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Hello.  I hope everyone is progressing in his/her transition to our new home in AFSPC.  This move, along with the new C.A.R.E. rollout has been hectic, but, as always, we’ll get through it.  We will!!

The topics selected for this, our sixteenth edition, deal with areas where improvement and/or increased understanding is required.  We will, again, discuss aspects of the C.A.R.E. Rollout, the use of appropriated funds, DD 1057 Reporting, purchasing education and training, the Convenience Check Program, purchasing from mandatory sources 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.

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, are scheduled to begin using C.A.R.E. starting with the Dec 2001 cycle which begins on 26 Nov 01.  Those persons identified as alternate Billing Officials should soon receive userids and passwords to access the system.  Primary BOs and cardholders should receive userids and passwords not later than 10 Dec 01.  As you can see, if all goes as planned, there will be a rush to get all the statements approved and certified for payment by the 15th of the month.  I feel confident that this, too, will be accomplished as required.  You’re just that good!!!

  Though we held several classes (Great job, Dave!!), it is not 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.

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 immediately, 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.

WHY CAN’T I BUY FROM WHERE I WANT?!?

T

his is an often-asked question.  Often, the rules governing where you can satisfy your requirements are viewed as a major hindrance.  Our enforcement of the program rules is also viewed as such.  While the program’s procedures may seem at odds with the quick procurement of your requirements, there are bigger dynamics involved.

  The United States has decided that its support of various socio-economic programs (UNICOR, NIB/NISH, small businesses, recycling, etc,) is so important as to require you, in your role as cardholder, to purchase certain items from statutorily mandated organizations.  The required use of these organizations is spelled out in the Federal Acquisition Regulation  (FAR) and other public laws.

  As a result, AFI 64-117 mandates the use of these sources in the priority adopted by the Government and set forth in FAR Part 8.  These sources, in order of priority, are:

Supply Items

  Existing agency inventory is the first source considered.  If the needed supply is not available from existing inventory (normally Base Supply), FAR 8.001 directs the agency to consider other sources in the following order:

· Other Agencies (excess supplies)

· Federal Prison Industries (UNICOR)

· The Committee for Purchase form People Who Are Blind or Severely Handicapped (NIB/NISH)

· Government Wholesale Supply Sources

· Federal Supply Schedules (FSS or GSA), and

· Commercial Sources

Services
  To satisfy agency service requirements, sources are considered in the following sequence:

· NIB/NISH
· GSA
· UNICOR, and
· Commercial Sources
  So, you see, we don’t require you to go to UNICOR and JWOD-affiliated organizations first because we’re trying to be difficult.  No, we believe in the program and are only enforcing the guidance that we’ve received on how to conduct it.  Despite what you may see as a hindrance, your continued support pays dividends for many of the less fortunate members of our society.

GPC AND APPROPRIATED FUNDS
Q

uestions continue to arise about the use of the appropriated funds GPC for procuring things such as party supplies, food and drink for commander's call, retirements, PCS farewells, mementos for commanders to give visitors, T-shirts, promotional items for conferences, meetings, symposia, and a myriad of other procurements.

  As a rule of thumb, if appropriated funds were not legally available for a procurement before the advent of the GPC, they are not legally available now.  The GPC does not abrogate the propriety of funding rules established by statute, Congressional direction, Comptroller General decisions and Air Force policy.  Party supplies, serving materials, food and drink are considered "entertainment" and are addressed in AFI 65-601, Vol. I, para 4.28, Entertainment.  There is no authority for procuring these items for Commanders call, retirement, PCS farewells, office gatherings, and the like.

  Mementos are only authorized using Official Representation Funds (ORF) (10 USC 127) (AFI 65-601, Para 4) (sic) and the Latin American Cooperation Fund (LATAM COOP) (10 USC 1050) (AFI 65-601, para 2.3).  AFI 65-601, Vol. 1 does not address the use of appropriated funds for the procuring of mementos because, other than the foregoing, there is no legal basis for using APFs for such expenditures.  AFI 65-601, Vol. I, para 4.29.3 addresses promotional items and it does not include coins, coffee mugs, pens, or coasters for conferences, meetings, symposia, etc.  Organizational coins are for mission accomplishment awards documented in the AFI 36-XXXX series or supplements thereto, not mementos.  There is no problem using the IMPAC card for expenses related to conferences, meetings, symposia, etc. that are authorized for APFs:  meeting rooms, honoraria, or fees for speakers.

CONVENIENCE CHECK PROGRAM

T

he convenience check program is designed to provide an alternative only when the use of the purchase card is not feasible.  The program provides Air Force activities the flexibility to issue low volume, low dollar payments for supplies and services.  However, before using the check program, the requiring organization must make every effort to use the purchase card.  Maximum efforts shall be made to find and use vendors that accept the purchase card.

