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Hello!!  The topics selected for this 25th edition address those processes and procedures that require increased emphasis and knowledge.  They are Fiscal Year-End Close-out Procedures; making GPC purchases; various aspects of C.A.R.E. (on-line transaction log, etc.). and other related 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/PKHOME/PKO/gpc/index.html
Your suggestions for improvement are encouraged.

GPC USE AVAILABLE THROUGH 29 SEP 02

Y

es, I’m sure…I think!!  You may continue to use your GPC up through 29 Sep 02.  Any funding left on the AF 4009 will be automatically transferred to a MORD.  I must stress one thing here…the billing official is responsible for ensuring there is enough money on the funding document to fully pay the bill when it arrives.  Should this not be the case, the billing official account will be immediately suspended for a minimum of 30 days…NO EXCEPTIONS.

Remember, the card is good through 29 Sep 02.  You must ensure there is enough money on the document to pay the bill when it arrives.  Any funds remaining on the AF 4009 on 29 Sep 02 will be automatically transferred to a MORD.  If you have any questions, contact Mr. Robledo (3-2582), Ms. Agcaoili (3-0623) or me.

MISUSE OF CONVENIENCE CHECK ACCOUNTS

P

er guidance from SAF/AQCP, any convenience check holder who issues checks in excess of $2,500 will have their accounts cancelled.  Should a convenience check account be cancelled, the using organization will have to submit the following information for consideration should it wish to continue in the program:

· A statement signed by the violator’s 2-letter commander, or equivalent, detailing the disciplinary action taken to preclude a reoccurrence of the situation or an explanation as to why none was considered necessary.

· A determination by a warranted contracting officer that the purchase would have been proper if performed by a contracting officer.

Lastly, the action will have to be ratified by the 61 ABG/CC or his/her authorized designee.

The process seems a bit harsh, however I suspect there is a method to the madness.  The best way to avoid the potential displeasure of this process is to avoid violating this tenet of the program.  Writing checks in excess of $2,500 will result in the cancellation of the account.  As always, questions should be directed to us.

WEB-BASED TRAINING PASSWORD CHANGE

T

he password for C.A.R.E. Web-based training is “teach” while the user ID remains “usbank.”  You may continue to access the C.A.R.E. Web-based training site at https://wbt.care.usbank.com or by selecting the E-Services tab located on the main page of C.A.R.E.

BILLING OFFICIAL RESPONSIBILITIES

F

or the GPC program to operate as designed and mandated, each billing official must know:

· Userid and Password to get into CARE.  This is essential.  Hopefully, you have all gone into the program and at least attempted to complete the approval/certification process.  If you have not received a userid and password, let me know ASAP.

· The number of billing official accounts he/she manages.  If the BO does not know how many BO accts he/she manages, how can they be sure that each account has been approved/certified in CARE as required by the current GPC guidance.  When I run a report on who has complied, it shows the name of the person that certified the account.  If you have two accounts and only certified one, your name will be included on the list of accounts that have been certified.  Thus it is possible to be included on the list of persons who have certified an account AND still have uncertified accounts that could result in suspension of your privileges.  Another thing to consider…you should be able to view ALL of your accounts under a single userid.  If this is not the case, let me know and I will ensure you are given this capability.  Inform your cardholders to do the same if they cannot view ALL of their accounts under a single logon.

· Whether the organization has appointed an Alternate BO and who that person is.  It is important for the continuity of the program that each billing official have someone designated to act on their behalf during an extended absence.  This person will need a CARE userid and password, as well.  

· The billing official must certify EACH and EVERY account statement…EVEN IF THERE HAS BEEN NO ACTIVITY.  Think of it as a “negative response required” situation.

· And lastly, the billing official must notify the Installation Purchase Card Program Manager, at least quarterly, of cardholders who have retired, separated, been reassigned, or who no longer have cardholder responsibilities.  The organization is also encouraged to plan for the departure of the billing official by identifying a replacement far enough out to allow the proposed replacement to be trained and installed.  Should this not be accomplished, the account will be suspended upon the billing official’s departure.  Should the BO account be suspended, all cardholder accounts there under will be rendered useless.

