
 

 

 
 

 
 

 
 

 

 
  

  
 

 

 

 

 
 

 

 

United States Department of the Interior 
BUREAU OF LAND MANAGEMENT 

Oregon State Office 
P.O. Box 2965 

Portland, Oregon 97208 

In Reply Refer to: 
1512 (OR-952) P 

April 12, 2007 

EMS TRANSMISSION 04/19/2007 
Instruction Memorandum No. OR-2007-051 
Expires: 9/30/2008 

To: 	 DMs, DSDs, Staff and Branch Chiefs 
Attn: Charge Card Approving Officials 

From: 	 State Director, Oregon/Washington 

Subject: Charge Card Program Review                                                           

Program Area:  Charge Card Program 

Purpose:  The purpose of this Instruction Memorandum (IM) is to provide direction regarding 
review and approval of charge card statements by Approving Officials. 

Policy/Action:  The purpose of the review and approval by the Approving Official is to ensure 
that the transactions are valid and in support of the organization’s mission.  Approving Officials 
are required to complete the Department of the Interior (DOI) Approving Official training before 
they review and approve charge card statements.  In addition, approval signatures must be legible 
and meet the required time constraints. 

The Acquisition Management Review (AMR), conducted by the National Charge Card Program 
Coordinator, in April 2006, noted that although most charge card statements contained 
documentation of an Approving Officials review, 32 percent of the signatures were not legible, 
or the Approving Official only included their initials.  The need for a legible signature is to 
confirm that the individual is recorded in the Bureau of Land Management (BLM) authorized 
Approving Official database. To ensure that we are in compliance with this policy in the future, 
approving officials are required to stamp, print or type their name below their signature as well 
as ensuring that statements are signed with the same name used when they completed the DOI 
training. 

 In addition, the AMR noted that there was no date of the signature on 14 percent of the state-
ments and 17 percent of the statements were dated over 30 days after the statement date.  The 
date of the review and certification of a reconciled statement is required within five business 
days of receipt of the charge card statement from the cardholder as required by BLM  



 
 

 

 

 

 
 

 
 

 

 
 

 

 

 

 
 
 
 
 
 
 

 
  
 

 

 
 

Manual 1512.15D. 

Appendix 6, Approving Official/Cardholder Charge Card Statement Review/Reconciliation 
Checklist, taken from the BLM Manual 1512 is attached as a refresher of the items the 
Approving Official is reviewing and certifying for the reconciled statements. 

Timeframe:  This IM is effective upon receipt. 

Budget Impact:  N/A 

Background:  Recently, a review was conducted by the National Charge Card Program 
Coordinator, as a member of the Acquisition Management Review Team.  As a result of that 
review, it was found that Oregon/Washington was deficient in the review and approval of charge 
card statements by the approving officials.   

Manual/Handbook Sections Affected:  N/A 

Coordination:  Coordination has been through the Oregon State Office Branch of Procurement. 

Contact:  Should you have any questions, please contact Dawn Higgins, Procurement Analyst, 
at (503) 808-6228. 

Districts with Unions are reminded to notify their unions of this Instruction Memorandum and 
satisfy any bargaining obligations before implementation.  Your servicing Human Resources 
Office or Labor Relations Specialist can provide you assistance in this matter. 

Signed by Authenticated by 
James G. Kenna Rita Wallberg 
Associate State Director Records Section 

 1 Attachment 
 1 - Appendix 6, Approving Official/Cardholder Charge Card Statement 

Review/Reconciliation Checklist (2 pp) 

Distribution 
WO-850 (1075-LS) 

http://web.or.blm.gov/records/2007/im/p/im-or-2007-051Att1.pdf
http://web.or.blm.gov/records/2007/im/p/im-or-2007-051Att1.pdf


 
 

 

 

Appendix 6, ?ag~ 1 

1$12 - CHARGE CARDS AND CD:-1VENIENCE CHECKS 
fOR TRAVEL. PURCHASE. fLEET. AND UNIfORMS - P 

App roving O fficia IlCardh (}ldrr 
C hargl" Card SlalrInrnl Rryil"wlRrconcilialioll Chrckll.~1 

