[image: image1.wmf][image: image2.png]



RANDOLPH AFB GPC CON-OPS

For Approving Officials, Cardholders, Resource Advisors

EXCELLENCE THRU TEAMWORK

[image: image3.wmf]
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Supplement to AFI 64-117

Randolph AFB Local GPC Guide

Government-Wide Purchase Card (GPC) is a General Services Administration (GSA), Federal Supply Service multiple award schedule contract for government-wide commercial purchase card VISA® service.  The Bank provides commercial purchase cards and associated services to military members and federal civilian employees to pay for official government purchases.

The training and procedures contained herein do not apply to purchases made by Non-appropriated Fund Instrumentalities (NAFI).  In this guide, the GSA Smart Pay Card or Government-Wide Purchase Card will be referred to as the Government Purchase Card (GPC) and all references are from AFI 64-117, AF Government-Wide Purchase Card Program, dated 6 Dec 02. 

These procedures supplement the cardholder and approving official guides distributed by U S Bank when cards are issued.  In the event that there is a conflict between the Air Force Government-Wide Purchase Card procedures and the guides provided by the Bank, the Air Force Government-wide Purchase Card procedures take precedence.  The terms and conditions of the contract between GSA and the Bank take precedence over any other procedure.

This local GPC guide supplements and shall be used in conjunction with the AFI

 64-117 to ensure the approving official and the cardholder understands the responsibilities of GPC program.  Current GPC AFI and updated material are available and may be obtained by accessing the Randolph Intranet Information Page at: http://www.randolph.af.mil/12ftw/12lg/12cons/GPC.htm, and the following links;  HQ AETC; 12th Contracting Squadron Flights; GPC Information; Training; AFI 64-117 AF Government-Wide Purchase Card Program, or Local GPC Guides.

GPC accounts are electronically accessed and transactions are posted, recorded, reconciled/approved through the Customer Automated Reporting Environment (CARE) (https://care.usbank.com/) Internet database, which is interactive directly with US Bank.  Access to accounts is authorized only by user ID and password issued by the bank through the Agency/Organization Program Coordinator (A/OPC) of the Servicing Contracting Office (SCO). 

Initial GPC and E-Business training is provided by the 12th Contracting Squadron to qualify Resource advisors, approving officials and cardholders for use of the GPC.  

1.  THE ACQUISITION PROCEDURE STEPS TO CONSIDER WHEN MAKING PURCHASES WITH THE GPC ARE AS FOLLOWS:

A.  Ensure the requisition is an authorized use of appropriated funds and is required to support your unit mission.

(1)  Make sure the requirement is not listed under unauthorized use of the Government Purchase Card (AFI 64-117 [Ref.: section 2.4.]).

B.  Determine if the requirement is a supply or service that must be purchased from a required source of supply by using the priority of sources list, (i.e. Agency Inventories, NIB/NISH, Wholesale sources, i.e. GSA, etc.) (ref: para  4.3.5.3.1.3. & FAR PART 8, Mandatory Sources).

(1) A complete listing of supplies and services provided by NIB/NISH and GSA are available at the following Internet Sites:

a.  www.unicor.gov   (Federal Prison Industries)

b.  www.jwod.org (Javits-Wagner-O'Day)

c.  www.jwod.com  (Javits-Wagner-O’Day)

d.  www.niv.org     (National Industries for the Blind)

e.  www.fww.gov   (General Services Agency)

f.  http://www.safaq.hq.af.mil/contracting/index
g.  www.epa.gov
h.  https://care.usbank.com
i.  https://wbt.care.usbank.com 

(1)  Cardholders are authorized to shop and make purchases through the

Internet and are encouraged to use these Internet sites to conduct government business in support of their unit mission. 

(2)  If the item is available from a required source of supply and that source will accept the credit card, proceed by obtaining authorization from the controlling agency for the purchase.  (Ref: para 2.2.)  An authorization is the controlling agency’s certification that the item you are requesting is not available from present inventory or that the agency cannot provide the service to you and authorizes you to purchase the item from another source.  (Ref. para 2.2.) 

