered services purchased by the Government.


(b) Reimbursement of Incidental and Out-of-Pocket Expenses.  The convenience check may be used for reimbursement of travel expenses on a limited basis, not to exceed $200 per trip and only under the following circumstances:

(1) To reimburse employees who are deployed to emergency incidents for incidental expenses at the current rate of $2.00 per day (FSH 5109.34, sec. 17.1 para. 6) where meals and lodging are furnished by the Government and a travel voucher will not be processed. 

(2) To reimburse out-of-pocket expenses for casual employees (administratively determined hires) found in isolated situations when the Government cannot furnish meals or lodging (FSH 5109.34, sec. 13.6, ex. 01).  For example, when traveling to and from the point of hire or between incidents and Government furnished meals or lodging is not available.

(3) When a convenience check is used for reimbursement of travel expenses, use Form SF-1164, Claim for Reimbursement for Expenditures on Official Business, and ensure it is approved by an authorized official other than the cardholder. 

(c) Purchase of Information or Evidence.  Warranted cardholders may issue convenience checks made payable to a Forest Service criminal investigator (GS-1811 series) or other authorized Law Enforcement Officer for the purchase of information or evidence to further investigations of felonies and misdemeanors related to Forest Service administration.  See 
FSH 6509.13b, section 0701.14 for specific limitations and documentation requirements.  In the description field of the PCMS transaction, clearly identify the purchase of information or evidence.

(1) Documentation.  Because of the need to maintain confidentiality of the

information sources, cardholders shall not be required to record the names of sources as documentation for payment.  At a minimum, obtain a signed and dated request from the Special Agent showing the amount requested, date, reason, "code name" (if applicable), and the job code assigned to the investigator for such payments (FSH 6509.11k, sec. 46.72d).  

(2) Limitations on purchase of information.

 (i)  Pay without prior approval a criminal investigator up to but not exceeding $200 for a single transaction, for the purchase of information upon request.  

(ii)  Pay criminal investigators amounts over $200, but not exceeding $500, with specific advance approval for each transaction by the Forest Supervisor.

(iii)  Pay criminal investigators amounts over $500, but not exceeding the limitation set forth in FSH 6509.13b, section 0701.12, with specific advance approval for each transaction by the Regional Forester.

 (3) Limitations on purchase of evidence. 

 (i) Pay without prior approval a criminal investigator up to but not exceeding $400 for a single transaction, for the purchase of evidence upon request.  

(ii)  Pay criminal investigators amounts over $400, but not exceeding the limitation set forth in FSH 6509.13b, section 0701.12, with advance approval for each transaction by the Forest Supervisor.  

(d) Training Requests.  The Training Integrated Personnel System (TIPS) Training Request is an acceptable alternative to Form SF-182 Request, Authorization, Agreement and Certification of Training.

(e) Volunteer Reimbursements.  Cardholders may reimburse volunteers with convenience checks for incidental expenses (FSM 1833.5).  Use budget object codes 2121, 2131 or 2141, as appropriate, when reconciling these transactions in the PCMS to ensure that the volunteer does not receive Form 1099, Miscellaneous Income, for these reimbursements.

(f) Contracts with Hotels for Meeting Facilities.  

(1) Micro-purchase cardholders may sign hotel contracts if the cost to the Government is within their single purchase limit of $2,500.

(2) Replace the hotel’s cancellation provision with the following clause:

HOTEL CANCELLATION CLAUSE

For any cancellation made after the agreed upon date for making reservations, the hotel may request an adjustment representing its actual or anticipated damages.  Reasonable damages will be determined by considering such things as the time of cancellation, normal occupancy rate, attempts to rebook the rooms with other clients, other special events taking place in the city, and other circumstances affecting the hotel’s damages relative to this cancelled booking.  

For situations where a hotel does not agree to the clause, refer the contract to a warranted contracting officer.  Warranted contracting officers may tailor the clause if needed. 

Refer any cases where a hotel is requesting an adjustment based on cancellation to a warranted contracting officer for settlement.

(i) ADP/IT related acquisitions.  Cardholders may purchase non-IBM contract hardware, software and telecommunications equipment (except major telecommunications systems) upon receiving the appropriate technical approval prior to making the purchase 
(FSM 6615).  Only warranted cardholders may purchase personal, multimedia, and network computers (desktop, laptop, and notebook).