Sh:o.lm fl. All monlhly sTatemenT~ mn~t ll<' Mgned and daled by both th~ cardholMr and the 
approvll1g omc,all~upt"lsor 

2. RKfipl!. Each centrally billed lJ"amacliOll mUlt ll<' ~upponed \\1th an ongUlal charge card 
rKeiptiinl"Qlce. Recelpl~ mUIIll<' arrallged In Ihe order ThaI The iTems appear 011 tile ~laten~1. 
Numbnlng die lme nems on Ihe S13tcmem alld (lit 5\lpporting OOcwuemaTiOll wtll !ilftlltr 
facihme S13lemrnT rewew. If rKelpl5 are smaller thau 8 Y, by II mches, they mU~Ill<' laped 10 
an 8 Y,-by-I l-mch rJJ«1 of paper. 

Ortgmal, of ""nlrlllly b,lled t",.\"d- [da~d [K~IP" multll<' filed wlIh the charg~ card "a~mrnl 
wMe cOJlle~ of the rKe,pt~ should ll<' .ubnl!l1ed mth die trawl voucher (ifa rKeipl for a 
~pK,flC trall~actIOll l!«d! to be ~ub.wned mth Ihe voucher) RKe,pts nill" be detailed vendor 
rKelpt!, 1l015unply the charge card sLp 

3. Itfm Dt<;(f'ipliou l . Each ilem 011 tllt S13lcmelll mUll have a written de!;cnplion of what wa\ 
plllcha.ed. However, wllnen descriptiOlll' not requued If a rf\~eW!1" would be able 10 
detertlnm exactly whal was pllJclt.lsed from lhe mforma11on ol1lhe ualement and Ihe rKflpl. 
For example. wme merclt.lllls prml delailed lran~ac"on dala Ilt.ll appea[l; OIl bolh lhe charge card 
rKerp" and Ihe charge card 'lalcmelll for trani nem •. cardholder. mml indicale lhe dales. 
localiOll. and p~ ohhe 1Jal'~L 

4. A TlI l Calk Adl'inffl. T r3velers are anthonzed 10 abtam A TM ca~h advances only ul 
COlU1KtlOll witlt offiCIal government travel. and Ihe ca5h advance should not exc«d Ihe l\1&IE 
for tllt tnp. Obtamlllg cash adV3l1C6 not III C~CliOll with omclal gO\~nt tral"fl I~ 
considered charge card nu~u~. 

5. f UlIdiU I! . If lhe default charge code 15 uot COTTKI for a Transaclion. lhe cardholder .hould 
enter Ihe COTT«I charge code (includIng proper budgel objKl cla~~ (8OC)) on Ihe monlhly 
m lcment and lhe remole dala ermy >faff shonld make Ih~ approprtale adjmlmtnt' U1 FFS. A 
detaIled lilt of current SOCs il found at htlp-{/1I'(b 11'0 blm WY/1I'08SM!aodbooktbandbooJ;; hgn 

6. P!'operl\,. Purclt.l!ofl of controlled property nrult go through propet1y penOIUlel. Contact 
your property S~Clall~1 to fll~\lCe Ihal all controlled property 15 charged against the COrtect BOC. 

BI M MA,'<IJAL 
Supmtdt1 lUI. 1_]676 

R.l ] _1 696 
Dlle 11I1l10S 
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Appmdix 6, l'ag~ 2 

1512 - CHARGE CARDS AA'D CO~'VENIENCE CHECKS 
FOR TRAVEL. PURCHASE. FLEET. AA'D Uf\'IFOlU.t S - P 

7 ~lal .. ia l Sar~IY Dala Sh~~ 1 (~ISDS)" Purchase!. ofhaz:udou, m:lI~nal, .uch as gl~, painl 
lhinn.-r, pnnT.-rkopy canridg..", ~Ic.. Irqtuf~ a copy of an MSDS. IT" 1M ca.-dholoo·s 
[.."pom,billly I<> Irq""" an MSDS whm nukmg purcha",. ofhaz:u dou, m:llmaJ. COlllacl )'our 
local ",f~l)" OffiCff ,f you hav~ any qu.."tiom 