(3) Authorizations to purchase commercially are required for items  

      controlled by Base Visual Information Center, Library, 12th  CS,  

     12th CES, Supply Equipment Management Section, Hazmart, MWR, 12

     CMS/TMDE, Medical, and Finance.  The Controlling Agency representative’s name or initials will be recorded in CARE in the appropriate log detail area.  Authorizations verify that the controlling agency has reviewed the requirement and there is not a stocked item that meets the requirement. (See attachments 1 through 10)

C. Service requirements do not require authorization (except photographic).

(1) Prior to soliciting any repair service, the cardholder must determine if an existing Preventive Maintenance Agreement (PMA) exists by calling 12th Contracting, Services Flight at ext. 7-5145. (Ref: para 2.3.2.) 

(2) Prior to soliciting any repair service, the cardholder must determine if the item may be repaired by a manufacturer’s warranty still in effect.  Review the warranty documentation, which came with the item.  (Ref: para 2.3.2.)

D.  Ensure adequate funds are available on the AF Form 4009 funding authorization document for the purchase.  (Ref: para 4.3.5.3.1.2.) and that account-spending limits are sufficient to support the purchase.

E.  Request government pricing and discounts.  Solicit prices on a free on board (f.o.b.) destination basis only.  All transportation costs shall be included in the purchase price.  (Ref: para 4.3.5.3.1.4.)

F. Upon accomplishing the acquisition steps and gaining the authorization from the controlling agency, find a business that can provide the supply or service and will accept the GPC/VISA®. 

(1) Award to the vendor providing the best value for the government.


           (Ref: para 4.3.5.3.1.6.)

(2) If the total purchase from an open market or commercial source

exceeds $2,500.00, the entire request must be sent through the appropriate channels to contracting. (Ref: para 4.3.5.2.) 

Do NOT split the requirement to stay below $2,500.00

(3)  Cardholders not assigned to the contracting office will be limited to less than $25,000 obtaining items or services from pre-priced Blanket Purchase Agreements (BPAs), Contracts, and mandatory FSS/GSA/VA contract schedules where the card is accepted.  Documentation of the purchase must be retained for reconciliation of the Statement of Account. (Ref: para 2.1.2.3.) 
G.   Notify the vendor that the purchase is for the government and is exempt from all federal and state sales taxes.  (TAX EXEMPT) ref: para 4.3.5.2.4.  Your tax-exempt number is 47163000.

H.  To ensure that all items purchased are posted to the next billing cycle monthly statement, all items in a single order should be delivered at one time and billed by the vendor by the 25th of each month.  (Ref: para 4.3.5.2.2.)

(1) When purchasing over the counter, no back ordering is allowed.  All 

items purchased must in stock and readily available. 

I. When practical, rotate sources for purchases.  Solicit vendors other than the 

previous supplier before placing repeats orders. (Ref: para 4.3.5.3.1.5.)

J. Request items made from recycled or recycled content materials.

(Ref: para 4.3.5.3.1.9.)

K.  Document the purchase in the CARE Transaction Log.  Obtain and maintain receipts for all purchases. File all receipts and information pertaining to that purchases in the manual folder with reference numbers or detail numbers related to the CARE log records.  Document at least two (2) other sources of competition for purchases above $2,500 from GSA, FSS, VA, contracts, BPA, or mandatory sources.

2.  GPC FILE:  - A GPC File must be maintained and all documentation and related GPC purchase information that cannot be placed in CARE log entries will be maintained in the file. (Ref: para 4.3.5.3.1.1.) (Two options are available)



(a) Each cardholder may maintain an individual GPC folder.


(b) The approving official may maintain one (1) file, organized with separate tabs for each individual cardholder.

A. Each file will be closed out when the AF Form 4009 GPC Funding Document 
closes for the fiscal year 30 September, and a new folder started on 1 Oct.

B.  All documentation for each purchase card transaction shall be maintained as follows: (Ref: para. 4.3.5.4. Documentation Retention).

· Documentation received and/or generated by the cardholder to support purchase transactions (statements of account, receipts, approvals, ect.).  Three years after final payment of statement IAW AFMAN 37-139, Table 64-4, R26 and FAR 4.805 (b)(10);

· Documents generated at the FSO level supporting a certified invoice for payment (e.g., certified Bank invoices; and all Notices of Invoice Adjustment that changed the amount of the invoice) – 6 years and 3 months after the final payment is made (AFMAN 37-139, Table 177-18, R6; and 

· Documents generated at the Agency/Organization Program Coordinator level supporting cardholders and approving officials (training records, surveillance records, delegation of authority, etc.), retain as long as cardholder and approving official are performing the function.