4G13.301-72 Responsibilities.

(a) The Chief of the Contracting Office or equivalent at Stations, Forest Products Laboratory, and the Washington Office are responsible for the overall management of the purchase card program.  This includes:

(1) Establishing local purchase card policy and procedures when necessary, which must be approved in advance by the Agency Program Coordinator. 

(2) Designating Regional and Local Agency Program Coordinators.

(3) Ensuring reviews of the purchase card program are conducted, including but not limited to: 

(i) Yearly review and audit of 15 percent of all micro-purchase convenience checks written, for compliance with Departmental and agency regulations, including:

(A) Appropriateness of check for the specific transaction(s).

(B) Documentation that the vendor did not accept credit cards if a check was issued to a vendor.

(C) Documentation that the use of the check met a DCIA waiver if a check was issued to a vendor (sec. 4G13.301-70(c)).

(D) Verification that Form AD-287-2, Recommendation & Approval of Awards, was entered into the Personnel-Payroll System for spot awards.




(E) Verification that checks are not written for travel advances, cash, or written by the cardholder to self.

(ii) Quarterly review of all payments above the micro-purchase threshold made with the purchase card or convenience checks.  The review shall include, at a minimum, compliance with Departmental and agency regulations, and

(A) Legality of the payment.

(B) Goods or services were received and conform to the requirements of the contract.

(C) The quantities, prices, and calculations are accurate.

(D) Documentation that the vendor did not also accept credit cards if a check was issued.

(E) Documentation that the use of the check met a DCIA waiver (see 4G13.301-70(c)) if a check was issued to a vendor.

(4) Managing appropriate numbers of cardholders to effectively meet its micro-purchase procurement needs.

(5) Revoking and reinstating cardholder privileges.  The Chief of the Contracting Office in consultation with management, shall revoke cardholder and/or checkwriting privileges for the following:

 (i) Cardholder failure to update profile accounting within 60 days of the new fiscal year.

(ii) Cardholder failure to consistently reconcile every 30 days.

(iii) Unauthorized, inappropriate, or unofficial use of the purchase card, including but not limited to, writing checks for cash or to self, travel advances, split purchases, allowing other employees to use the purchase card and/or checks, and writing checks to vendors that accept the credit card.

(iv) Undocumented purchases.

When appropriate under the circumstances, COCOs may require cardholders to retake all or any part of training previously provided to reinforce the regulations and procedures.

 (6) Including purchase card oversight plans in the Internal Process Plans.

(b) Agency Program Coordinator (APC).  The Washington Office, Director of Acquisition Management, is responsible for designating the Agency Program Coordinator.  

(c)  Regional Agency Program Coordinator (RAPC).  The Chief of the Contracting Office is responsible for designating a Regional Agency Program Coordinator (RAPC).  The Regional Agency Program Coordinator shall be a GS-1102/9 or 1105/8 or higher and meet the Contracting Officer Warrant system for a Level IB.  The RAPC is responsible for overall operation of the purchase card program within their region including:

(1) Training and guidance to Local Agency Program Coordinators.

(2) Establishing and maintaining region-wide communication with LAPCs and communication with the national Agency Program Coordinator (APC).

(3) Reporting waste, fraud and abuse to the Chief of the Contracting Office and Agency Program Coordinator.

(4) Conducting region-wide oversight of the purchase card program. 

(5) Providing senior agency management with purchase card transaction data, when requested. 

(6) Conducting regular reviews and audits of LAPC transactions, similar to the review/audit requirements in paragraph (d) below. 

(d) Local Agency Program Coordinator (LAPC).  The Chief of the Contracting Office is responsible for designating LAPCs to manage the purchase card program at the local level and the International Institute of Tropical Forestry (IITF).  Local Agency Program Coordinators shall be classified in the GS-1102 or 1105 series and meet the Contracting Officer Warrant System for a Level IB.  Local Agency Program Coordinators in regions work through the Regional Agency Program Coordinators to resolve purchase card and Purchase Card Management System (PCMS) issues.  In addition to the responsibilities described in DR 5013-6 and the APC/LAPC Purchase Card Program Guide, LAPCs are also responsible for monitoring cardholder purchase activity on their units as follows:

(1) No less frequently than monthly, utilize the PCMS to view a minimum of 10 percent of all cardholder transactions to ensure that micro-purchase rules have been followed and the PCMS card transaction screens are properly completed including an adequate description of the transaction, Taxpayer Identification Number for checks, the appropriate budget object code, Waiver No. for checks written, and any comments that may be needed for unusual purchases or approvals such as IT.  Ensure that cardholders are reconciling all of their transactions every 
30 days. 

