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EMS TRANSMISSION:  11/16/2010 

Instruction Memorandum No. OC-2011-009 

Expires:  09/30/2012 

 

To:   All Washington Office and Field Officials  

Attn:  Agency/Organization Program Coordinators 

 

From:  Director, National Operations Center 

 

Subject: Reducing the Number of Employees with Access to the Charge Card Purchase  

  Business Line and Convenience Checks    DD: 01/31/2011 
 

Program Area:  Charge Card Management 
 

Purpose:  This Instruction Memorandum (IM) reiterates procedures to review the Bureau of Land 

Management (BLM) cardholders who have access to the charge card purchase business line and 

convenience checks and determine if the cardholders require these lines.  

 

Policy/Action:  The BLM National Operations Center’s (NOC) Branch of Accounting Operations 

(OC-620) will provide purchasing and convenience check transaction information, by email, in 

Microsoft Excel format, to all state, center, and Washington Office (WO) integrated charge card lead 

Agency/Organization Program Coordinators (A/OPCs) immediately following issuance of this IM.  

The information provided will consist of a single file with four tabs containing the following 

information:  

 

 A list of purchase cardholders and the number of purchase transactions each made during 

fiscal year (FY) 2010.  

 

 A list of convenience check writers and the number of checks each wrote in FY 2010.  

 

 A list of purchase transactions for each cardholder, including all charge card and convenience 

check transactions. 

 

 A list of convenience checks written by each check writer.  
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Offices are to review their charge card purchase/convenience check transaction information and 

provide a consolidated response to this IM.  The consolidated responses must be sent to OC-620 by 

the Deputy State Directors for Support Services; the Centers’ Division Chiefs; or the WO Property, 

Acquisition, and Headquarter Services Group Manager.  

 

The consolidated response must include the electronic copy of the Microsoft Excel file that was sent 

to each organization by OC-620.  The file must be documented electronically, in the columns 

provided, with the justifications for retaining purchase or convenience check authority, or with new 

authorization control sets for cardholders for whom purchasing authority is being withdrawn.  This 

documentation must be provided for any purchase cardholder or convenience check writer with 12 or 

fewer transactions for whom you are requesting that authority be retained.  

 

It is not enough to simply state that an individual may need access to the authority at some time.  The 

justification must show that the purchases by the employee cannot be performed by another 

individual in the organization or retaining purchase or convenience check authority is necessary to 

successfully accomplish your organization’s mission.  

 

Although this IM requires organizations to look only at cardholders with 12 or fewer purchase 

transactions and convenience check transactions, you are also encouraged to look at cardholders with 

more transactions to determine if their purchasing could be performed by someone else in your 

organization.  An example of this would be an individual who is paying only their own or another 

individual’s cell phone charges when these charges could be paid by someone else.  

 

The OC-620 staff will review all responses and coordinate with the states, centers, or WO on any 

individuals for whom inadequate justifications were received.  The OC-620 staff will take the 

following steps for individuals for whom no justification has been provided:  

 

 Charge card accounts for purchase cardholders assigned to purchase-only authorization 

control sets will be cancelled.  

 

 Charge card accounts for purchase cardholders assigned to purchase/travel authorization 

control sets will be moved to travel only authorization control sets with the standard travel 

limits of $7,500 for centrally billed travel and $2,500 for individually billed travel, unless 

different limits are specified.   

 

 Convenience check authority will be cancelled.  

 
Offices must ensure check writers, whose convenience check authority is cancelled, promptly destroy 

all unused convenience checks and verify all outstanding checks have been cleared.  All outstanding 

convenience checks must have cleared before convenience check authority can be removed from a 

cardholder’s account. 

 

The state, center, and WO lead A/OPCs are responsible for notifying cardholders for whom 

purchasing or convenience check authority will be changed.  
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This annual review is necessary to ensure that only individuals needing and using charge card 

purchase and convenience check authority are assigned these authorities.  

 

Timeframe:  Reviews should be completed and consolidated reports sent to OC-620 by  

January 31, 2011. 

 

Budget Impact:  No budget impacts are anticipated. 

 

Background:  The Department of the Interior (DOI) Integrated Charge Card Policy Manual issued 

on November 24, 2008, and the Office of Management and Budget (OMB) Circular A-123 require 

reviews of travel and purchase lines on an annual basis.  This ensures cardholders are given purchase 

authority only when needed to accomplish the BLM’s mission and provide adequate purchasing 

capability in an office.  

 

There have been numerous high-profile instances, government wide of charge card and convenience 

check misuse and fraud.  Both the OMB and the DOI Office of the Inspector General consider 

underutilized authority to be an unnecessary fraud risk. 

 

Manual/Handbook Sections Affected:  Refer to Section 1.4.6.1 of the DOI Integrated Charge 

Card Program Guide issued on November 24, 2008, for details on review requirements. 

 

Coordination:  This IM was coordinated internally within the BLM’s NOC and follows the 

procedures used for this review in previous years.   

 

Contact:  If you have any questions, please contact Lloyd Fread, OC-620, at 303-236-5927. 

 

 

 

 

 

 

 

Signed by: Authenticated by: 

Lynda B. Stelzer William Mills 

Director, National Operations Center Records Administrator 

 

Distribution 
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OC-521, BLM Library 

 

 

 
 

 