  Convenience checks may only be used when supplies or services are available for delivery within 15 days at the contractor’s place of business or at destination.  Purchases made with the check must not require detailed technical specifications or an inspection report.

  The management controls, procedures, and restrictions that apply to the GPC program also apply to the convenience check program.  .  The authority to maintain a checking account shall be justified on an individual organization basis and controlled and monitored by the organization commander/director.

  The number of checkbooks per installation must be kept to a minimum and shall be limited to no more than one checkbook per organization.  Convenience checkbook accounts are only available to organizations that maintain an active (in good standing) purchase card account.  A convenience checkbook holder may have a purchase card account and a separate convenience checkbook account.

  The billing official is responsible for the implementation of appropriate internal controls and shall be held accountable and pecuniary liable for the propriety of the purchases and accuracy of the payments.  Quarterly reviews of each checkbook account must be conducted by the billing official as a part of the regular surveillance activities.  Automated reports are available to assist in providing convenience checkbook oversight.

  The account holding organization is responsible for all administrative costs associated with the use of these checks.  The total purchase amount plus the program fee must be accounted for on the check writer’s purchase log (check register) and deducted from the funding document balance.  (The current program fee for convenience checks is 1.7% of the face value of the check.   A 2% fee is charged on checks written outside the CONUS.)

  The check writer may be any individual (officer, enlisted, or civilian) who is appointed by the head of the issuing activity to order, receive, store, reconcile and dispose of check stock.  Only the named person shall be designated as the convenience check writer and have the authority to sign and issue convenience checks. Checkbook accounts shall be under the custody of an individual who is not responsible for the origination, approval and/or processing of the requirement for a check.

  Checks are negotiable instruments and must be stored in a locked container, such as a safe or metal filing cabinet.  Checks will be accounted for appropriately to prevent loss, theft, or potential forgery.  Checks must be reconciled in a similar manner to other purchase card transactions as a part of the monthly Statement of Account cycle. (Checks are printed on duplicate paper to facilitate tracking and reconciliation.)  Duplicate copies of checks must be retained as a part of the account holders’ original documentation files.

  Check writers are responsible for the capture of TD Form 1099 MISC, Statement for Recipients of Miscellaneous Income, data for services paid by convenience check.  (NOTE: All amounts must be captured and reported because payments from several installations/agencies may total over $600 which is the IRS reporting level for TD 1099 data.)  The information shall be forwarded to HQ DFAS (with a copy provided to the local FSO) according to instructions issued by DFAS.  The required information is detailed in the AFI.

  Requests to establish convenience checkbook accounts shall be justified by the organization’s commander/director and forwarded to SMC/PKOX:  Attn:  GPC Program Manager.  The completed application package, to include a copy of the activity commander/director approval documents shall be completed and submitted to the Installation Purchase Card Program Manager for processing.

Program Prohibition

· Convenience checks shall not be issued for more than $2,500 per check and shall be issued for the exact payment amount.  “Splitting” amounts across more than one check to keep below the $2,500 limit is prohibited.

· Convenience checks shall not be issued as an “exchange-for-cash” vehicle to establish cash funds.  If vendors issue credit checks or refunds by cash or check, funds must immediately be turned in to the local FSO.

· Payment of salaries and wages. (Exception: Part-time referees, umpires, and officials for base recreational services, and base chapel musicians. All TD1099 reporting will be accomplished for these transactions.)

· Travel advances or any other advances.

· Payments of travel claims (except for claims for local travel)

· Payment of public utility bills.

· Purchases from contractors or contractor’s agents who are military personnel or civilian employees of the government.

· Repetitive purchases from the same contractor when another method of purchase, such as a purchase card or blanket purchase agreement would be more appropriate.

· Payment of spot awards.

  The dispute process available with the purchase card is not available with convenience checks.  Any concerns over a purchase made with a check must be resolved directly with the merchant.  The check writer is solely responsible for securing restitution and/or credit for disputed purchases.  Cardholder Statement of Questioned Items (CSQI) will not be accepted for check purchases.  Each organization is responsible for checks written on the account, unless it is determined fraud is involved.

  In some cases, payment can be stopped on a convenience check that has been written if the check has not yet posted to an account. To stop payment on a check, call the Bank Customer Service to receive instructions on processing the action.  The stop payment action will be in place for 6 months, and a fee will be charged directly to the account.  If the check has already posted to the account, a request to stop payment cannot be honored.  (The current Stop Payment charge is $25.00.)

  For additional information on this program, 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

	
	

	07 Nov 01
	14 Nov 01

	05 Dec 01
	12 Dec 01

	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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