(2) Utilize the data query (report writer) ad hoc reports to assist in monitoring card transactions.  For example, an available to reconcile report can be run to show which cardholders have not reconciled within a certain number of days.  Establish financial roles in the Security Access Management System (SAMS) and assist financial staff employees to utilize this tool as needed to run financial reports.

(3) Complete statistical sampling provided through the PCMS user messages (alerts) normally within 10 days, absent extenuating circumstances.

(4) Read and respond to all user messages (alerts) in the PCMS on a weekly basis.   

(5) Select the greater of 5 percent or 50 transactions in the PCMS (both approved and unapproved status) on a quarterly basis to determine if they are proper.  Check what was purchased, budget object codes, SF-281 code, and description.  For check transactions, select 
5 percent of these transactions and determine if the vendor accepts the VISA card and if a DCIA waiver was met.

(6) Audit 3 percent of all cardholder purchases each year.  Review all documentation for adequacy and compliance with rules and regulations governing simplified acquisitions and the use of the purchase card.  The audit shall include appropriate financial reviews in the area of appropriation use and budget object codes. Use form FS-6309-4 to record findings of purchase card audits.

(7) Report waste, fraud and abuse of the purchase card to the supervisor and/or personnel office, the RAPC, Chief of the Contracting Office, and Law Enforcement.

(8) Check for resource order documentation for any purchases charged to incidents periodically. 
(9) Deactivate or cancel the accounts of seasonal or temporary cardholders when the employee is not on duty.

(e) Alternate LAPCs.  Alternative LAPCs may be established to assist with operation of the purchase card program.  Alternate LAPCs shall meet the requirements of the Contracting Officer Warrant System for a Level IA Contracting Officer.

(f) Cardholders.  In addition to the responsibilities described in DR 5013-6 and the PCMS/Micro-Purchase Guide, cardholders are responsible for: 

(1) Cardholders shall ensure that necessary approvals such as IT, property, and advisory and assistance, are received prior to making the purchase.  Ensure that a copy of the approval is maintained in the cardholder's files.  Refer to section 4G13.001-70 for a list of supplies and services that may be purchased only under special conditions and authorities (distinctive and/or restrictive items).

(2) Cardholders shall ensure that adequate funds are available prior to making a purchase.  This can be the signature of the person authorized to approve the use of funds.

(3) Cardholders shall ensure that, in addition to the documentation requirements of 
DR 5013-6, all transactions made with the purchase card for other than the cardholder contain the signature and date of the official receipting for the supplies or services.

(4) Cardholders shall reconcile all outstanding transactions (unapproved transactions) at least every 30 days (once per month) absent extenuating circumstances.  

(5) Cardholders shall document all check transactions to vendors with the applicable DCIA waiver and include a statement that the vendor does not accept credit cards.  Use the comments field in the PCMS for this purpose.

(6) Cardholders shall dispute transactions within 60 days of the purchase date shown in the PCMS and following up with the vendor and/or bank to resolve the dispute, for example, receiving a credit.

(7) Cardholders shall read and respond to all outstanding user messages (alerts) every 
30 days.

(8) Cardholders shall reconcile all outstanding purchase card transactions prior to separation from the agency or assignment to another unit.

(9) Cardholders may issue convenience checks for

spot awards not to exceed $500, only upon receipt of an approved AD-287-2, Recommendation & Approval of Awards signed in block 29 by the Personnel official and ensuring that the personnel office has removed its copy of the AD-287-2.

(10) Cardholders shall not write checks  (1) for cash or to self, (2) for travel advances, or (3) to vendors that accept the credit card. 

(11) Cardholders shall not split purchases in order to stay within their single purchase limit.