Thanks for all the hard work.  Keep it up!!
CONTINUE TO UTILIZE BASE SUPPLY

R

EMINDER:  You are still REQUIRED to consult Base Supply before you purchase items they carry from other sources.  This is especially true of paper and paper products and office supplies.  If they carry an item you require, you are mandated to purchase it from them.  Failure to do so is a violation that will result in suspension.  Please remember to consult all the mandatory sources before you purchase anything on the open market.

USING THE GPC ABOVE $2500

I

f you want to use your GPC above the $2.5K limit, you must have a letter authorizing you to do so, AND the item(s) must be available on a prepriced contracting instrument (GSA, BPA, IDIQ, etc.).  I’m sure everyone knows that by now.  What I want to stress is to ensure the item you purchase is actually on the contract.  The vendor will tell you they do indeed have a contract and will even give you the contract number, but if the item you purchased is NOT on the contract, you have violated the rule against using the card above that $2.5K on the open market (definitely an offense resulting in suspension).  Please ensure the item you want to buy is on the GSA or other contract.  Ask them specifically, “Is this item on your GSA contract?”  To be safe ask them to send you a copy of the page of the contract schedule that lists the item.

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.

Business cards may be purchased from The Lighthouse for the Blind, Inc., a Javits-Wagner-O’Day (JWOD) participating non-profit agency if, and only 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.

PURCHASING ORGANIZATIONAL COINS

W

e get several inquiries annually concerning the procurement of these items.  The bottom line is there must exist a specific authorization for you to do so.  Coin presentations, for the most part, can only result from performance recognition pertaining to mission accomplishment and must be authorized in an AFI under the 36 series.

AFI 65-601, Vol 1, para. 4.29.2, authorizes Air Force activities to use appropriated funds to purchase organizational coins to be presented for performance recognition awards authorized by those AFI 36-XXXX series instructions which pertain to mission accomplishment, or a MAJCOM/FOA/DRU supplement thereto.  AFI 36-2805, Special Trophies and Awards, para. 1.4.4, dated 29 Jun 01, authorized presentation of organizational coins as mission accomplishment awards.

No other authority allows the use of appropriated funds to procure mementos, e.g., coins or medallions, for Air Force individual military or civilian personnel or units if the reason is for the presentation is not specifically addressed as a mission accomplishment award.

The Air Force does not have the authority to issue coins procured with appropriated funds simply for being assigned to an organization, being present for duty or being an attendee at a recurring periodic meeting.  The authority for merchandise-type items (e.g. organizational coins) for mission accomplishment awards for civilians is 5 USC 1125 (CG Decision B-243025) and for military, 10 USC 1125 (CG Decision B-247687).  Organizational coins purchased with appropriated funds may not be personalized with the presenter’s name (EXCEPTION:  Four (4) star general officers are authorized to personalize coins.) IAW AFI 65-601, Vol 1, para 4.29.2.

As you can see, the guidance is anything but straight forward.  Should you require additional clarification, contact us.
MINIMUM ESSENTIAL REQUIREMENTS

W

hen purchasing items/services using the GPC, the purchaser is required to purchase the item or service that meets the minimal requirements of the organization.  For example, if you have a basic need to rent a vehicle to transport 4 passengers, you should rent something closer to a compact versus a full-sized convertible with leather interior and 10-disc CD changer.  I know this may be an extreme example, but hopefully you see my point.

This philosophy should be used regardless of the item or service contemplated.  If you want to purchase personal planning systems (i.e., Franklin, Day Runner), purchase only the generic (green) refills or the cheapest binders instead of the myriad selection of premium products.  As a keeper of taxpayer funds, you have an obligation to spend prudently.  Purchase only those features absolutely necessary for the contemplated use.  Remember, gold-plating can be deemed waste and abuse.

