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Hello!!  The topics selected for this edition address those processes and procedures that require increased emphasis and knowledge.  They are various aspects of C.A.R.E. (transaction reporting , on-line transaction log, etc.) Operation Mongoose, procurement of cell phones, mandatory use of UNICOR, purchasing gifts and other various subjects.

Please take time to visit the GPC website!  You can obtain 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.  “Hoppy” Easter!
CREDIT CARDS UNDER FIRE?

O

n 12 March 2002, the Under Secretary of Defense, Comptroller (C) and Acquisition, Technology and Logistics (A+T) issued a joint memo entitled Internal Controls for the Purchase Card Program. Each of you should have received a copy of it.  The memo points out that auditors continue to find major problems at field locations.  Areas mentioned include inadequate training, excess spans of control for billing officials, failure of billing officials to review cardholder purchases before invoices are certified for payment, payment delinquencies; and insufficient accountability for purchased items; especially pilferable items like personal digital assistants (PDAs), for example, Palm Pilots.
I am certain the level of scrutiny will only increase, so I suggest you review your GPC program and records with attention to the areas identified in the OSD memo.  Also, you might want to be ready to comment on the adequacy of your internal controls…just in case your commander asks how it is going.

Though I am not aware of any specific problems like those mentioned in the memo here at Los Angeles AFB, it is always prudent to take an extra careful look to be sure that our internal processes and controls are adequate.  I am, however, aware of a potential problem looming on the horizon.  This has to do with BO review of cardholder purchases.  I am concerned because we have not achieved 100% BO reconciliation of CH accounts in CARE before the cut-off date.  I cannot impress upon you enough the importance of achieving 100% compliance in this area.

Each program participant must be aware of and completely understand his/her responsibilities as outlined in AFI 64-117.  The procedures set forth there require the compliance of cardholders, billing officials, resource advisors and management if the program is to operate as intended.  Whenever GPC rules are violated, the appropriate corrective and disciplinary actions will be initiated.  As required by the AFI, violations will be reported to the 2-letter commander and the individual (not just that account) will be suspended.

Should you require another copy of the OSD memo, please contact us.
GPC AND APPROPRIATED FUNDS
Q

uestions continue to arise about the use of the appropriated funds GPC for procuring things such as party supplies, food and drink for commander's call, retirements, PCS farewells, mementos for commanders to give visitors, T-shirts, promotional items for conferences, meetings, symposia, and a myriad of other procurements.

  As 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 does 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 IMPAC card for expenses related to conferences, meetings, symposia, etc. that are authorized for APFs:  meeting rooms, honoraria, or fees for speakers.

GPC TRANSACTION REPORTING REQUIREMENTS

I

n accordance with the DoD supplement to the Federal Acquisition Regulation (DFARS), Part 204.670, Defense Contract Action Data System (DCADS), any awards greater than $2,500, but less than or equal to $25,000 must be documented on a DD Form 1057.  Effective 01 Oct 01, cardholders (CHs) will collect certain data (size, classification, etc.) from vendors for any purchase transaction awards greater than $2,500, but less than or equal to $25,000. The CHs will sign and date each document, then forward to the purchase card program office within three working days after the order is placed.

The vendor knows its size classification if it has been awarded a pre-priced contract, so don’t just accept an “I don’t know” from the sales person. Have him/her find someone who does know.  If you cannot get the data, DO NOT make the purchase.

As detailed in AFI 64-117, Government-wide Purchase Card Program, the use of the GPC above the micro-purchase threshold ($2,500) is optional, and must be authorized by the Chief, Operational Contracting Division.  Therefore, it is the Billing Official’s responsibility to decide whether to use the GPC or submit an AF Form 9 to the Contracting Office.  Contracting personnel will not automatically return your purchase request when the cost is greater than $2,500, but less than or equal to $25,000, just because you may be able to procure it using the GPC.

Despite the increased reporting requirement, the use of the GPC will still result in timelier receipt of your products and/or services than would be the case when using the AF Form 9 procurement process.  Weigh both the advantages and disadvantages when deciding how to liquidate your requirements, GPC or send to Contracting. One thing you should remember is that if you use the AF Form 9 process, you will not receive a rebate for using the GPC.

Collection of this data is not optional.  If you use the GPC at any level above $2,500, you shall collect and submit this data to SMC/PKO within 3 workdays of making the purchase.  We will verify receipt of the required data during our monthly surveillance.

You should have already received copies of the reporting documentation.  If not, you can contact us for a copy or you can download it from the GPC web page.

ON-LINE TRANSACTION LOG

A

n  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 the advent of C.A.R.E., there was no standard log format, just a requirement to collect certain types of information.  However, this has changed.  Starting on 26 Nov 01, all program participants WILL 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.  You should complete each field under the subfolders entitled Log Detail and Log Line Item Detail.  These subfolders are located under the Transaction Log folder.  The data you must include consists of, but is not limited to:  Description of item; Quantity; Unit Price, Name of Requestor, etc. as required at 4.3.5.3.1.1

RECONCILATION OF GPC ACCOUNT

D

espite all my pronouncements, there is still a large percentage of cardholders and approving who are not reconciling their statements in a timely manner.  30 days after the end of the cycle, only 66% of cardholders and approving officials have reconciled their accounts.

