GENERAL SERVICES ADMINISTRATION

Washington, DC  20405

January 25, 2010
GSA BULLETIN FMR B-25
Property Obtained through the Use of Charge Cards
TO:  Heads of Federal agencies

SUBJECT:  Property Obtained through the Use of Charge Cards
1.  What is the purpose of this bulletin?  This bulletin provides guidance to all agencies acquiring property using the government charge card.   

2.  When does the bulletin expire?  This bulletin remains in effect until cancelled.

3. What is the background?  Although charge cards provide a great benefit in streamlining procurement of needed items, the property obtained in this way presents special management and accountability challenges to agencies.  Appendix B of OMB Circular A-123 prescribes policies and procedures to agencies regarding how to maintain internal controls that reduce the risk of fraud, waste, and error in Government charge card programs. As provided in Appendix B of OMB Circular A-123, agencies must have reasonable, effective internal controls so that this property can be accounted for and to ensure property is limited to use for official purposes.
The OMB Open Government Directive instructs agencies to take specific actions to implement the principles of transparency, participation and collaboration.  Agencies are accountable for the quality and objectivity of internal controls over the spending information.  Agencies must make certain that information conforms to OMB guidance on information quality.

4.  What must I do as a result of this bulletin?  Each agency must incorporate policies and procedures to ensure effective management and accountability of property acquired through the use of a Government charge card. At a minimum, agencies must develop policies covering:

(a)  The determination of threshold values for accountable property taking into account the risk of data or sensitive information on electronic items, and the needs of the agency.  

(b)  The development of procedures for identifying and managing property above and below the agency accountability and control thresholds, including:
(1)  Procedures for the charge card holder to notify the recipient and the property management organization when the order has been placed and when the agency has been charged for the property. 
(2)  Procedures covering situations where property acquired by the charge card is delivered directly to the end-user or a remote location rather than a central receiving facility.  

(3)  Procedures for adding these items to the property management and financial management systems at the cost charged to the Government (acquisition cost).  Such transactions should be documented and recorded so as to facilitate review and audit. 

(4)  Procedures for employees using Government property to notify the agency property management organization if property meeting agency accountability criteria is found without identifying markings as required by the agency.
As with property purchased through other methods, agencies must develop policies and procedures that document receipt of property; which organization is assigned responsibility for the property; how to ensure accountability is maintained for property obtained under emergency or urgent procedures; and what to do when property is missing, stolen or damaged.  In accordance with the Open Government Directive, agencies must make certain that information conforms to OMB guidance on information quality.
5.   Whom should I contact for further information?  Further information regarding this Bulletin may be obtained by sending an e-mail message to: robert.holcombe@gsa.gov 
/s/
Michael J. Robertson
Associate Administrator

Office of Governmentwide Policy
Chief Acquisition Officer    

PAGE  
2

