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T

his informational newsletter is prepared and distributed by the Operational Contracting Division (SMC/PKO) for the use and enlightenment of all GPC cardholders and billing officials at organizations serviced by Los Angeles Air Force Base, CA.  This information is intended to broaden and refresh knowledge of the GPC program and its guidance.  You are encouraged to maintain these briefs as part of your permanent file.  This month’s topics include the Federal Prison Industries (UNICOR), guidance on the purchase of awards, individual equipment items, paid advertisements and other pertinent subjects.

Don’t forget to access the GPC website.  It contains vital program information, sample document formats and links to other GPC websites.  It is available at: http://www.losangeles.af.mil/SMC/PK/PKOHOME/IMPAC/index.html.  Your suggestions for improvements are encouraged.

FEDERAL PRISON INDUSTRIES (UNICOR)

U
NICOR is the trade name for Federal Prison Industries, Inc. As part of the Federal Bureau of Prisons within the Department of Justice, UNICOR has been in business since 1934.  While its primary mission is the productive employment of inmates, the benefits to you are high quality products and services at competitive prices, and procurement with no bidding necessary.
UNICOR is a self-sustaining enterprise, receiving no congressional appropriations.  Their income is derived solely from the products that you purchase from them.  from the products we sell.  For many Federal inmates, the organization represents a new beginning, an opportunity, possibly for the first time, to learn about the world of work, its duties, responsibilities and rewards.
UNICOR offers a broad variety of high-caliber services that can enhance your human and financial resources.  If you have equipment to repair, furniture to refinish, data to input, or a job to print and distribute, call UNICOR.  You might just find the support you need.

· Printing
· Repair & Refurbishing
· Data Services
· Distribution & Warehousing
· Computer/Electronics Recycling
· Testing
· Screen Printing
· Commercial Market Services
Waiver Request Procedures
Because UNICOR is a mandatory source provider for items listed in its Schedule of Products, an ordering office must receive UNICOR's written authorization for clearance prior to placing an order for a similar item through outside sources.  Your waiver request should include the following:
· Point of Contact Detail: 

Name and title of the appropriate contact person; name/signature of the appropriate contracting officer. 
· Complete Mailing Address: 

Agency, street, city, state, and zip code. 
· Phone and Fax Numbers: 

For contacting purposes. 
· Description of items: 

Descriptive material (i.e., illustrations, drawings, brochures, etc. of the items to be purchased) that convey the characteristics, and/or construction of item(s) in question, including the corresponding UNICOR part number or NSN for comparison purposes.  Your waiver request must justify why UNICOR's most comparable item does not meet your needs.
· Justification: 

Your waiver request should explain why our products do not meet the basic needs of your agency. Please refer to our full line catalog which can be obtained by calling (800) 827-3168, or to the UNICOR OnLine Catalog. 
· Price & Quantity: 

List the quantity and estimated unit price for each item; if systems furniture, be certain to specify number of completed workstations and estimated cost. (If the request is for component parts only, please specify.) 
Should you have budgetary constraints, please explain and provide the maximum dollar amount available. 
· Realistic Delivery date: 

Delivery requirements inconsistent with those referenced on the General Services Administration Federal Supply Schedule, require written certification from your contracting officer. This certification must state that the items are available from the outside source within the required time frame indicated in the waiver request. The delivery date should be specified as month, day, and year that the product is needed on site. 

Exception: 
Effective January 1, 2000, a Dorm and Quarters furniture pilot was implemented which will run through fiscal year 2005.  During this period, UNICOR will voluntarily waive its mandatory source status for all purchases of dorm and quarters furniture (that is, dorm & quarters furniture in FSC 7105 only).  This pilot does NOT extend to other products listed on UNICOR's Schedule of Products.
Waiver requests may be sent by mail, electronically or by fax (859) 254-9048.

If by mail, send requests to: 

· UNICOR Customer Service Center 

· P.O. Box 13640 

· Lexington, KY 40583-3640 
Upon receipt, your request will be reviewed for completeness, assigned a waiver identification number, and evaluated based upon the requirements specified.  Each waiver request is evaluated on a case-by-case basis by UNICOR’s sales consultants and/or staff.  You will be notified should any information be missing from your request.  UNICOR will make every attempt to process your waiver request in a timely manner.  During seasonal volume surges, or if information is missing from your request, processing times will vary, but they will do their best to minimize delays.
Further questions and/or clarification regarding these procedures, as well as waiver status information, may be obtained by calling the  Customer Service Center at (800) 827-3168. 
Should your request be denied, you may appeal this decision electronically through UNICOR's Ombudsman, or send a detailed letter justifying your position to: 
Jan I. Hynson, Ombudsman, Federal Prison Industries, Inc
320 First Street, N.W. Washington, DC  20534
(202) 305-3515; Fax (202) 305-7340. 
To expedite processing of the appeal, be sure to provide the waiver identification number (found at the top of your waiver denial letter).  List all items, requirements, and explain why you are unable to support UNICOR's denial in detail. 

