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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 rollout of new C.A.R.E. functionality, fiscal year-end closeout procedures, the use of CIT-PAD, purchasing personal data assistants (PDA), and other pertinent subjects.

A special thanks to Col. Scott Bagley and the folks in JA for their hard work in researching and publishing the below guidance on purchasing personal data assistants (PDA).

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.

C.A.R.E FUNCTIONALITY ROLLOUT

U

.S.Bank, the GPC contract holder for the Air Force, has added new functionality to its Customer Automation and Reporting Environment (C.A.R.E.).  Up until recently, C.A.R.E. was used solely by installation/agency program managers to assist them in performing routine administrative tasks like establishing and canceling accounts, revising spending levels and categories, and obtaining real-time reports of GPC activity, among others

  This new functionality is devised to assist both cardholders and billing officials in the management of their GPC transactions and is divided into three sections…transaction maintenance, transaction logging and transaction reallocation.  C.A.R.E. will allow you to:

· View your transactions

· Create/edit/delete information in an on-line transaction log function (use is mandatory)

· Reconcile the log

· Approve Transactions

· Reallocate transactions

· Dispute Transactions

· Approve cardholder statements

· Certify Billing Official Statements

  C.A.R.E. will allow you to see each GPC transaction in real time.  For example, you make a purchase today from UNICOR.  As soon as the merchant processes the transaction, significant identifying data (amount, vendor, date, etc.) is captured by C.A.R.E. and immediately available for viewing by the cardholder, billing official, the program office or another oversight agency, if appropriate.  This is the beginning of the on-line log.  At this point the cardholder can approve the transaction or wait until the end of the cycle.

  C.A.R.E. will also eliminate the need to have a different GPC for each long line of accounting (LLOA).  Program participant will be able to reallocate each transaction to the appropriate LLOA, whether it is for supplies/equipment or training.  This feature excites me the most as it will eliminate the issuance of multiple cards to the same individual.

  We, here at LAAFB, are scheduled to begin using C.A.R.E. starting with the Dec 2001 cycle which begins on 26 Nov 01.  If all goes as planned, each program participant will be able to self-register to receive a userid and password required for access to C.A.R.E..

  Prior to implementation it is imperative that each program participant complete the web-based training (WBT) provided by U.S.Bank.  The WBT site is located at https://wbt.care.usbank.com/.

The userid is “usbank”.

The password is “learning”.

Click on “Training”.

Choose the “CCP” training link (second option).

  Choose the appropriate module (either “other users’ or “cardholders”, as appropriate.  From the menu, click “Show Me”, then “Center My Movie”, then on “Start Lesson”.  Proceed by reading the dialogue box and clicking on “Continue” until the lesson ends.

  Cardholders must complete all modules under the “cardholder” option.  Give Module #2 extra attention!!  Billing Officials must complete modules 1, 4A, 4B, 6A, 7 and 9 under the “Other Users” option.  RAs should complete modules 1, 4A and 9 under the “other Users” option.  You should take the WBT as many times as necessary until you feel comfortable with the process and procedures being taught.  When we deploy this functionality, you must be ready.  There are no alternatives to this implementation.

  Another  important feature of C.A.R.E. is an on-line transaction log.  AFI 64-117, paragraph 4.3.5.3.1.1 mandates that all purchases be documented in a log.  Until recently, there was no standard log format, just required types of information.  However, this has changed.  Starting on 26 Nov 01, all program participants will be required to utilize the on-line log provided in C.A.R.E..  This change is mandated by and outlined in the SAF/AQC memorandum entitled, Government-wide Purchase Card Logs, dated 16 May 2001.  Each cardholder must complete each module under the cardholder portion of the training.  There are six modules total.  Again, you must complete each of them.  Pay particular attention to Module #2.

  We plan on conducting some group training sessions, however, I am not convinced of the usefulness of such sessions.  Your thoughts on such an effort are appreciated.  Again, it is most imperative that each program participant completes the appropriate training modules, not just once, but several times.  If you have any questions or comments, please contact us.

FISCAL YEAR END CLOSE-OUT PROCEDURES

W

hen GPC funding documents (AF Form 4009) are set up, they are issued with an expiration date of the last day of the fiscal year (September 30, XXXX).  This is done to allow continued use of the card with full funding at all times, however, there are some tasks that must be accomplished to allow close-out for the end of the fiscal year.

On or about September 1, the FSO will begin to coordinate with each billing official for each account to determine the amount to be obligated for purchases expected to be made during September.  This amount MUST include any purchases that are unbilled as of the August bill, planned purchases to be made during September, and the amount of any unresolved disputes.  This information  MUST be provided to the FSO not later than 15 Sep 01.

Upon receipt of this information, the FSO will begin closing out the AF Form(s) 4009.  On or about the same time, the cardholder organization shall take immediate action to establish a Miscellaneous Obligation Requirement Documents (MORD).  This document will be used to pay the September invoice and any prior year charges received after the September invoice.  Failure to establish a MORD will result in authority to use the card beyond 15 Sep 01 being withdrawn and the decommitment of the remaining balance.

