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*This pamphlet supersedes USASMDC Pamphlet No. 715-8, dated 14 Nov 00, and all changes thereto.

1.  Purpose.  This pamphlet establishes and prescribes procedures to be used to make purchases of commercially available supplies and services under the U.S. Government Purchase Card (GPC) Program. 

2.  Applicability.  This pamphlet is applicable to all organizations using the GPC method of purchasing, by delegated authority from the Chief, Contracting and Acquisition Management Office (CAMO), U.S. Army Space and Missile Defense Command, Huntsville, AL.  The Chief and Deputy Chief of CAMO are authorized to approve deviations to this pamphlet.  However, requests for deviations/waivers to DA or DoD Policy must be forwarded to the Level II A/OPC and the Army Contracting Agency for approval.  The Agency Organization Program Coordinator (A/OPC) will maintain a deviation/waiver register.  There shall be no supplements to this pamphlet.  Requests for changes/updates shall be submitted in writing to the Chief of Policy and Pricing, SMDC-CM-AP, elizabeth.ratliff@smdc.army.mil.
3.  Background.  The General Services Administration (GSA) has awarded a contract to U.S. Bank for Government-wide commercial charge cards to cover purchases made for official Government purposes.  This contractor will provide Cardholders with VISA bankcards, designed to look different from personal credit cards.  It bears the Great Seal of the United States and has “UNITED STATES OF AMERICA” printed on its face.  The bankcard contractor will not be provided with any personal information about the Cardholder other than the Cardholder’s name, telephone number, and business/government address.

4.  Policy.

a.  The Department of the Army Government Purchase Card Standing Operating Procedure, 31 Jul 02, and the Department of Defense Government Purchase Card Concept of Operations, 31 Jul 02, as revised 31 Mar 03, are incorporated by reference, and requirements contained therein are mandatory.  These documents may be accessed at http://purchasecard.saalt.army.mil/news.htm.  Failure to comply with these documents and this Pamphlet could result in termination of purchasing authority or, in some cases, more serious repercussions.

b.  The use of the Customer Automation and Reporting Environment (CARE) is mandatory for all Cardholders and Billing Officials.

c.  Prior to being appointed as a Billing Official or an Alternate Billing Official, individuals must:


(1) At CAMO Huntsville, be appointed by his/her immediate rater as a Certifying Officer for GPC Billing Statements.  At CAMO, Colorado Springs, be appointed by the Resource Management Office as a Certifying Officer for GPC Billing Statements.


(2) Complete Certifying Officer training modules at http://www.asafm.army.mil/fo/fod/dts/training/training.asp and obtain certificate.


(3) Submit an electronic or hard copy of the training certificate and the Certifying Officer appointment memo to the cognizant Resource Management Office.


(4) Complete DoD GPC tutorial at the website in paragraph 4d below and obtain certificate.  Previously trained personnel who have not held the position of Billing Official, Alternate Billing Official, or Cardholder within the past 12 months shall complete the training again.


(5) Provide the A/OPC with:



(i) Certifying Officer appointment memo



(ii) DoD GPC tutorial certificate from the DAU website.



(iii) Completed Request for Appointment of Billing Official, Alternate Billing Official, and/or Cardholder (Exhibit 1).


d.  Each Cardholder shall complete required training prior to appointment.  Prescribed training is available online at the Defense Acquisition University, http://www.clc.dau.mil/kc/no_login/portal.asp.  Previously trained personnel who have not held the position of Cardholder within the past 12 months shall complete the training again and shall provide the A/OPC with (1) the DoD tutorial certificate and (ii) completed Request for Appointment at Exhibit 1.

5.  Separation of Duties.  Proper separation of duties mitigates the possibility of errors and attempts at fraud or improper usage of the GPC.  Key duties such as making purchases (Cardholder), authorizing payments (Billing Official), certification of funding (Resource Managers), reviewing and auditing functions (A/OPC and Property Book Officers) will be assigned to different individuals.

6.  Definition of Terms.  An explanation of abbreviations and terms used in this Pamphlet is contained in the glossary at Appendix A.

7.  Responsibilities.

a.  Principal Assistant Responsible for Contracting (PARC).  The PARC, who is also the Chief of CAMO, USASMDC, Huntsville, AL, is responsible for the overall implementation and administration of the purchase card program and shall:

(1) Designate Agency/Organization Program Coordinators (A/OPC) (levels III and IV) to include a level IV A/OPC at Colorado Springs to administer the GPC program.


(2) Develop and maintain internal operating procedures and incorporate appropriate controls in the Command or Installation Internal Control Program.


(3) Approve GPC training course content and instructor qualifications.