8. Sal~s Tn . A. a ruI~, FOOa! and Slal~ ",k. lax. mml not k paid fo.- comuuclLon. """C<"5, 
Of .upph~s whnl 1M product/"""c~" paid fo.- with Ih~ gonnllnenT ch:ug~ card: s~ific 

nc<plions may ~""I" """" .ul<"s. How~v.-r, 1"".-:0; can k paid fo.- [ooms whil~ m tran! "am, 

9. ~ I aximum Single O rd er LimiTal ion , . Only w:ur. .. ,,~d acqmSltiOlll"""onnd ar~ authonzffi 
10 plac~ o.-<krs. wilhin Ih~trwa[[am <kkgallon., Iha l ncm $2.000 pu I .... "actioo fo.­
comlruction 0.- $2,500 ~r Iran"""Uon fo.- "",·,c~ 0.- suWly il"'llS. 

10. Splil Proc u r~m~"K Or<krs mu" nol k splil imo smallu purcha= 10 a,'aid ~"cttdmg Ih~ 
smgl~ -purcha", .~nding limil "'''gnffi 10 Ih~ cardhold.-r's accow". 

I I. Fn~1 and R~pai" . L,cm.~ plal~ numk-rs mu>1 k ,<kmifi~d on all monthly statements fo.­
all fur l and [~p;ur purcha .... for go\"<"ftIll>em--ownffi (1 and M hcm", plal~') Of "''''''gmcy [..,"301 
ydncl.... Tim ,ncln<k. A TI' •. fi[~ nlgtm'S, Trail"", mololcycl<"5, ~Ic 

13. Fir . Procnr . men,,- All charg.." 10 .ubacti,~ty 2821 [~q\JI'" an mci<knVproj..cr or<kr 
nWllkr, a Irqu' ''l nWltkr and a fm:lllCLal codt . File di.p"tch o ffic~s "",e a mc,<kmlproJ,",,1 
ord.-r nnmb... (known ". Ih~ fi[e nWltkr, '-~ .. JD-BOF -()()()()80) and gmtral~ a financial code (4 
digit, "lpharlWll<"fIC. H ., A37C) for ~ach ,nc,dml. RrqU<'S1 nnmk-rs (o fTen ",f...-.-d 10 ". Ih~ 
[<"5ourc~ .,,-dt[ nwnkr. H ., E-202) kgm wlIh an "S·, "E". "0", ~IC An ~>:ampl~ ofa compl~1<" 

chargr coo. would k IDOIO-2821 -HU-A37C-26 IA 

14. P,i nTjng and CopYing. Small quantiti~s s~ifically authonzffi by Ih~ ~partmml oflh~ 

Imeno.- AcqUlsilion Pohcy Rele"", (DIAPR) 2004-06 may k purchasffi. or you can ["In..,,1 
wat\-..,-,; by conlacting your local prulTmg ,p.-r:1ali". 

IS . Lod gi nl:~ I~ak Ch~ck 10 m'ur~ lhal both ofm"", it"'llS "'" appropnaldy bill~d. If 
<1lIploy~rs ar~ on a c[~w chid OI'"on ",I bt-can", Ih<")" "",fonn cr.-w chie f dull.." fOI f,,~, th~ 
\\~ld ho..., and burro program. or cadaSIJal C[~\'"'. all chargrs eM<pt ca.h advanc~s .hould 
cmtrally bi1l6hol\' a~ memo "em~). Othmme.!odgmg and meal charge~ should k 
mdi,~dually bill~d. M~ting roam at a hotd / motd WIll normally bill the ",me a, hotd/motd 
slttpmg room, . If me~ting [00l1lS rndi" dually bill, the charg<"5 mml k mond fronl 
rndi,~dually billffi 10 c~lltrally b ilkd. Cont:lct your snp.-rw;or and A/OPC ' fpurcha .... ar~ 
mCOlT,""tiy billffi 
BLM MA.'illAL 
StJP<f'«I<> R<I. 1_16J6 

R<l. 1_1 6% 
D ... : 1111 1/01 
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