TRANSACTION MANAGEMENT LOG ENTRIES

W

e continue to receive inquires on how to input information into the “Log Detail” and “Log Line Item Detail” tabs in TM.  So, as a result we are publishing this step-by-step process on how to do just that!  Once you are in TM you must:

· Click the Transactions tab.

· Select the transaction to which you want to enter detail about.

· Select the Log Detail tab at about the right center of your screen.

· Enter the additional data in the fields provided using the guidance listed in AFI 64-117, para 4.3.5.3.1.1.

· Once you have filled in all the appropriate fields, select the Log Line Item Detail tab.

· This tab is used to itemize your purchase (for example: 2 boxes of pens, stapler, etc).  For each item you must click the Enter button.  This will add your entry to the log at the bottom and clear the fields for your next item.

· Once you are done itemizing your purchase, you must click back to the Log Detail tab and select the Save Log button.  If you miss this step and move on to another transaction, your information will not be saved and you will have to retype the data. 

*NOTE: This way of entering data into your transaction log can only be accomplished on Unapproved/Open cycles.  Once the cycle is closed and has been approved, this option will be unavailable. 

Another way to enter transaction log data is by using the Transaction Log tab at the top of the TM screen.  The steps for entering data on this screen are the same as above but you will not have the luxury of viewing the particular transaction you are entering data for.  You must utilize your receipts or your Statement of Account to keep track of which transactions you are entering data for.  In the instruction above, I mentioned how you must select the Save Log button in the Log Detail tab to save your information.  This button may read as an Add button when you are using the Transaction Log.  These two buttons accomplish the same task.

When you are updating information that you have already created a log for, please follow these steps:

· Select the transaction that you want to update.

· Locate the information that you want to update by clicking on either the Log Detail tab or the Log Line Item Detail tab.

· Change the data in the appropriate field.

· When using the Log Line Item Detail tab, you must select the Update button in both the Log Line Item Detail tab and the Log Detail tab.  IF you are just using the Log Detail tab you only have to select the Update button in that tab. 

If you require further guidance, please access the web based training at https://wbt.care.usbank.com.  The user id is “usbank” and the password is “teach.”  If you still need further assistance, please contact me (David Robledo) at 3-2852 or Ms. Jennifer Agcaoili at 3-0623.

RECONCILIATION OF GPC ACCOUNT

D

espite all my pronouncements, there is still a large percentage of cardholders and billing officials who are not reconciling their statements in a timely manner.  Please log into CARE and approve/certify your billing statements, even if you have no activity during a particular billing cycle.  Think of it as a “negative response.”  Accounts not approved within 30 days after the end of the previous billing cycle will be suspended until the required actions have been taken.

In addition to having purchase authority suspended, after 60 days, you also lose any right to dispute a purchase or transaction appearing on your bill, whether you made it our not.  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 15 days after the end of cycle, will have their authority withdrawn pending reconciliation.  As the learning curve flattens, be prepared for more stringent enforcement.

Lastly, the data you input is only available to view in CARE for the current cycle and the 5 previous cycles.  Beyond that, you can run reports in CARE going back up to two years.  If information is needed going back even farther, U.S. Bank will have to run the report by going back through their archives.  U.S. Bank is DoD’s official repository for information.  They are required to maintain the records so organizations don’t have to.  If you require any of this information, contact us.

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.

It is the Billing Official’s responsibility to decide whether to use the GPC or submit an AF Form 9 to the Contracting Office.  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 61 CONS/LGCP within 3 workdays of making the purchase.  We will verify receipt of the required data during our monthly surveillance.

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 14 Aug 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

	
	

	07 Aug 02
	14 Aug 02

	04 Sep 02 (1440C/D)
	11 Sep 02

	02 Oct 02
	09 Oct 02

	06 Nov 02
	13 Nov 02

	04 Dec 02
	11 Dec 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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