(4) Issue letters of delegation of authority to the Billing Officials at CAMO, Huntsville.  At CAMO, Colorado Springs, the PARC has delegated this authority to the Director of Contracting (DOC).  This will be done in coordination with Primary Organizational Elements/Program Executive Offices (POEs/PEOs).  The designation will specify the authority and limitations of the Billing Officials.  The PARC or the DOC, Colorado Springs also has authority to, by written notice, suspend or terminate a Billing Official’s designation.


(5) Issue letters of delegation of authority to the Cardholders at CAMO, Huntsville.  At CAMO, Colorado Springs this function is delegated to the DOC.  The ordering officer’s delegation will specify the authority and specific limitations applicable to each of the Cardholders.  Moreover, the PARC, CAMO, Huntsville or the DOC, Colorado Springs, may, by written notice, suspend or terminate a Cardholder’s purchasing authority.


(6) Ensure prescribed mandatory GPC training of Cardholders and Billing Officials.


(7) Ensure that appropriate oversight reviews are conducted to review selected purchases and files.  A Review Checklist for the SMDC GPC Program is attached to this Pamphlet.  (See Exhibit 2.)

(8) Ensure convenience checks are safeguarded to ensure good stewardship, and to discourage, and detect fraudulent actions with the checking accounts.  Ensure that checking accounts are audited on a quarterly basis and that audits are conducted by a duly appointed, disinterested third party under the guidance of an Internal Review activity or through local management control procedures.  The quarterly audit requirement has been included in the management control checklist for Government Purchase Cards.

b.  Chiefs of the Contracting Offices shall:


(1) Ensure that adequate resources are dedicated to the GPC Program within their installation/activity to allow effective completion of GPC administration.


(2) Coordinate with the local personnel office to ensure procedures are established to require individuals involved in the GPC program to clear through the A/OPC when they outprocess from the installation.


(3) Ensure appropriate functional participation in the development and administration of the program (e.g., Finance and Accounting, Logistics, Resource Management, G-4, etc.).


(4) Ensure program oversight and feedback to the PARC.

c.  Agency/Organization Program Coordinator.  The SMDC Level IV A/OPC is responsible for administration of the GPC Program.  All Level IV A/OPCs shall:


(1) Establish and maintain Managing and Cardholder accounts.

(2) Coordinate Cardholder spending limits with the Billing Official or PEO credit card coordinator; identify authorized merchant activity type codes, approve changes to Cardholders’ purchase limits.  Keep individual files on Cardholders, Billing Officials, and Alternate Billing Officials, including records of requests for merchant code additions/deletions, spending limit changes, etc.

(3) Ensure mandatory GPC training as required for all Cardholders and Billing Officials is completed.  Maintain a record of Cardholder and Billing Official training certificates.

(4) Act as liaison between the bankcard contractor, GSA, and the organizational elements participating in the bankcard program.

(5) Serve as Disputes Officer.


(6) Provide reports and other statistical data to the Level III A/OPC, who, in turn, provides data to the DA Level II A/OPC as required.


(7) Disseminate policy/procedures to Cardholders and Billing Officials.

d.  Billing Official.  Because of their fiduciary obligation to ensure proper use of the GPC and proper expenditures thereunder, the Billing Official is also the Certifying Officer and is pecuniarily liable for any illegal, improper, or incorrect payment processed by the Government as a result of an inaccurate or misleading certification.  In addition, these individuals are subject to the following:  (1) Title 31, U. S. Code, Section 1301, which directs that monies appropriated by Congress be used only for the programs and purposes for which the appropriation is made; (2) Title 31, U. S. Code, Sections 1341 and 1517, prohibiting any officer or employee from making or authorizing an obligation in excess of the amount available in the appropriation relied upon or in excess of the amount as permitted by agency regulations.  Funding authority for Cardholders and Billing Officials is provided via the SMDC Form 81, a Procurement/Work Directive, or a similar funding document.  Cardholders and Billing Officials shall always ensure that sufficient funds have been allotted to them via the funding document to cover all purchases for which they are certifying.  Billing Officials shall:

(1) Follow all micropurchase and applicable simplified acquisition procedures, GPC guidelines, prohibitions, controls, and required authorizations that exist for the Government.  All Billing Officials should be familiar with guidelines in Federal Acquisition Regulation (FAR) Part 8 and Part 13, the DoD FAR Supplement (DFARS), and the Army FAR supplement (AFARS).  Note:  The FAR and DFARs are available at http://web.deskbook.osd.mil.  The AFARS is available at http://dasapp.saalt.army.mil/Documents/AFARS%20conformed.doc.

(2) Coordinate with the A/OPC in determining single, office, and monthly purchase limits.

(3) Designate an alternate Billing Official to perform Billing Official responsibilities when the primary is absent from duty.  Procedures for becoming an Alternate Billing Official are the same as those for the Billing Official outlined in paragraph 4c above. 