Give UNICOR an opportunity to satisfy your requirements (After all, it is the law!!).  You might be surprised at the quality of the products.  As stated in their motto, they deliver "Total Customer Satisfaction".
BOTTOM LINE:  Any purchase you make from UNICOR does make a difference!!

PURCHASING UNIFORM CLOTHING ITEMS

F

rom time to time, we get inquiries concerning use of the GPC to purchase various uniform items and/or obtaining services to sew rank insignia, nametapes, and accouterments on uniform items.  The following guidance obtained from AFI 65-605V1 is presented for your information and guidance.

Items Issued as Individual Equipment

Organizations may use their O&M-type funds to obtain required special uniforms (e.g., desert BDUs, flight suits, and other TA 016 uniforms which are not included as regularly issued uniforms which are paid by individuals from clothing allowance), as directed by their commander or other competent authority.  These uniforms and the matching stripes and accouterments are “optional items directed wear.”  The cost of any associated rank insignia, nametapes, and accouterments, as well as sewing on of these items on these uniforms, as required, may also be provided from organizational O&M-type funds at the discretion of the commander.  This is applicable to officers and enlisted.
Free Issue of Enlisted Grade Insignia.

Organizations may buy enlisted grade insignia for free issue to newly promoted enlisted military personnel (Table of Allowance (TA) 016B and AFMAN 23-110, Volume II, Part 2, Chapter 23).  Treat these insignia purchases as a normal supply-type expense.  Don’t use O&M funds to buy officer insignia (TA 016).

Sewing  Rank Insignia and Accouterments on BDUs
Organizations may use organizational O&M-type funds to sew on insignia and accouterments on enlisted personnel BDUs when enlisted members replace a “damaged” (not serviceable) BDU.  Do not use organizational funds to sew on the name tapes and accouterments to existing woodland BDUs or replacements due to normal wear and tear.

Organizations may fund stripes for new promotees, but the individual pays for sewing on the stripes.
PAID ADVERTISEMENTS

P

eriodically, we are asked about the appropriateness of purchasing advertisements using the GPC.  AFI 61-117, Paragraph 2.2.5 references the Federal Acquisition Regulation (FAR) Part 5 as the guiding instruction for this subject.  It further states that the authorizing official is the Head of Contracting Activity (HCA).  Approval authority may be delegated in writing to wing commanders by HCA for purchases less than $2,500.
Part 5 of the FAR defines "advertisement," when used in context with this subject as any single message prepared for placement in communication media, regardless of the number of placements.  "Publication," as used in this context, means


(a) The placement of an advertisement in a newspaper, magazine, trade or professional journal, or any other

printed medium, or


(b) The broadcasting of an advertisement over radio or television.

Newspapers

Authority to approve the publication of paid advertisements in newspapers is vested in the head of each agency (44 U.S.C.3702).  This approval authority may be delegated (5 U.S.C.302 (b)).  Contracting officers shall obtain written authorization in accordance with policy procedures before advertising in newspapers.

Advertisements may be paid for at rates not over the commercial rates charged private individuals, with the usual discounts (44 U.S.C.3703).  Upon receipt of an invoice supported by proof of advertising, the GPC cardholder shall attach a copy of the written authority and file it with other GPC program documentation required to reconcile the account.

MISSION ACCOMPLISHMENT AWARDS

A

ir Force activities may use appropriated funds to purchase special trophies and awards authorized by those AFI 36-XXXX series instructions that pertain to mission accomplishment, or a MAJCOM/Base/FOA/DRU supplement thereto.  Included are trophies, plaques, emblems, certificates, organizational coins, and similar items that are designed for display purposes. For organizational coins, do not personalize them by stamping the presenter’s name on the coin and the presenter’s name is not to be added after the coin is cast.  The coins are to be presented as cast from the die without further embellishment, i.e. presenter’s name engraved. They are organizational coins, not personalized mementos.  Use only the organization’s name.  The prohibition against personalizing stationary in AFI 37-162 is applicable to organizational coins for the same reasons – it creates frozen stock (waste) when personnel change and requires an additional expenditure to change the die from which these items are cast.  Merchandise items such as jackets or belt buckles with a nominal cost, as determined by local Command authorities, and which display the activity logo, insignia or other inscription that clearly identifies its purpose meet Comptroller General criteria for mission accomplishment awards.  Air Force activities may use such items for mission accomplishment awards to the extent authorized by agency directives or instructions.  The authority for merchandise-type items for mission accomplishment awards for civilians is 5 U.S.C. 4501-4507 (see Comptroller General Decision B-243025) and for military, 10 U.S.C. 1125 (see Comptroller General Decision B-247687).
BOTTOM LINE:  There is no authority that allows the use of appropriated funds to procure mementos, i.e., coins or medallions, for Air Force individual military or civilian personnel or units if the reason for the presentation is not specifically addressed as a mission accomplishment award published in the Command or Base supplements to AFI 36-XXXX.
APPLIANCES AND FURNISHINGS FOR WORK BREAK AREAS

A

ir Force organizations may use appropriated funds to purchase work break area furnishings and small appliances under the following conditions.