3.  MONTHLY RESPONSIBILITIES

A. Purchases will post to the cardholder’s account in CARE as the billing cycle progresses. The 30-day billing cycle runs from the 26th of the previous month through the 25th of the current month.  If the 25th falls on a weekend or holiday, the cycle will end on the Friday before.  If there are no transactions for the cycle, no charges should post to the cardholder’s account in CARE and the system will automatically approve the cycle after the cycle closes.  

(1) Cardholders must access their account immediately after the start of each new billing cycle to ensure that no unauthorized purchases have been posted to their account without the cardholder’s knowledge.  Also, cardholders should reconcile/approve their transactions as soon as they are posted in CARE.
B.  Upon accessing CARE account information, it is the responsibility of the Cardholder to identify any item posted that is incorrect or unauthorized and satisfactorily resolves the problem with the vendor.  If and when an impasse is reached with a vendor on a questionable item and all attempts have been unsuccessful to reach an acceptable agreement, the cardholder must dispute the item on line in CARE.  The approving official must be notified if the account includes transactions for which the merchandise has not been received or an incorrect amount has been charged that has not been satisfactorily resolved with the vendor. The disputed item is charged to the AF Form 4009 Funding Document and remains recorded as obligated until the dispute is resolved.

C.  Credits will be returned to the account quarterly by an itemized check through the A/OPC.  Credits obtained from the vendor prior to the end of the billing cycle shall be tracked to ensure that they are posted in CARE.  If credits are obtained and posted in CARE during the cycle, they may be added to the monthly total and used.

D. Up to 15 days after the end of the billing cycle, (25th of each month) the cardholder must access their account in CARE to approve their overall account and they can also continue to reconcile/approve their transactions if this was not accomplished during the cycle.  (Ref: para 4.3.5.5 thru 4.3.5.5.6.)
E.  If the cardholder is not available to reconcile the statement due to TDY, Leave, etc., the approving official must access the system and Act on behalf of the cardholder to complete the reconciliation process.  (Ref: para 4.3.5.7.)

F.  If both the approving official and cardholder are not available to reconcile and approve the accounts, the alternate approving official must access CARE and act on behalf of the cardholder to reconcile/approve or dispute  posted transactions and approve the monthly cycle for both the cardholder and primary approving official.  (Ref: para 4.3.4.1.)

4.  APPROVING OFFICIAL’S  RESPONSIBILITIES (ref: para 4.3.4.)

A.  Review each cardholder’s CARE account to ensure that he/she is maintaining the file in accordance with all applicable regulations, procedures and guidelines.  

B. Conduct surveillance reviews of 100% of cardholder files at least every 12 months to ensure all documentation is available to support each requirement and reconciliation/approval has occurred. (Ref: para 4.3.4.1.2.1.)

C.  Newly appointed cardholders should be reviewed within the first three months to ensure all procedures are being followed and cardholders understand the process. (Ref. para 4.3.3.6.1.)

D. Review the CARE monthly accounts summary and ensure all cardholder’s purchases are authorized, approved, or disputed.   Make sure cardholders are approving the monthly invoice in CARE within 15 working days after the end of each billing cycle. (Ref: para 4.3.4.1.2.3.)
E.  Ensure all disputed items are tracked and resolved in a timely fashion.

F. To terminate a GPC account or change approving officials: The approving official will instruct the cardholder to stop making purchases at least 60 days prior to a cardholder’s PCS or separation or as soon as notification is received to terminate the cardholder’s account.  The approving official should ensure reconciliation of the last monthly billing cycle and should perform a final surveillance of the account.  

5.  Surveillance

·  Reference Paragraph 4.3.3.6.

(NOTE)  All discrepancies/violations of GPC training and guidelines will be discussed with the BO/CH at the time of surveillance and any additional training/clarification will be provided as necessary.
Attachment 1


A.  Controlling Agencies procedures for gaining authorizations prior to purchase.

1.    Photographic services require a written statement for services AF Form 833 from the Visual Information Center (VIC). The cardholder will record the name or initials of the point of contact in VIC who issues an authorization in CARE. Requests for authorizations may be faxed to VIC at ext. 7-2692 for coordination.