(12) Cardholders shall not conduct any transactions with the purchase card or convenience checks that exceed their single or monthly purchase limits.

(13) Cardholders shall not allow other employees to use their purchase card and/or convenience checks.

Cardholders privileges shall be revoked if the cardholders fail to perform their responsibilities or misuse the purchase card.  In addition, the supervisor and/or personnel office may take disciplinary action against the cardholders.

(g) Year end procedures.

(1) Fiscal year end.  Cardholders shall monitor the PCMS at least weekly during the month of September and reconcile all unapproved transactions.  Follow national and local year end procedures regarding purchase cut off dates and obligation of purchase card transactions that are not in the PCMS by September 30.

(2) Calendar year.  In order for NFC to process Tax Form 1099 to vendors, all checks loaded in the PCMS must be reconciled by December 1 or by the date prescribed in national or local direction each year.  Avoid issuing checks to vendors during the month of December except in an emergency situation to ensure the proper amount is stated on Tax Form 1099.

(h) Budget Object Codes.  Cardholders are responsible for assigning the correct budget object code(s) to every transaction.  Since the PCMS uses a default budget object code (usually 2671), which is stored with the cardholder’s profile accounting, the cardholder must review and, if necessary, change each transaction to the applicable code.  Only codes on the FFIS Budget Object Code list are available for use.  Budget object codes that are normally used for purchases and reimbursements are located on the Washington Office, Acquisition Management FSWeb Home Page at http://fsweb.wo.fs.fed.us/aqm.

4G13.301-73  Delegation of micro-purchase authority.

(a) Overall Guidelines.  

(1) Units shall maintain appropriate numbers of micro-purchase card and convenience checkwriters to effectively meet its micro-purchase procurement needs and be able to provide adequate oversight necessary to prevent fraud, waste, and abuse.

(2) Purchase cards and convenience checks shall be issued only to employees who regularly make micro-purchases except for personnel having a seasonal or sporadic need such as procurement unit leaders or buying team members assigned to incidents.

(3) Convenience checks shall be issued to a limited number of cardholders since they are easily negotiated and therefore subject to theft, waste, fraud and abuse.

(b) Delegation Request.  Use a form 6309-3 to designate micro-purchase cardholders and certify training. 

4G13.301-74 Emergency incident use.

 (a) Cardholders must obtain specialized training in incident purchasing policies and procedures prior to acting as micro-purchasers on incidents in which they are spending 
25 percent or more of their time purchasing.  Training topics should include commissary purchases, supplemental food policies, unique items, resource ordering system, incident cache system, and overall incident business practices.  Training may be fulfilled on-the-job as a member of an established buying team or through formal classroom attendance with a minimum of 4 hours covering incident purchasing topics.

(b) Once dispatched to an incident, cardholders shall change their profile accounting in

PCMS to the fire job code, before making purchases on the incident.  If that is not possible, the cardholder should notify their LAPC or the APC to change the profile accounting for them.

(c) Cardholders are responsible for adhering to the agency incident policies (FSH 5109.34, sec. 24.1) and obtaining prior approval from the appropriate incident official such as the finance section chief, procurement unit leader, or incident administrative official, prior to using their purchase card for the incident.  This approval shall be documented and retained with the cardholder’s purchase files.  Resource orders for questionable items shall be reviewed and approved by the incident agency administrative official prior to purchase.

(d) All purchases charged to an incident must be authorized by a resource order.  Include a copy of the resource order with the purchase documentation kept in the incident business files and with the cardholder's purchase card documentation at the cardholder’s home unit.  The resource order number shall be noted in the agency reference number field in the PCMS.

(e) The purchase card or a convenience check (if the vendor is not established to accept the purchase card and one of the Debt Collection Improvement Act (DCIA) waivers can be satisfied, (sec. 4G13.301-70(c)) may be used by warranted cardholders within their single and monthly purchase limits for processing Emergency Equipment Rental Agreements (EERA) payments, provided that: 

(1) The administrative official responsible for the incident approves the use of purchase cards and/or convenience checks to pay EERA’s for that incident.  Verbal approval is acceptable and is documented in the file.

(2) Prior to processing, payments are reviewed in accordance with the direction set forth in paragraph (e).  This review shall be performed by trained and experienced personnel other than the employee who prepared the EERA invoice, that is, other than the equipment time recorder or cardholder.

