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Hello!!  I hope everyone’s new year has gotten off to a rousing start.  I know mine has.  Too much work, so little time, so on to it!!

The topics selected for this edition deal with areas where improvement and/or increased understanding is required.  We will, again, discuss the refresher training requirements, transaction reporting requirements, aspects of the C.A.R.E. Rollout, purchasing food/light refreshments and award, 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.

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 13 Feb 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!!

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.

SOURCE ROTATION & COMPETITION

A

FI 64-117 requires cardholder personnel to solicit suppliers other than the previous vendor before placing repeat orders.  A special effort should be made to solicit small and small disadvantaged businesses as a source for supplies and services, whenever practicable.  When determining the number of sources to solicit, consider the following:

· 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;

· Urgency of the purchase;

· Dollar value of the purchase; and

· Past experience concerning dealer prices.

Purchases under $2,500 may be made without competition; however, the cardholder must consider the prices to be reasonable.  The preferred method for determining prices as being fair and reasonable is by comparing prices offered by other vendors for the same or similar item or service.

Though there is currently no requirement to document that you consider the price fair and reasonable, it is assumed that you have made such a determination by the act of making the purchase.  One more time…if you make a purchase, it is assumed, by virtue of you presenting your card or card number to the vendor, that you have performed the necessary mental processes required to deem the price as “fair and reasonable”.

If a vendor furnishes a standing price quotation or catalog prices on a recurring basis, you are not required to obtain competition on each individual purchase.  You should, however, periodically confirm that the price is still current and reasonable.

All recurring purchases must be distributed equitably among qualified vendors.  

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.

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.
MISSION ACCOMPLISHMENT AWARDS
A

ir Force activities may use appropriated funds to purchase special trophies and awards authorized by those AFI 36-XXXX series instructions that pertain to mission accomplishment, or a MAJCOM/Base/FOA/DRU supplement thereto.  Included are trophies, plaques, emblems, certificates, organizational coins, and similar items that are designed for display purposes. For organizational coins, do not personalize them by stamping the presenter’s name on the coin and the presenter’s name is not to be added after the coin is cast.  The coins are to be presented as cast from the die without further embellishment, i.e. presenter’s name engraved. They are organizational coins, not personalized mementos.  Use only the organization’s name.  The prohibition against personalizing stationary in AFI 37-162 is applicable to organizational coins for the same reasons – it creates frozen stock (waste) when personnel change and requires an additional expenditure to change the die from which these items are cast.  Merchandise items such as jackets or belt buckles with a nominal cost, as determined by local Command authorities, and which display the activity logo, insignia or other inscription that clearly identifies its purpose meet Comptroller General criteria for mission accomplishment awards.  Air Force activities may use such items for mission accomplishment awards to the extent authorized by agency directives or instructions.  The authority for merchandise-type items for mission accomplishment awards for civilians is 5 U.S.C. 4501-4507 (see Comptroller General Decision B-243025) and for military, 10 U.S.C. 1125 (see Comptroller General Decision B-247687).
BOTTOM LINE:  There is no authority that allows the use of appropriated funds to procure mementos, i.e., coins or medallions, for Air Force individual military or civilian personnel or units if the reason for the presentation is not specifically addressed as a mission accomplishment award published in the Command or Base supplements to AFI 36-XXXX.
ENTERTAINMENT
U

se of the GPC to provide food, drink, or entertainment for military members, civilian employees, or any other persons is prohibited, except in those cases specifically authorized by law.  The Comptroller General defines entertainment as "food, drink, live and recorded music, theatrical performances, and any other item or activity designed to entertain."  Authorized and unauthorized "entertainment" situations payable from appropriated funds are listed in AFI 65-601, Vol. 1.  Prohibitions include items used to prepare, serve, or present entertainment (such as food or drink serving materials and equipment, loudspeakers, video recorders, etc.).
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.

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

	
	

	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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