PCPN 11 – Forced Authorization Approval Moved to Level III APC 
Released 21 SEP 07
 

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 procedures for processing a forced authorization.
OVERVIEW:  Currently, the NAVSUPINST 4200.99 requires a Level II APC approval for noting the account for forced authorizations.  This PCPN changes the authority level from Level II APC to Level III APCs.
NEW POLICY:

Add to the end of Chapter 1, 12, c: 

If a forced authorization is required, Level III APC approval is required.  The Level IV/V APC shall provide the Level III APC with the following information, in writing, prior to approval:

1)
Name of the Cardholder

2)
Last 6 digits of Cardholder account

3)
Merchant name

4)
Transaction amount (exact dollar amount)

5)
Merchant Category Code

6)
Validation of transaction (justify the purchase, explain how the purchase meets the mission of the organization)
Once the Level III APC has received and validated the information, the Level III APC will contact the bank to have a note placed on the CH account not to exceed 96 hours.    Once the account is noted, the merchant will be able to process the transaction (within that time period). The merchant will not be able to swipe the card, as it will still result in a decline. The merchant will need to contact the bank’s customer service (number on the back of the card) to obtain a verbal approval code for the charge.  The merchant will then be able to manually enter the authorization code into their terminal to process the transaction.  A complete listing of Merchant Category Code exclusions can be found under the ‘Bank Guidance‘ tab of the Purchase Card section of the CCPMD website (https://www.navsup.navy.mil/ccpmd). 
The Level V APC is required to maintain copies of the forced authorization approval in the transaction file.  
ACTION REQUIRED:  
Level IV/V APCs shall contact their Level III APCs for all forced authorizations effective with this PCPN.  Level II APC approval is no longer required for forced authorizations.  Level V APCs are required to maintain the copy of the approval for the forced authorization in the transaction folder.