· Responsible officials must determine that the appliance(s) in question is reasonably necessary for, and not just incidental to, the proper execution of an authorized program and that employees need to remain at their place of duty (workstation) during the work shift.

· Break area furniture is authorized only for officially designated shop break (work) areas.

· The purchase of small appliances is for shop break (work) areas that directly support the operational mission.  

(NOTE: In most cases, this will apply only to craft and maintenance type-shop areas not accessible to snack bars and cafeterias and not to staff/administrative offices, where personnel have desks and offices/cubicles and access to the foregoing facilities.  Funding for appliances in these offices is the responsibility of the individuals working there.)  The purchase must meet these criteria:

· Acquisition costs are relatively small and no snack bars or other eating facilities are readily accessible.

· The appliance acquisition must enhance employee morale and increase employee productivity.

· The appliance is not being purchased for the purpose of providing entertainment.
LOST OR STOLEN CARDS

B

illing officials shall submit a written report (e-mail

acceptable) through the Installation Purchase Card Program Manager to the MAJCOM/FOA/ DRU Program Coordinator within five workdays.  The report will include:

· The purchase card number, the cardholder’s complete name;

· The date and location (if known) of the lost/stolen card and the date reported to police;

· The date and time Bank was notified;

· Any purchase(s) made on the day the purchase card was lost or stolen; and

· Any other pertinent information.

A new purchase card will be mailed within 24 hours of the reported loss or theft (Monday through Friday).  If the cardholder finds the original purchase card, it shall be cut in half and given to the billing official who will complete the destruction notice and forward it to the Installation Purchase Card Program Manager, who will notify the MAJCOM/FOA/DRU Program Manager.  The Installation Purchase Card Program Manager will contact the Bank to ensure the account is closed.

LIGHT REFRESHMENTS AT CONFERENCES, SYMPOSIUMS, AND SEMINARS

T

he JFTR and JTR, pursuant to General Services Administration (GSA) travel rulings, authorize the serving of light refreshments during breaks at conferences, symposiums, and seminars.  Light refreshments (excluding alcohol) include such things as coffee, tea, milk, juice, soft drinks, doughnuts, bagels, fruit, pretzels, cookies, chips, muffins, or similar items.  The serving of light refreshments during breaks at conferences is optional, not mandatory.  APFs are not authorized to fund “ice breakers” before the conference or farewell socials after the conference concludes.  These are a personal expense.
For Air Force sponsored conferences the organization that sponsors the conference will fund any light refreshments served during breaks in conference sessions and, therefore, it is the sponsoring organization’s option as to whether they wish to have such refreshments.  It is not an entitlement.  NOTE: Simply referring to a local meeting on an installation, at a MAJCOM, or at HQ USAF, even with one or two people TDY in attendance, as a conference, seminar or symposium does not confer authority to use appropriated funds for light refreshments.  There must be a minimum of 30 people in attendance and a majority of the attendee (at least 51%) must be from a permanent duty station (PDS) other than the PDS of the sponsoring activity.
INITIAL AND REFRESHER TRAINING

G

PC refresher training is MANDATORY for all program participants, cardholders and billing officials.  Failure to attend this training within 12 months  of your last training session will result in your participation in the program being temporarily suspended until this requirement is satisfied.  If the billing official account is suspended, all cards managed there under will be rendered useless.

The upcoming training schedule is included for your convenience and planning.

	Initial
	Refresher

	
	

	Bldg. 125, Room 1338
	Bldg. 125, Room 1338

	0800-1200
	0900-1200

	
	

	08 May 01
	15 May 01

	05 Jun 01
	12 Jun 01

	10 Jul 01
	17 Jul 01

	08 Aug 01
	22 Aug 01

	05 Sep 01
	12 Sep 01

	03 Oct 01
	10 Oct 01

	07 Nov 01
	14 Nov 01

	05 Dec 01
	12 Dec 01


NOTES

As always, questions, comments and/or suggestions should be submitted to our GPC dedicated e-mail address at smcpk.impac@losangeles.af.mil.  Take good care of yourselves!!  See you next month!!
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