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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 how to establish a GPC account, cardholder responsibilities, acquiring business cards and printing services, 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.

ESTABLISHING A PURCHASE CARD ACCOUNT

T

o participate in the GPC program, cardholders and billing officials must be appointed, receive training and submit the required documentation.  SMC/PKO is responsible for conducting and documenting the training and issuing account set-up forms for completion.

In addition, commanders of the requiring activities must prepare a Letter of Appointment designating the proposed cardholder and billing official.  This letter must fully describe the types of purchases to be made; identify the name, rank, duty title, telephone number, and e-mail address of the cardholder(s) and billing official(s), and specify the funds to be used to pay for purchase card purchases (include a copy of the AF Form 4009 which will be used to fund the card).

Coordination with the servicing FSO is mandatory to ensure that the proper funds are allocated for the purchase card charges.  The billing official initiates the request for the funding document from the servicing FSO (SMC/FMFL).

SMC/PKO will furnish a written response for any disapproved letters of appointment to the requesting activity within ten workdays after receipt of the written request. Disapprovals will explain the rationale for denial.  Incomplete packages (missing documents) will be returned without action.

CARDHOLDER RESPONSIBILITIES

O

f all the program participants, GPC cardholders definitely have the hardest job.  In addition to their primary jobs, they have the stress associated with this program.  To ease the mental strain, I have highlighted some cardholder responsibilities that don’t get a lot of press.

1. Whenever practical, GPC cardholders shall solicit suppliers other than the previous vendor before placing repeat orders.  If suppliers furnish standing price quotations or catalog prices on a recurring basis, obtaining competition on individual purchases is not necessary, but the prices should be periodically confirmed as current.

2. When determining the number of sources to solicit, consider the nature of the item or service to be purchased and whether it is highly competitive; information from recent purchases of the same or similar items or services; the urgency of the purchase; the dollar value of the purchase; and past experience concerning dealer prices.

3. These purchases shall be distributed equitably among qualified vendors.  A special effort should be made to solicit small and small disadvantaged businesses as a source for supplies and services whenever practicable.

4. Purchases under $2,500 may be made without competition; however, the cardholder must consider the prices to be reasonable.

5. Ensure that a reasonable price is obtained. Comparing prices offered by other vendors for the same or similar item or service is the preferred method to determine prices as being fair and reasonable.

6. Certify that the quantity and the quality of the items or services furnished are in accordance with the order/contract (verbal or written) with the vendor. (Make sure that you receive what you pay for!)

7. Cardholders must obtain the same functional area approvals they would receive if processing an AF Form 9 (e.g., SC for computer equipment, DAPS prior to obtaining commercial printing, DP for training, etc.)

8. Cardholders must comply with the Affirmative Procurement Program. Items listed in the EPA’s Comprehensive Procurement Guidelines must contain the recommended recycled or recovered material content unless one of the exceptions is applicable.

9. Written approval must be obtained from a general officer or SES before buying non-compliant items over $2,500.  Questions on the EPA Comprehensive Procurement Guidelines should be addressed to SMC/PKO.
10. 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.

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.

“SPLITTING” REQUIREMENTS

C

ardholders are prohibited from making repeat buys of the same item to avoid the $2500 limitation for purchasing and the $25,000 limitation for ordering using the purchase card.  In addition, no order for the same vendor may exceed the single purchase limit of $2500 even if the individual items comprising the purchase have unit prices that are less than $2500.

The purchase card was implemented to avoid the need for warehousing items and requisitioning items through the Supply system.  This “just-in-time” buying philosophy allows organizations the flexibility to buy items when they need them.  However, there is no basis in regulation or law to permit cardholders to repetitively purchase an item when the cardholder knows or should have known of additional requirements for the same item that would result in an aggregate purchase greater than $2500.  There is a distinction between buying supplies and services based on one’s own needs known at the time and buying for one’s organization based on the known organizational requirement or forecast.  The following two examples illustrate the distinction:

Example 1:  On a Monday, a cardholder buys one $2400 widget because that is his known requirement.  The next day, he learns that someone in his organization needs another identical widget.  As long as he made an honest effort to consolidate his organization’s requirements when he made the first buy, he has not split the requirement.  He does not have an obligation to know other organizations’ requirements.

