10/12/2012
PURCHASE CREDIT CARD PROGRAM  

This is not the JP Morgan Chase (JPMC) Travel card.
( The credit card is issued by name to a Government employee, the Cardholder (CH).  THE CH IS THE ONLY ONE WHO CAN USE THE CARD.  The CH is delegated a single purchase limit (SPL) which cannot exceed $3,000, and a 30-day dollar limit determined by the supervisor.   A single purchase may be for multiple items, but total purchase amount cannot exceed the SPL.  The 30-day limit is the dollar limit of purchases a cardholder can make in the calendar month.   The CH is responsible for documenting purchases, reconciling Monthly Statements, and resolving disputes.   The Approving Official (AO) is the CH's supervisor--the primary internal control responsible for monitoring CH activity to ensure that purchases are allowable commodities, approving the CH's monthly statement, and resolving any misuse of the card by the CH. 

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

 (NOTE:  This is not an all-inclusive list)
· Tools

· Transcribing Services (aka Court Reporting Services)

· Patent Search Services

· Exhibition Booth Support Services

· Books, Subscriptions, other publications including Transcript copies 

· Reprints and Abstract/Publication charges

· Software, Software Updates, Software Maintenance (if doesn’t exceed $3,000/year)

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

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

· Electronic components (e.g., resistors, capacitors, etc.)
· Office Moves (not exceeding $3,000 for complete move)
· ADP/IT Hardware*- CH must notify Property Custodian of ADP/IT hardware purchases. 
· Hardware Maintenance (must be billed annually Not to Exceed $3,000/year)
· (  The credit card may not be used to purchase Space flight use materials, chemicals and/or any other hazardous services or materials.

Cardholders and Approving Officials are required to take two web-based courses.  The first is the “GSFC-PROC-11 NASA Purchase Card Program” which is on the rules and regulations of the program and the second is the “Bankcard Purchases and Desktop Receiving” which is on the P-Card system.  The training is available as follows:
NASA Purchase Card Program

1. Log into Satern at https://satern.nasa.gov
2. In the window titled “Catalog” type:  “GSFC-PROC-11” or NASA Purchase Card Program and click the “Search” button
3. Select “Go to Content;”
4. You will need to take both the “NASA-PROC-11” section which includes the NASA Specific Rules and also the “GSFC-PROC-11” section which includes the GSFC Center Specific Rules.
5. After completing click on “NASA-PROC-11 NASA Purchase Card Exam”
Bankcard Purchases & Desktop Receiving

1. In the window titled “Catalog” type:   “NEACC1035” and click the “Search” button

2.  Add to Learning Plan;
3. Go to:  https://epss.nasa.gov/gm/folder-1.11.489525?mode=EU
4. Click on “NEACC1035 Bankcard Purchases & Desktop Receiving”
5. To receive credit for class follow instructions shown at the conclusion of the course
Print Certificate of Completion
1. Select “Learning History” 
2. Locate course by title

3. Print Certificate
To apply, send a completed credit card application and copies of the two “Certificates of Completion” to the cognizant Agency/Center Program Coordinator.
 You are also required to complete an application in the NASA Identity and Access Management Tools system at: https://idmax.nasa.gov/idm/user/dashboard/home.jsp  .  Make sure to select “IEM00500 Bankcard” as the choice.   Please note you will not receive your credit card until all documentation is received and the IDMAX application has been received by the cognizant Agency/Center Program Coordinator.
Also, you will need access to the “Bready” system.  Please make sure to include this selection on your IDMAX (NAMS) request.
NOMINATION for GOVERNMENT PURCHASE CREDIT CARD

for SMALL PURCHASES (not for Travel expenses)

CARDHOLDER (CH):______________________________________________ Extension____________

                                         First name, middle initial, last name

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

UUPIC (https:\\webdir.nasa.gov)  _________________________    AUID _________________________
FIRST 4 DIGITS of SSN or OTHER 4 DIGIT CODE FOR BANK USE:  __________________

MAIL CODE______________                      BUILDING_________ROOM__________

Requested Single Purchase Limit (cannot exceed $3,000) $__________

Requested 30-day Limit $______________

CH’s E-mail address___________________________________________ 
The cardholder will be responsible for purchasing a variety of supplies/services in order to support

the mission of the _____________________________________________________________________.
                                                           (Directorate/Office Name)
Explain how these support the mission of the requesting activity _________________________
_____________________________________________________________________________________.

(Reference:  NASA FAR Supplement 1813.301-72(b)(3)

APPROVING OFFICIAL (CH's supervisor)  _______________________________________________






                     First name, middle initial, last name

Approving Official Mail Code__________     Approving Official extension__________

Approving Official E-mail address________________________________________

( Mandatory -- Alternate Approving Official________________________________  Code__________

                                                                           First name, middle initial, last name

Resource Analyst ____________________________________________ Code__________

APPROVED BY Cardholder’s SUPERVISOR:

________________________________________________________      Date___________         Supervisor’s Signature
GSFC/Greenbelt - Send to Dawn Murvin, Code 210.2, Building 23, Room N215
Wallops - Send to Diana Jester, Code 210.W.


PURCHASE Credit Card Program Managers: GSFC—Dawn Murvin, Code 210.2 x64915; Alternate:  Michelle Mumford, x63933 or

Bankcard Help Line:  x69372;  Wallops--Diana Jester, x71290


