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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 use of appropriated funds, purchasing recycled content items, payment of sales tax, and various administrative procedures and processes, 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.

GPC AND APPROPRIATED FUNDS

A

s a rule of thumb, if appropriated funds were not legally available for a procurement before the advent of the GPC, they are not legally available now.  The GPC did not abrogate the propriety of funding rules established by statute, Congressional direction, Comptroller General decisions and Air Force policy.  Party supplies, serving materials, food and drink are considered "entertainment" and are addressed in AFI 65-601, Vol. I, para 4.28, Entertainment.  There is no authority for procuring these items for Commanders call, retirement, PCS farewells, office gatherings, and the like.

Mementos are only authorized using Official Representation Funds (ORF) (10 USC 127) (AFI 65-601, Para 4) (sic) and the Latin American Cooperation Fund (LATAM COOP) (10 USC 1050) (AFI 65-601, para 2.3).  AFI 65-601, Vol. 1 does not address the use of appropriated funds for the procuring of mementos because, other than the foregoing, there is no legal basis for using APFs for such expenditures.  AFI 65-601, Vol. I, para 4.29.3 addresses promotional items and it does not include coins, coffee mugs, pens, or coasters for conferences, meetings, symposia, etc.  Organizational coins are for mission accomplishment awards documented in the AFI 36-XXXX series or supplements thereto, not mementos.  There is no problem using the GPC card for expenses related to conferences, meetings, symposia, etc. that are authorized for APFs:  meeting rooms, honoraria, or fees for speakers.

USE OF THE GPC ABOVE THE MICROPURCHASE THRESHOLD

A

bove the micropurchase threshold, the GPC shall not be used except as an ordering mechanism against Blanket Purchase Agreements (BPAs) or Indefinite Delivery Indefinite Quantity (IDIQ) contracts, including GSA schedules.

If authorized to make purchases above $2,500, cardholders not in contracting organizations will use the GPC only to obtain items from pre-priced contracts and agreements (e.g., Federal Supply Schedule (FSS), BPAs, Indefinite Delivery/Indefinite Quantity contracts etc.).  In this case, authority to use the purchase card will not exceed $25,000 per transaction.  When purchasing from pre-priced contracts/agreements, cardholders must review prices on at least three contracts/agreements and select the best value item for their requirements.  A record of this review will be kept with the cardholder’s purchase card documentation. The single purchase limit when purchasing under the Javits-Wagner-O’Day (JWOD) remains $2,500 if the purchase is made on the open market. If the items or services are available on pre-priced contracts or agreements with the above organizations or their dealers then the single purchase limit is $25,000 for these items as detailed above.)  Purchases made on the open market from Federal Prison Industries (UNICOR) may be made up to $25,000. Purchases from FPI are considered inter-governmental transfers and are not subject to the $2,500 single purchase limit.

USE OF GPC FOR EPA GUIDELINE ITEMS

T

he Resource Conservation and Recovery Act (RCRA) and Solid Waste Disposal Act require agencies to use recovered materials for EPA-designated items to the maximum extent practicable without jeopardizing the intended use of the item.  An EPA Guideline Item is an item that is or can be made with recovered materials which is listed by the EPA in procurement guidelines and for which EPA has provided purchasing recommendations in a related Recovered Material Advisory Notice (RMAN).

A list of EPA Guideline Items can be requested from the Environmental Management function at the Base Civil Engineer Office (61 ABG/CEV).  The items that we have the most interest in are paper and paper products, and non-paper office products such as bond paper for printers, faxes and copiers and the various toner cartridges that go in them.  The current required percentage of post use recycled content is thirty per cent.

If the thirty percent content does not work for you, say it jams your printer for example.  If that is the case, you may then obtain a waiver (see below) and use twenty percent recycled content.  If that doesn’t work, you can use ten percent, on down the line.  At each step (percentage of recycled content), the required waiver/determination must be on file PRIOR to making the purchase.

If, for whatever reason, only virgin products (zero recycled content) can be utilized, their purchase must be approved by the cardholder’s organizational commander or equivalent.  Compliance with the Affirmative Procurement Executive Order 13101 is required at all dollar levels.  A written determination based upon one of the following reasons must be maintained by the cardholder organization for any orders above $2,500.

· Items containing EPA-recommended recovered content standards are not available within a reasonable period of time.

· Items are only available at an unreasonable price.  Include sufficient information to support price decision.

· Items are not available from a sufficient number of sources to maintain a satisfactory level of competition. Include list of sources queried.

· Items based upon technical verification fail to meet performance standards or specifications.

When conditions apply for repetitive purchases of the same item, an annual blanket determination, approved by the Chief, Operational Contracting Division, may be approved and maintained by the cardholder’s organization.

Written approval must be obtained from a general officer or SES before buying non-compliant items over $2,500.  If there is no general officer or SES on the installation, then the installation commander is the approving authority.  Questions on the EPA Comprehensive Procurement Guidelines should be addressed to SMC/PKO.