Example 2:  A cardholder normally holds all requests for widgets until the end of the day/week/month so he will only have to make one buy.  There is a steady, recurring requirement for this widget.  After realizing that his request has exceeded $2500, he decides to buy part of his requirement one day and the remainder the next.  That is splitting a requirement because it was known or should have been known that the requirement exceeded $2500.  In cases such as these, the contracting office should initiate a Blanket Purchase Agreement or other Indefinite Delivery Indefinite Quantity ordering contract.  The key component is the knowledge of the requirement the cardholder possessed at the time of purchase.  

This is not meant to be a definitive answer that may be applied to every situation but rather a guideline that delineates the major concerns. Business advice should be sought from the Operational Contracting Division to decide the best strategy for obtaining repetitive buy items and services.  If you think your circumstances may be perceived reviewers as splitting a requirement, contact your Agency/Organization Program Coordinator for guidance.  The Purchase log should be documented to explain any purchase that may have the appearance of a split requirement.
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.

ACQUIRING PRINTING AND COPYING SERVICES

P

rinting, copying services, or copier services provided by commercial sources 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).

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.

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.

ENVIRONMENTAL PROTECTION AGENCY (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.

A list of EPA Guideline Items can be requested from the Environmental Management section at the Base Civil Engineer Office (61 ABG/CEV).  Items include paper and paper products, vehicular products, construction and transportation products, park and recreation products, landscaping products, and non-paper office products.

Acquisition of EPA-designated items that do not meet the EPA minimum recovered material standards must be approved by the cardholder’s two-letter 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.

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

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

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

4) 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 SMC/PKO, may be approved and maintained by the cardholder’s organization.

VIOLATION OF GPC PROCEDURES

I

f, as a result of findings from a surveillance visit, or by any other means, it is discovered that a cardholder or billing official has violated GPC procedures, the Installation Purchase Card Program Manager (IPCPM) MUST take appropriate action to document the violation and take steps to preclude a reoccurrence.

If the billing official discovers violations of purchase card/convenience check procedures by one of their cardholders, they will document the violation and forward the information (e-mail acceptable) to the IPCPM for appropriate action.  Action(s) taken will be commensurate with the violation(s).  Specifically, and as deemed necessary, a letter, signed by Operational Contracting Division Chief (or equivalent), will be sent to the cardholder and/or billing official, with a copy provided to the cardholder’s commander.  If suspension or termination of an account is deemed appropriate, the IPCPM will take the necessary steps to have the Bank suspend the cardholder or billing official account by voluntarily closing the billing official’s or cardholder’s account, or by reducing the purchase limit to $0.  The letter must state the following as a minimum:

1) Description of violation that was discovered or is occurring.

2) Any effective suspension or other change to the account.

3) If applicable, the suspension or termination will remain in effect until:

(a) The cardholder or billing official receives remedial training from the IPCPM on Air Force purchase card procedures with special emphasis in the area of the violation; and

(b) Other corrective actions which must be taken by the cardholder or billing official are completed. For example, additional controls may be necessary to prevent re-occurrence. Also, restitution may be required for any unauthorized purchases.

After all corrective actions have been successfully accomplished; the account will be reinstated.  Further offenses will be reported to the installation commander and will be grounds to permanently revoke the purchase card privileges.  The violation and any subsequent re-training shall be documented and maintained in the GPC program office.

TRADITIONAL CEREMONIES

T

he use of appropriated funds that might be prohibited as personal expenses may be permissible when they are incurred incident to certain traditional ceremonies.  Don’t provide free food, snacks, alcoholic beverages, etc., except as authorized in AFI 65-601, V1.  Various Comptroller General decisions permit the commercial printing, including DAPS, of invitations and programs only for those ceremonies specified in AFI 65-601, V1, which do not include retirements, unless performed in conjunction with a formal Change of Command ceremony:
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!!

stro

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.
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