If you have any questions or comments, contact Bobbie Manalili, SMC/FMFL, (310) 353-6066.
USE OF THE GPC FOR EDUCATION & TRAINING

U

nit training monitors are authorized to purchase non-government and/or off-the-shelf training using their own unit funds.  Off-the-shelf training is defined as training products and services regularly available to the general public and/or government personnel.  The term includes training offered in catalogs or other printed materials by a college, university, professional association, consultant firm or organization.  It does not include training specifically developed, designed, or produced to meet a requirement unique to an organization and/or program.  An AF Form 9, submitted to the Operational Contracting Division (SMC/PKO), is the proper document to purchase training designed specifically to meet a requirement particular to the organization.

PRIOR to attending a training or education course or program, approval must be obtained via the use of the appropriate training form (i.e., DD 1556, Request, Authorization Agreement, Certification of Training and Reimbursement, from 61 MSS/DPE.  The Education Office must review and approve requests for training according to statutory, legal, and administrative requirements, regardless of funding source.  Additionally, compliance with the guidance contained in AFI 64-117 and issued by HQ USAF/DPDE is mandatory.

Cardholders may be authorized by SMC/PKO to use the GPC up to $25,000.  However, they must submit a letter requesting authorization to use the GPC above the micropurchase limit up to $25,000.  The GPC does not take the place of formal acquisition procedures for obtaining non-personal services (test facilitators, proctors, etc.).  Requirements for non-personal services at any dollar level will be submitted to SMC/PKO for procurement.

Bottom Line:  Cardholders must have a completed and approved DD Form 1556 prior to contacting a training vendor or attending a training session REGARDLESS of the funding source and method used to pay for the training.

INFORMATION TECHNOLOGY AND CIT-PAD

P

rior to purchasing computers or computer-related equipment, you must check with the Commercial Information Technology-PAD (CIT-PAD) to determine if they have what you need.  The CIT-PAD is the Air Force's Information Technology (IT) Superstore.  It offers products from more than 30 different extensive hardware, software and service contracts and blanket purchase agreements.  These contracts are mandatory for all IT purchases within AFMC IAW General George T. Babbitt's, AFMC/CC, 7 Oct 99 memorandum entitled "AFMC Policy on Purchasing Information Technology (IT) Products".  The CIT-PAD web page is available at http://web1.ssg.gunter.af.mil/cit-pad/.  As always, an approved CSRD must be obtained prior to any thoughts of purchase.

In accordance with the recent change (HQ AFMC/CC Memo, dated 14 Aug 2000), AFMC activities shall continue to use the Air Force (AF) IT Superstore to procure IT products unless an alternate source clearly provides a better value.  The prices negotiated by Standard Systems Group Commercial Information Technology-Product Area Directorate (CIT-PAD) are extremely competitive, and in most cases, are the best available prices.  CIT-PAD will work with customers on an individual basis to obtain even greater price discounts for quantity buys of 50 systems or total purchases greater than $50K.

The customer no longer will submit a waiver request to the CIT-PAD when considering an alternate source from CIT-PAD.  For exceptions to using the AF IT Superstore, the customer will provide a best value analysis of the AF IT Superstore product and the alternate source on the Communications and Information System Requirement Document (CSRD).  The best value analysis is completed through a process that compares price, performance, availability, and maintainability to select the most advantageous value to the government.

When alternate sources provide a better value, the appropriate Communications and Information Systems Officer (CSO) will certify the CSRD and the Contracting Officer will approve the final acquisition.  If the AF IT Superstore does not have a product with the capabilities needed to satisfy the requirement, the customer will document this on the CSRD for CSO certification.
PERSONAL DATA ASSISTANTS AND THE GPC

A

n SMC organization recently inquired whether it could purchase Personal Data Assistants (PDAs) for its personnel.  Specifically, the organization desired to purchase the PDAs with appropriated funds and issue same as consumable items.  A cost-analysis conducted by this organization concluded that the cost for a lower-end PDA was comparable to the cost of an initial Franklin planner and three subsequent annual refills.  After reviewing the applicable regulations and consulting with AFMC/JA, we've concluded that while the organization could legally justify the purchase of PDAs for use by its personnel (assuming it meets the criteria discussed below), the PDAs may not be issued as consumable items.  The PDAs remain the property of the Government requiring accountability by the purchasing organization and reuse screening by the Communications Squadron before being released to non-DoD entities.