CANCELLATION OF GPC ACCOUNTS

Cardholder

U

pon reassignment, separation, retirement, etc., a cardholder shall surrender the GPC to the billing official at least 30 days prior to departure.  The billing official will send e-mail to the Installation Purchase Card Program Manager stating all transactions (charges/credits) have cleared the Bank, the card has been destroyed and request cancellation.  The Installation Purchase Card Program Manager will cancel the account with the Bank within 14 days and document the file.  At the discretion of the Installation Purchase Card Program Manager, close-out surveillance may be required prior to cancellation of accounts.

Billing Official

T

o cancel a GPC account, the billing official shall:

· Complete a Cardholder Maintenance bank form with “Cancellation” and “purge from reporting” marked and forward to the Installation Purchase Card Program Manager.  Also, forward to Installation Purchase Card Program Manager (e-mail acceptable) verification that all transactions (charges and/or credits) have cleared the Bank and the card has been destroyed.  When possible, cardholder accounts should be cancelled 60 days prior to reassignment or retirement to ensure all monthly statements have been reconciled and items purchased have been received.

· Notify the SMC/FMF for adjustments to the funding document, if required.

Billing officials must notify the Installation Purchase Card Program Manager, on a quarterly basis, of cardholders who have retired, separated, been reassigned, or who no longer have cardholder responsibilities.
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.

OFF-THE-SHELF TRAINING

A

s referenced in AFI 64-117, paragraph 2.11.1., off-the-shelf training is defined as existing, commercially available training products and services that are regularly available to the general public/government personnel.  The term does not include training specifically developed, designed, or produced to meet a requirement unique to an organization program.  The Purchase Card will be used to pay for “off-the-shelf” training with a purchase limit of $25,000 for an individual event or planned series of the same training event, activity, service, or course material.  The completion of a DD Form 1556 and Education & Training Flight approval is required for all "off-the-shelf."  Training events exceeding the $25,000 may be purchased and paid from the DD Form 1556.  Training designed or developed to meet a specific requirement must be purchased using an AF Form 9 through the local Contracting office.

GPC’s TAX EXEMPT STATUS

S

everal times each year, we get inquiries concerning requests for tax exemption certificates.  In a nutshell, sales to the Federal Government are EXEMPT by statute, though each state has its own refined definition of what types of sales are covered.

The State of California does not require the Federal Government to provide a tax exemption certificate to retailers when a “centrally billed” Federal Government credit card is used as the method of payment.  The distinction here is “centrally billed” versus those that are “individually billed”.  “Centrally billed” charges are billed directly to and paid directly by the Federal Government, while “individually billed” charges are billed to and paid by the Federal employee, regardless of whether the employee is subsequently reimbursed by the Federal Government.

The GPC meets the criterion for the “centrally billed” designation and as such is exempt.  To support an exempt sale to the Federal Government, a retailer need only retain the credit card receipt that clearly show an imprint of the GPC and the retail invoice.  Travel and other credit card programs may not enjoy this exemption.  If you have any questions, contact us!!
NON-EXPENDABLE EQUIPMENT

N

on-expendable (Budget Code 9) equipment items valued over the micropurchase threshold ($2500) that are purchased on existing contracts with the purchase card must have accountability records established through Base Supply.  Equipment custodians must contact Base Supply Equipment Management Element immediately upon receipt of the asset.  For items under $2500, no formal Base Supply accountability is required (except items that are classified or sensitive).  Accountability for items equal to or less than the micropurchase threshold is the responsibility of unity commanders.  Unit Commanders must establish a locally devised program that provides visibility and audit trail capability.  This may include use of hand receipts and spreadsheets

COMMUNICATIONS REQUIREMENTS

P

rior to ordering IT items (Computer, Network, Software), Cellular Phones, Pagers, or communications services you must identify the requirement to the 61 CS for coordination/approval.  For assistance in documenting, submitting, and/or processing your requirements contact the 61 CS Communications Requirement Section @ extension(s) 3-0665/3-2176 or email "61 CS/SCSX Requirements Section" from the Global Address List.

Note: End of Year is on us with financial close out deadlines fast approaching.  You need to submit your requirements "immediately" to provide us the ability to support you. 

For further information, contact Mr. Michael A. Danner 61CS/SCSX, 3-0665

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

O

rganizations 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.

O

rganizations 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
O

rganizations 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.

REFRESHMENTS AT AWARDS CEREMONIES

C

ommanders may hold awards ceremonies for military members and civilian employees, including their families, friends, work associates, and union representatives (See CG Decision B-223319, 21 July 1986 which addresses a national award ceremony).  While light refreshments may be served, the Comptroller General Decision implies that the award being presented must be substantial in nature to qualify for the serving of refreshments.  A substantial award would involve a competitive USAF-wide selection (national award), such as 12 Outstanding Airmen, or a competitive Command-wide selection (regional award), such as Command Officer, NCO, Airman, and Civilian of the Year. PCS, promotion, school graduations, recurring quarterly recognitions, commander’s call, and retirement ceremonies are not considered award ceremonies for the serving of refreshments using appropriated funds.

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 significant number of people in a TDY status.
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

	
	

	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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