(3) Procurement personnel, such as those on buying teams, are not utilized merely to make vendor payments.  See FSH 5109.34, section 43 for further direction on the role of the buying team.

See chapter 20 of FSH 5109.34, Interagency Incident Business Management Handbook (NWCG Handbook 2), for direction on administration of EERA’s.

(f) Under the appropriate circumstances as described in paragraph (e), cardholders may pay EERA’s under the following guidelines:

(1) Payment Documents.  Ensure that payment documents with supporting invoices contain all of the required approvals.  Return all documents that do not meet payment requirements to the incident unit for correction.

(2) Documents Needed.  In order to make payment, obtain the following documents:

(i) Original copy of Form OF-286, Emergency Equipment Use Invoice. 

(ii) Copy of Form OF-294, Emergency Equipment RentalAgreement.

(iii) Form OF-296, Vehicle/Heavy Equipment Inspection Checklist, if available.

(iv) Original copy of Form OF-297, Emergency Equipment Shift Ticket.  

(v) Copy of Form OF-304, Emergency Equipment Fuel and Oil Issues, if applicable.

(vi) Copy of Form OF-287, Commissary Issue Record, if applicable.

(vii) Other attachments, such as deductible repair invoices and claim settlements.

See section 28 of FSH 5109.34, Interagency Fire Business Management Handbook, for samples of these forms.

(3) Document Review.  Audit each document as follows:

(i) Verify that rental rates are transferred correctly from Form OF-294

to Form OF-286.

(ii) Verify that the dates and times are transferred properly to Form OF-286 after a complete review of Form OF-297's for conflicting and/or duplication of dates and times. 

(iii) Verify unit price extensions on Form OF-286.

(iv) Deduct the cost of fuel, oil, repairs, and/or commissary items provided by the Government.  Verify that these amounts are transferred from all issue sheets.

(v) Add the authorized cost of fuel, repairs, and so forth, provided by the contractor.

(vi) Ensure that amounts shown for settlement of disputes are documented and approved by a contracting officer, either on Form OF-286 or an attachment thereto.

(vii) Check that the Taxpayer Identification Number is provided. 

(4) Payment Processing.  After payment, clearly mark the original invoice and all file copies “PAID” and attach a copy of the charge slip, if available, or a copy of the check.  Note the name of the cardholder and the date of payment if not clearly evident.

(5) Contract Claims.  Contract claims may be paid with the credit card or convenience check if the EERA payment(s) was processed in this manner. 

(6) Payment Summary.  Leave a summary of the payments made by each cardholder along with the payment documentation with the incident agency.  The incident agency payment office should review all incident payments for possible duplicate payments.  Retain a copy of the payment documentation for the cardholder reconciliation files. 

(g) The following should not be paid with a purchase card or convenience check:

(1) National contracts except when approved by the issuing Contracting Officer.  Approval shall be documented and filed with the payment.

(2) EERA’s which identify a specific payment office or unusual payment terms unless the issuing Contracting Officer has reviewed and approved the payment.  Approval shall be documented and filed with the payment.

(3) Casual pay including Administratively Determined (AD) hires for equipment operators such as sawyers or truck drivers.  Do not include casual/AD salary payment with vendor equipment payment.

 4G13.302 Purchase orders.

(a) Electronic transmission to vendors of purchase orders generated by the Purchase Order Normal Tracking and Inventory Update System (PONTIUS) is authorized.  PONTIUS is available via the Service-wide Acquisition Management, FSWeb Homepage at http://fsweb.wo.fs.fed.us/aqm/.

(b) Procedures for preparing and distributing Form AD-838, Purchase Order, are described in Title 2, chapter 5, section 1, of the NFC Voucher and Invoice Payment Manual available at http://dab.nfc.usda.gov/pubs/na-pubsmain.html. 

 
4G13.303  Blanket purchase agreements (BPAs).

(a) Electronic transmission to vendors of blanket purchase agreements generated by the Purchase Order Normal Tracking and Inventory Update System (PONTIUS) is authorized. PONTIUS is available via the Service-wide Acquisition Management, FSWeb Homepage at http://fsweb.wo.fs.fed.us/aqm/.
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