First, as to the legality of purchasing the PDAs with appropriated funds, federal appropriations law prohibits the use of such funds for other than their intended purpose.  Where an appropriation is not specifically available for a particular item, its purchase may be authorized as a "necessary expense".  A "necessary expense" exists if there is a reasonable relationship between the object of the expenditure and the general purpose for which the funds were appropriated and the expenditure is not otherwise prohibited.  In our opinion the purchase of PDAs can be justified as a "necessary expense" and not a personal expense as long as the organization can show: 1) that the organization cannot accomplish its purpose as expeditiously and satisfactorily with the purchase of the PDAs and  2) that the PDA is not an item that the employee is reasonably expected to furnish as part of the personal equipment necessary to enable him or her to perform the regular duties of the position.  Again, we think that the purchase of PDAs for use by personnel could be justified much like the current justification needed for the purchase of Franklin planners or other similar calendar products for use by personnel.  Please note:  this opinion  does not provide Center wide justification for the purchase of PDAs for use by personnel.  All such purchases should be individually justified and documented by the buying organization taking into consideration the factors provided in this opinion.  JA will assist and advise as necessary.

While the purchase of a PDA for use by personnel with appropriated funds could be justified, issuing same as a consumable item is not supportable.  A consumable item is an item of supply that is normally consumed in use and thrown away (see AFI 23-103, Determining Materiel Requirement for Air Force-Managed Consumable Items, June 1994).  Unlike a Franklin planner or calendar, a PDA's usefulness will not end at a set time.  It will have usefulness as long as it is capable of functioning properly.  While one might argue the usefulness of a PDA will decrease as technology advances.  However, the usefulness of a PDA does not render its usefulness obsolete.  The situation is analogous to government computers.  As technology advances, the computer's usefulness decreases but the computer does not stop working and still has many functions.  The capacity for maintaining some usefulness prevents personal computers, and consequently PDAs, from being issued as consumable items.

In addition, like computers, PDAs are subject to re-use screening prior to being released to non-DoD entities (see AFI 33-112, Computer Systems Management, February 2001).  Re-use screening is a procedure whereby the Communications Squadron ensures that government information (including of course classified information) is not released when the asset is sold or donated.  PDAs, like computers, must be "wiped clean" prior to exiting the AF inventory.  Accordingly, purchasing organizations must establish an accounting system to ensure that all PDAs are accounted for and held subject to re-use screening.

Given what I'm hearing from a number of organizations, I'm confident that this will not be a particularly popular opinion.  But this is currently the state of what's required.  It could very well be that as the use of PDAs increases, the policy regarding their status could change.  But, to our knowledge, that is not the case yet.

One final point.  If organizations desire to purchase PDAs with the Air Force Government-Wide Purchase Card or if they plan to utilize PDAs with secured computer systems that handle classified information, please contact the 61st Communications Squadron immediately.

PURCHASING DRINKING WATER

A

ir Force organizations may purchase drinking water with appropriated funds only when it is a necessary expense from the government's standpoint, such as when:

· The public water supply is unsafe for human consumption as determined by competent medical/environmental authority in writing.

· There is an emergency failure of the water source on the installation.

· A temporary facility has no drinking water available within a reasonable distance.

· There is no water fit for drinking purposes available without cost or at a lower cost to the government.  This would include drinking water that is available from standard sources, i.e., drinking fountains, but not potable by reason of offensive smell, taste, and discoloration as determined by the Installation Commander.  The purchase of drinking water with APF would cease to be authorized when the problem with the drinking water has been remedied.

For further guidance, contact us via the dedicated e-mail address or at 3-2852 or 3-0623.
PURCHASE OF GASOLINE/DIESEL FUELS

T

he purchase of aviation, diesel, heating fuel, gasoline fuel or oil for aircraft and motorized vehicles is prohibited using the GPC.  Petroleum products will be purchased using the commercial credit cards procured and provided by the Defense Energy Support Center (DESC).  Regardless of the method used to purchase fuel, ground fuel purchases must be reported to the Base Fuels Flight for processing and aviation fuel purchases must be reported in accordance with AFI 23-202 .

BUSINESS CARDS

W

e often get inquiries about the purchase of business cards and normally the reply is not what the inquirer wanted to hear.  There has been a slight change in the guidance, but you might want to put your celebrations on hold until you finish this paragraph.

The purchase of business cards is now authorized from The Lighthouse for the  Blind, Inc., a Javits-Wagner-O’Day (JWOD) participating non-profit agency.  IF the business cards are equal to or less in cost than private stock cards created on a personal computer AND written approval is obtained from the Secretary of the Air Force delegable to subordinate management officials (General Officer or civilian members of the Senior Executive Service).

Business cards may also be printed, using existing software and agency-purchased card stock, when the above-referenced appropriate approving official determines an organization or position under his/her cognizance requires business cards in the performance of their official functions.  Recruiting and liaison personnel, as described in AFI 65-601, para 4.36.1 are authorized to have business cards commercially printed (including the use of DAPS) by other than The Lighthouse for the Blind, Inc. without the approvals outlined above.

INITIAL AND REFRESHER TRAINING SCHEDULE

A

ttendance to GPC initial training is MANDATORY for all prospective program participants, cardholders and billing officials PRIOR to requesting set-up of the appropriate accounts.  Please attend a training session PRIOR to submitting the account set-up documentation.  Incomplete packages will be returned to the requesting organization until all requirements are fulfilled.

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

	
	

	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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