Attachment 2

A. Controlling Agencies procedures for gaining authorizations prior to purchase.

1.   Base Library will issue the authorization for books and subscriptions. Requests for authorizations may be faxed to ext.________.  The name or initials of the point of contact willll be recorded in CARE

Attachment 3

A.  Controlling Agencies procedures for gaining authorizations prior to purchase. Under AFI 33-112, all equipment is to be shipped to the ECO office for processing. Any GPC Computer purchases that are not local pick-ups shall be vendor FOB shipped to the Wing ECO per AFI 33-112 paragraph 7.11.
(1) 12th Communication Squadron will authorize the purchase of computer hardware and software, telephone equipment in order to maintain inventory control and accountability Internet GPC purchases.  An AF Form 3215 or Control number will be supplied to the cardholder and should be annotated in CARE.

a. The cardholder must obtain a control number from 12 CS/SCBBO, before contacting the vendor for purchase.  Use of the AF Form 3215 is mandatory.  

b. GPC cardholder must use the assigned control number when

ordering for identification and “SHIP TO” reference.

Ensure contractor ships to the identified central point:  

 
12 CS/SCBBO (ECO)
651 NW THRUWAY HANGER 73
RANDOLPH AFB TX 78150
ATTN:  DEBRA MARTIN
M/F:  Your EC's Name Act #

c. 12thCommunications Squadron will identify and track packages through the assigned control numbers and distribute them upon arrival.  Any questions or concerns can be directed to the Wing ECO office 7-2079
Attachment 4

A.  Controlling Agencies procedures for gaining authorizations prior to purchase.

1.   ALL Civil Engineer type material and services will be purchase through the self-help store or Civil Engineer self-help monitor using an approved AF Form 332, and recorded in CARE.  Contact the CE Self Help Store at Ext. 7-2256 POC:  Mr. Frank Speed, or Mr. Jim Hendrix Ext. 7-4212 for questions about what is or is not a CE controlled item.
Attachment 5

A.  Controlling Agencies procedures for gaining authorizations prior to purchase.

1.   Supply requirements:

It is the cardholder's responsibility to coordinate with 12th Supply Squadron, Equipment Management Section  (EMS) to ensure any equipment items purchased are added to the unit equipment account records.

Attachment 6

A.  Controlling Agencies procedures for gaining authorizations prior to purchase.
1. HAZMART requirements:  Only HAZMAT Cardholders may purchase HAZMAT ITEMS. 

a. If the requisition is for a hazardous material, a written determination is required from Hazmart before an authorization will be issued.  Hazmart will coordinate the authorization request with Bioenvironmental Engineering Flight for the authorization.  After coordination and approval an authorization control number will be issued by HAZMART and that control number will serve as the authorization to purchase the item commercially.  The control number will be recorded in CARE.  You have three working days to purchase your HM and have it processed through AF-EMIS.

b. If the unit has previously purchased a hazardous item and it has been authorized and entered into the Environmental Management Information System (EMIS) the cardholder need only to provide the following information (on a Material Order Request Form) for the Hazmart Purchase Card LOG:

(1)  SHOP CODE

(2)  NAME OF CARD HOLDER/ PHONE NUMBER

(3)  Date

(4)  SHOP/ORG SYMBOL

(5)  STOCK NUMBER AND OR PART NUMBER




 
(6)  NOMENCLATURE

(7)  QUANTITY TO BE PURCHASED

(8)  VENDOR

c.  If the unit has never purchased the hazardous item the work center must complete the following procedures:

(1)  Provide Hazmart with Material Safety Data Sheet (MSDS) for the item and vendor information. If the MSDS is different please ensure HAZMART receives a copy.  The data from the manufacturer may be different and Bioenvironmental will need to re-evaluate the authorization.  If everything is correct, the receipt and issue process will be printed and you have met all tracking requirements for your GPC purchase.

(2) Complete an AF Form 3952 (Chemical/Hazardous Material Authorization Request) with copies of the appropriate reference i.e. T.O requirement. 

