DISASTER SOP 

 VISA CARD HOLDERS

When a Visa Card Holder is deployed to a National Disaster, he/she is responsible for ensuring that they follow the same rules/regulations when purchasing supplies/materials at the disaster as they do when purchasing at the home district.  The following are requirements that each cardholder must know prior to deployment.

1. The cardholder is required to bring a letter from his/her Agency Program Coordinator stating the following: The employee is a valid cardholder in the District and he/she is in good standing with his/her Visa Card and that consolidation of the monthly billing is completed in the required time.  ALL Visa cardholders are required to bring this statement with them when they are deployed to the affected district.  This letter will ensure to the “Agency Program Coordinator” of the Visa Account that the employee is responsible and had the training and knowledge that is required in using the Government Purchasing Card.  The “Agency Program Coordinator” will then be responsible for requesting additional cards for these employees.  The APC will fill out the form that is required by USA Bank and will then fax to them with an explanation of an “Urgency” request and to be shipped out immediately to the disaster.   

2. REQUIRED TO BRING CEFMS SIG CARD: Government Purchase Cardholders are responsible for entry into CEFMS for each purchase he/she has made.  The process is the same as if you were at your home district. You will be required to put in the “Remarks Block” of the PR&C the “Tasker Number” that authorized you to make the purchase(s).  This is very important because it covers you, the cardholder, when making the purchase.   DON’T FORGET TO BRING YOUR SIG CARD!!!  
3. The Data Base Manager at the affected district will be responsible for granting access into their CEFMS data base so the cardholder(s) will be able to complete CEFMS transactions.  The “Access Control Maintenance Worksheet” and the “Supervisor’s Statement” for “Electronic Signature Capability” will be required on each cardholder and/or CEFMS user.  This will be the responsibility of the Organizational Support Leader to complete on the employee(s) then forwarding the forms through the correct channels to the Data Base Manager.  Data Base Managers should be required to turn this request around within a 24-hour period.
4. Employee will not be able to deploy back home until he/she has consolidated their Visa awards.  After all requirements are met, the cardholder will turn in the credit card to the “Lead” in the Organizational Support Team.  The cards will then be forwarded to the District Contracting Officer for him/her to hold in a secure (safe) area.  These cards could then be used if another disaster should occur in that area and would be reissued back to that cardholder.
5. Property items purchased will have the same procedures during a disaster as they currently have in the CEFMS environment at your home district.  Example:  Purchase of a chainsaw – you would use Res Code: “EQUIPMENT”.  Purchase of ADP equipment such as copy machines, computers, etc – use Res Code: “ITEQUIPEXP” Using these Resource Codes will require (in most districts) approval from LM/IM and F&A depending on the district’s business process they have in place.  When purchasing ANY Property item(s), the cardholder will be required to print out the PR&C to give to the Property Book Officer, as soon as possible so he/she can Bar Code the item.
