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Season’s Greetings!!  I hope everyone had a great Thanksgiving holiday weekend.  Christmas and the new year are just around the corner.  Here’s hoping yours is enjoyable and safe.

The topics selected for this, our seventeenth edition, deal with areas where improvement and/or increased understanding is required.  We will, again, discuss transaction reporting requirements, aspects of the C.A.R.E. Rollout, the program’s tax exemption status, purchasing uniform clothing items 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.

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 receive copies of the reporting documentation within the next couple of days.  Copies will also be available on the web page.

C.A.R.E FUNCTIONALITY ROLLOUT

A

S you should be well aware by now, U.S.Bank has added new functionality to its Customer Automation and Reporting Environment (C.A.R.E.) designed 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.

  We, here at LAAFB, have just began using this system, so any uncertainty you may be experiencing is a common phenomena among all of us.  By now, everyone should have received his/her userid and password.  If this is not the case, give us a call.  Please attempt to reconcile and approve your Nov 01 statements.  As with anything new, there will be growing pains, but feel confident that this, too, will be accomplished as required.

  Though the formal training sessions we conducted have concluded (Great job, Dave!!), 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 “knowledge”

· 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.  If you have trouble loading FLASH 5.0, try using Netscape Navigator instead of Explorer.  If that doesn’t work, contact your workgroup administrator.

  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.  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.

  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.

**Problem Solving Tip**
I

f you encounter a problem accessing the C.A.R.E. Web-based Training or Transaction Management website, please try this remedy.  Insure that your computer is equipped with Internet Explorer 5.5 and is set at 120-bit encryption.  If you do not know, please consult your organization’s workgroup manager.  Once this is verified, please try and use the C.A.R.E. system again.  If this does not work, please e-mail your name and organization symbol to Jennifer Agcaoili.  She will consolidate the problems and submit a help request to the Communications Squadron for assistance.
PURCHASING APPLIANCES FURNISHINGS FOR WORK BREAK AREAS

A

ir Force organizations may use appropriated funds to purchase work break area furnishings and small appliances under the following conditions.
· Responsible officials must determine that the appliance(s) in question is reasonably necessary for, and not just incidental to, the proper execution of an authorized program and that employees need to remain at their place of duty (work station) during the work shift.
· Break area furniture is authorized only for officially designated shop break (work) areas.
· The purchase of small appliances is for shop break (work) areas that directly support the operational mission.  (NOTE: In most cases, this will apply only to craft and maintenance type-shop areas not accessible to snack bars and cafeterias and not to staff/administrative offices, where personnel have desks and offices/cubicles and access to the foregoing facilities.  Funding for appliances in these offices is the responsibility of the individuals working there.  The purchase must meet these criteria:
· Acquisition costs are relatively small and no snack bars or other eating facilities are readily accessible.
· The appliance acquisition must enhance employee morale and increase employee productivity.
· The appliance is not being purchased for the purpose of providing entertainment.
As always, if you have any questions concerning this policy, contact us.  E-mail is preferred.

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 90 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 16 Jan 2001 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!!

QUESTIONED PURCHASE PROGRAM

E

ach month, we on the IPCPM team receive a listing of all purchases made during the previous cycle.  Since it is almost impossible for us to personally survey each account monthly, we utilize this listing to provide the required level of oversight.  From this listing we look for various indicators of adverse purchasing activity (i.e., purchases available from statutorily mandated sources being obtained at lower priority sources, or required coordination or approval not being obtained, etc.).

If any of the purchases you’ve made during the reporting cycle are indicative of such activity, you will be contacted via e-mail to provide a brief detailed explanation of what you purchased and how you obtained it (via UNICOR, JWOD-affiliated organizations, etc.).  In the e-mail, a date when your response is due will be established.  Your prompt and complete response is required and appreciated.  Failure to respond by the date indicated or to request and receive an extension to the response date will be deemed an admission that a violation has occurred.  Violations will be handled as outlined in AFI 64-117.

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.

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

Organizations 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.

Organizations 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
Organizations 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.
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!!
INITIAL AND REFRESHER TRAINING

G

PC refresher training is MANDATORY for all program participants, cardholders and billing officials.  Failure to attend this training within 90 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

	
	

	02 Jan 02
	09 Jan 02

	06 Feb 02
	13 Feb 02

	06 Mar 002
	13 Mar 02

	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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