(3) The AF Form 3952 will be coordinated by Hazmart through Bioenvironmental Engineering, Wing Safety and Civil Engineering Environmental Flight.  

(4) Hazmart will track the AF Form 3952 in EMIS and will notify the work center when it is complete and ready for purchasing.

(5) The work center will complete a Material Order Form with the following information 


(1)  NAME OF CARD HOLDER/ PHONE NUMBER


(2)  SHOP CODE


(3)  SHOP/ORG SYMBOL


(4)  STOCK NUMBER AND OR PART NUMBER




 

(5)  NOMENCLATURE


(6)  QUANTITY TO BE PURCHASED


(7)  VENDOR


(8)  Date

The form can be emailed (hazmart@Randolph.af.mil), hand carried or Faxed () it to the HAZMART.  An authorization letter with the control number will be provided. The cardholder must annotate the assigned control number from the Hazmart in CARE

(6) The cardholder then may purchase the item from the vendor and return to Hazmart immediately with the material and the authorization letter.

(7) The work center HAZMART monitor must provide Hazmart with bar-code numbers for deletion on the bar code turn-in form, as the hazardous materials are disposed of or after all consumed.   

This final step will conclude the “cradle to grave” tracking process for hazardous materials purchased with GPC

Attachment 7

A.  Controlling Agencies procedures for gaining authorizations prior to purchase.

1.    PROCEDURES FOR PROCURING INDIVIDUAL EQUIPMENT (IE) 

A. PURPOSE:  To standardize and streamline procurement procedures when GPC cardholder is unable to take member to procure individual equipment. 

Each organization requiring individual equipment items to be issued to their personnel should submit a letter to Base Service Store (BSS) signed by the Squadron Commander with the following information:  

a.
Name, Rank, and signature of GPC Cardholder.

b.   GPC Cardholder Account Number and Expiration Date

2.  BSS will keep these letters on file to validate the Request for Desert BDU/Individual Equipment Items, SAFB Form 47.



5.  BSS will:

a.  Issue items to individual and charge the organization per letter on file.

b.  Charge the organizational GPC account and attach the yellow charge slip going back to GPC Cardholder

c.  Give copy of yellow charge slip to individual to bring back to GPC Cardholder.

d.  Keep on file as an audit trail to validate payment

  IT IS AN INTERNAL ORGANIZATIONAL RESPONSIBILITY TO ENSURE THAT MEMBERS RETURN CHARGE SLIPS TO THE GPC ACCOUNT CARDHOLDER.
Attachment 8

A.  Controlling Agencies procedures for gaining authorizations prior to purchase.

1.  12 Services Squadron will authorize the purchase of sports related items.  Written approval is required for gym equipment requirements and for units to purchase intramural uniforms from Services Commander and requesting organization commander is required prior to purchase.  The uniforms must not be personalized with individual names or nicknames and must be returned when the member leaves the team.  POC is Mr. Richard Brown at the Fitness center at ext 7-2955.  

Attachment 9

A.  Controlling Agencies procedures for gaining authorizations prior to purchase.

1.   12th CMS Test Measurement and Diagnostic Equipment will assist in coordinating written authorization through AFMETCAL DET 1 for the purchase of any TMDE item that is not specifically authorized within appropriate allowable standards.  POC is the TMDE flight chief or PMEL superintendent at ext..

a. GPC purchases involving calibration support from non-organic

repair sources must be approved in writing by AFMETCAL DET 1 

prior to any work being accomplished.

POINTS OF CONTACT
PROGRAM COORDINATOR:
FAX  7-7307   
phone:  7-5181  ext. 3025  

ACCOUNTING & FINANCE 

FAX



7-6220/6221 ext 4

12 CPTS/BUDGET OFFICE








Phone:  7-4408

BASE SUPPLY (Equipment Management)

Phone:7-6787    










AFOSI

Phone:  7-4112




12 CES

Phone:    7-4212

VISUAL INFORMATION SUPPORT CENTER (VI)





7-269251625

12 CS/SCXP
ADP Related Items (AF Form 3215)








HAZMART
Phone:  7-3153

12 SVS/SVRL

Base Library   

12 MDSS/SGSL

Medical Supply: 
7-3061

12 SVS

Fitness Center
7-2955