Remember, after 60 days dispute rights with the bank are lost.  IAW with AFI 64-117, this process should be completed NLT the 15th of the month following the end of the billing cycle, about 21 days (worst case).  Under “pay and confirm” the bank gets paid, regardless.

Allowing for some learning curve with CARE, managing accounts that are not reconciled within 45 days after the end of cycle, will have their authority withdrawn pending reconciliation.  As the learning curve flattens, be prepared for more stringent enforcement.

In addition to reconciling in CARE, BOs must continue to submit their statement, signed on back as Certifying Officer, to SMC/FMF (Finance) for as long as you keep receiving hardcopies.  I’ll let you know when this requirement ceases.

C.A.R.E TRAINING RESOURCES

Though the formal training sessions we conducted have concluded, it is NEVER too late to take (or re-take)  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 “information”

· Click on “Training”.

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

  Choose the appropriate module and begin the training experience.  Proceed by reading the dialogue box and clicking on “Continue” until the lesson ends.  If you have trouble loading FLASH 5.0, try using Netscape Navigator instead of Explorer.  If that doesn’t work, contact your workgroup administrator.

  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.

USE OF FEDERAL PRISON INDUSTRIES (UNICOR) STILL MANDATORY

B

y now, I am sure you’ve all heard/read that Federal Prison Industries’ (UNICOR) mandatory status was changed by the FY02 DoD Authorization Act.  We have direction from SAF/AQC that we are to wait for written direction (probably a Federal Acquisition Regulation (FAR) or Defense Federal Acquisition Regulation Supplement (DFARS) change) before we do anything different.  So...until then...UNICOR is still mandatory.  As with all procurement laws, we react when the FAR/DFARS gets changed.  If anything about this changes, I’ll let you know.

By the way, the actual statutory language doesn’t remove UNICOR as a source (i.e., we won’t ignore them).  Rather, the new law is that (to loosely paraphrase) we continue to use UNICOR sole source when they are “price competitive,” but may do open market competitions when market research shows FPI to be more expensive.  The law says that SECDEF makes the decision to go “open market” so we need to wait to see how that gets delegated in the DFARS.  A copy of Section 811 is available upon request.

If you have any questions or comments, contact us via e-mail.

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.

ACQUIRING PRINTING AND COPYING SERVICES

P

rinting, copying services, or copier services provided by commercial sources is prohibited unless government support is unavailable.  Cardholders shall contact DAPS or the local government printing/copying office and determine that printing support is unavailable and must receive authorization from the DAPS Manager in order to use a commercial printing source.  Coordination with DAPS/local government printing office may be done by telephone and documented in the purchase log.  The single purchase limit for purchase card use with DAPS is $100,000.  (Authority above $2,500 must be obtained from SMC/PKO).

Despite the closing of the local DAPS facility, LAAFB personnel are still required to use DAPS unless the decision to go elsewhere can be documented and supported in the file.  DAPS’ inability to meet your requirement (time or service constraints) is the only exception to using this service.  DAPS will pay to have your requirement express mailed to the nearest facility for processing.  So the fact that they are no longer co-located here at LAAFB, is not in itself reason not to utilize DAPS..  Advanced planning will go a long way toward preventing logistics problems before they become potential mission failures.

When DAPS is not available and authorization is received to use commercial printing sources, the threshold shall revert to $2,500 per purchase.  Splitting these requirements to stay under the $2,500 limit is unauthorized.

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.
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

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.

PURCHASE OF PETROLUM PRODUCTS

T

he purchase of aviation, diesel, heating fuel, gasoline fuel or oil for aircraft and motorized vehicles is an unauthorized use of the GPC.  Packaged oil and lubricants needed to support base maintenance shops, however, may be purchased using the GPC.  Otherwise, petroleum products will be purchased using the commercial credit cards procured and provided by the Defense Energy Support Center (DESC).

MANDATORY PURCHASE CARD REFRESHER TRAINING

A

nnual GPC refresher training is MANDATORY for all program participants, cardholders and billing officials.  Failure to attend this training within 30 days of your due date 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 next GPC refresher training session is scheduled for 03 Apr 2002 from 0900 to 1200 in Bldg. 219, Room 1080.  Attendance is on a first-come, first-served basis.  For further information, contact David Robledo (3-2852) or Jennifer Agcaoili (3-0623).

Bottom Line:  You must attend refresher training within 12 months of your last training session… whenever that was!!

INITIAL AND REFRESHER TRAINING

G

PC refresher training is MANDATORY for all program participants, cardholders and billing officials.  Failure to attend this training within 30 days of your due date 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. 219, Room 1080
	Bldg. 219, Room 1080

	0800-1200
	0900-1200

	
	

	03 Apr 02
	10 Apr 02

	01 May 02
	08 May 02

	05 Jun 02
	12 Jun 02


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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