PCPN 5 – Appointment of Departmental Accountable Officials 
Released 08 NOV 06

 

Note: Level 3 APCs - IT IS YOUR RESPONSIBILITY TO GIVE THIS NOTICE WIDEST DISSEMINATION TO PROGRAM PARTICIPANTS TO INCLUDE APCs, AOs AND CHs IN YOUR HIERARCHY.     

 

THIS PCPN APPLIES WHEN USING APPROPRIATED AND NON-APPROPRIATED FUNDS.

PURPOSE:   This PCPN updates NAVSUPINST 4200.99 to accurately reflect the length of time for the file retention for Departmental Accountable Officials documentation to 6 years and 3 months.  This PCPN also requires an update to the AO file.  The AO must retain a copy of the DD Form in their file (with the original going to DFAS (exception NAF does not need to send to DFAS)).  
OVERVIEW:  Within the DON Purchase Card Program, APCs, Approving Officials, and CHs are considered departmental accountable officials per the DoD FMR Vol. 5, Chp 33, Section 330302.  All departmental accountable officials must have a completed DD Form 577 on file.  The DD form 577 must be retained for 6 years and 3 months after the individual no longer serves in the capacity as departmental accountable official.
REFERENCE:   
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NEW POLICY:


Add to Chapter 1, 6, c, (10) Add to the last line of the paragraph – “DD Form 577 shall be retained for the duration the employee serves in this capacity and for 6 years and 3 months beyond.”
Replace Chapter 1, 6, d, (3) with “AOs must have a completed DD Form 577.  This form shall be maintained with AO documentation for a departmental accountable official.  All departmental accountable officials must acknowledge, confirm and accept their official responsibilities by completing and signing a DD Form 577 and letter of appointment.  Signed DD Form 577s shall be maintained in the participant’s files for a period of 6 years and 3 months after the individual no longer serves in the capacity as departmental accountable official. 

To streamline the process, the delegation letter can be incorporated with the DD 577 provided all of the required limits, sources and transaction types are filled out within block 14.”
 ACTION REQUIRED:  

Level V APCs shall ensure all departmental accountable officials within their activity’s purchase card program are identified and they understand and acknowledge, confirm and accept the official responsibilities by completing and signing a DD form 577.  Signed DD Form 577s shall be maintained in the participant’s files for a period of 6 years and 3 months after the individual no longer serves in the capacity as departmental accountable official. 
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