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Hello!!  The topics selected for this 24th 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.). 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.

WEB-BASED TRAINING PASSWORD CHANGE

T

he password for C.A.R.E. Web-based training will be changing on Wednesday, July 31, 2002 to “teach” and affects all users.   The Web-based training ID is not effected by this change and remains “usbank”.  Until July 31, please continue to use the existing password “education” for access to 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.

USE OF GPC ABOVE $2,500

D

o you know what is required to use your GPC above the $2,500 level?  Well, not everyone does, so if you want to use your GPC above the $2.5K limit, (1) you must have a letter authorizing you to do so, AND (2) the item(s) must be available on a prepriced contracting instrument (GSA, BPA, IDIQ, etc.).

The last part of that equation is what I want to emphasize.  You must ensure that 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. 

FISCAL YEAR-END CLOSE-OUT

I

t’s, again, that time of year to begin preparation for closing out your GPC purchasing activities.  While most acquisitions programs have cut-off dates, if you adhere to the guidance below, you can continue to use your GPC through 30 September.  To continue to use the card through 30 Sep 02, the organizational funds manager must ensure that they coordinate with the Financial Services Office (SMC/FMF) to establish a Miscellaneous Obligation Requirement Document (MORD).

Establishment of the MORD must be initiated early enough to insure the document is completed no later than 13 Sep 02 to obligate the funds for all transactions made through 30 Sep 02.  Should you neglect to execute a MORD , is not executed, no purchases using the GPC shall be made after 13 Sep 02.

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 “learn”.  If you still need further assistance, please contact me (David Robledo) at 3-2852 or Ms. Jennifer Agcaoili at 3-0623.

REMINDER – PAPER & PAPER PRODUCTS

Y

ou 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 violations that will result in suspension.  Please remember to consult all the mandatory sources before you purchase anything on the open market.

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.  Please log into CARE and approve/certify your billing statements from December 2001 through May 2002, 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 accounts.

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.

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.

HOME DEPOT DOES ABOUT FACE

T
he Home Depot, the world’s largest home improvement retailer, today announced its intention to pursue federal government business. The announcement marks a change in the company’s previous policy, which precluded it from selling to any federal governmental agency or entity. 

Home Depot said the decision to change its position was based on feedback from its associates, customers and a further evaluation of the systems and administrative requirements necessary to become a federal contractor.

“Home Depot has always listened to its associates and customers and responded accordingly,” said Bob Nardelli, chairman, president and CEO of The Home Depot. “This time is no different. It is the right thing to do for our company.”

Home Depot has frequently been recognized for its efforts in supporting the government and local communities during national emergencies and disaster relief. Its support in the aftermath of the September 11th terrorists attacks was recognized by former Mayor Rudolf Giuliani, Senator Max Cleland, and other government officials.  Following the attacks, the company also expanded its benefits to assist associates whose reserve units had been activated.

“We’ve always supported the federal and local governments during emergencies and natural disasters through donations and volunteer efforts,” said Bob Nardelli.  “Now, we’ll be able to support them as part of our regular business as well.” Founded in 1978, The Home Depot operates more than 1,400 stores in the U.S., Canada, Mexico and the Caribbean.  In 2001, Fortune magazine named The Home Depot the number one Specialty Retailer and sixth Most Admired Company in America. The company’s stock is publicly traded (NYSE:HD) and is included in the Dow Jones Industrial
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 61 CONS/LGCP 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.

THE GPC AND AUTO-PAY ARRANGEMENTS

A

ll GPC accounts under AFMC have been terminated.  Normally this would not be of importance, but it has come to my attention that any merchant can force or cram a charge on any credit card in the U.S. if it’s under $100.00.  However, when they do this, they lose their charge-back rights.  So they would never be able to recover the money.  Not very many merchants do this.

This situation occurs most commonly on auto-pay arrangements (phone bills, internet services, etc.).  Please understand that USBank cannot stop an auto-pay arrangement.  So if you continue to receive charges on your accounts under AFMC (even though they were deactivated in Jan 2002), you probably set up an auto-pay arrangement.  The only way to stop this is to contact the vendor and have it stopped.  The auto pay will continue to charge that card until the merchant is told to stop.  If you still use the service, give them your new account number.  (I know what some of you are saying…I said it myself when I first heard this

Billing official can recognize their old account under AFMC by looking at the 9th through 12th digit of the account number.  If the 9th-12th digits are 5627 or higher, it is an account under AFSPC.  If it is less than 5627, it is an AFMC account.  For cardholders, its not quite that easy.  If you need any further information, give us a call.

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 12 Jun 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 Jul 02
	24 Jul 02

	07 Aug 02
	14 Aug 02

	04 Sep 02
	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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