(4) Notify the A/OPC of any changes in the Cardholder’s or Billing Official’s office symbols, phone numbers, etc.  In addition, the Billing Official must notify the A/OPC as soon as possible (in most cases prior to the event) to close any cardholder and/or Billing Official accounts for individuals that have transferred, terminated, are in AWOL status, or retired.

(5) Verify all transactions were necessary Government purchases in accordance with GPC policy and guidance, and all other Government agency policy and procedures.

(6) Verify that adequate documentation is included in the file for individual transactions.

(7) Verify that Cardholder has considered the required sources of supply and followed the correct order of priority for sources.

(8) Ensure that appropriate procedures are implemented to prevent two or more payments for the same transaction.

(9) Ensure that a dispute procedure is properly initiated when transactions are questioned.

(10) Ensure that Cardholders are listing purchases in the CARE log, reconciling and reallocating before approving the transaction.  At CAMO, Colorado Springs, the Directorate of Resource Management reallocates funds.

(11) Certify the cardholders’ purchases in CARE for payment.  Certification must be completed within 5 working days of the date of the billing statement.

(12) If a Cardholder departs or is on leave, TDY, etc., the Billing Official is responsible for reconciling, reallocating, and approving the Cardholder’s transactions and statement in CARE.  At CAMO, Colorado Springs, the Directorate of Resource Management reallocates funds.  Cardholder and Billing Official Statements of Account must be processed even though the Billing Official or the Cardholder is absent.  The Billing Official shall ensure that the designated alternate Billing Official processes both statements in the absence of the Cardholder and the Billing Official.

(13) Report a lost or stolen bankcard to the A/OPC via written notice (see 20b of this pamphlet for required information).

(14) Attend annual ethics training and file either the Confidential Financial Disclosure Report (OGE Form 450) or the Public Financial Disclosure Report (SF 278).

(15) Ensure that non-expendable items have been bar-coded and accounted for in the property book.


(16) Maintain a copy of their appointment letter and training certificates.


(17) Provide Cardholder/Billing Official records to auditing/Reviewing Officials as required, and respond to inquiries.

e.  Cardholders.  AUTHORITY SHALL NOT BE REDELEGATED.  Cardholders shall:

(1) Be responsible for exercising the same care and responsibility for the security of the card and the account number as with a personal credit card.  When not in use, card shall be kept in a locked container that is accessible only by the Cardholder or kept on the Cardholder’s person.  Cards shall not be kept in security containers where classified information is stored.  The Cardholder must not allow anyone else to use his/her card or account number.  A violation of this obligation may result in the card being withdrawn from the Cardholder with the possibility of disciplinary action.
(2) Follow all micropurchase and applicable simplified acquisition procedures, GPC guidelines, prohibitions, controls, and required authorizations that exist for the Government.  All Cardholders should be familiar with guidelines in FAR Part 8, Part 13 and other regulations as outlined in paragraph 7d(1) above.

(3) Verify the availability of funds for all transactions PRIOR TO MAKING A PURCHASE.  


(4) Purchase only authorized items. 


(5) Maintain a record of the individual or office that received purchased item for traceability. 

(6) Ensure that returns, refunds, and similar credit transactions are credited back to the Cardholder’s account.  Cardholder shall not be issued credit with a vendor when the original transaction was charged to a credit card.  The POCs for rebates/credits/coupons are the cognizant Resource Management Offices.
(7) When placing a telephone order to be paid using the GPC card: 
(a) Notify the vendor that the purchase is tax exempt. 
(b) Confirm that the vendor agrees to charge the credit card when shipment is made (not before) so that receipt of the supplies may be certified on the monthly statement of account. 
(c) Confirm that the price to be charged includes any shipping/delivery costs. 
(d) Instruct the vendor to include the following information on the address label in order to alert the receiving offices and requisitioner that the supplies have been purchased/received with the credit card:

Merchant's name and address (return address)
Directorate/Agency Name
Cardholder name, office symbol, and telephone number
Street Address, City, State and Zip code
Property Hand Receipt Holder Number
Supply document control number (DCN) (if applicable)
The term "Credit Card"
Packing slip property document control number (when applicable)
(e) Inform the merchant not to display card numbers on packing slips.


(8) Review the CARE transactions for accuracy.


(9) Maintain and reconcile the CARE transaction log.  Reallocate funds as necessary.


(10) Approve statement within 3 working days of the date of the billing statement.


(11) Maintain a copy of their appointment letter and training certifications.


(12) Immediately report a lost, stolen, or compromised bankcard to the bankcard contractor (at 1-888-994-6722), to the Billing Official, and to the A/OPC.

(13) Any Cardholder whose monthly spending limit multiplied by 12 results in an amount of $100,000 or greater is required to attend annual ethics training and to file either the Confidential Financial Disclosure Report (OGE Form 450) or the Public Financial Disclosure Report (SF 278).  This is also a requirement for any Cardholder who receives funding of $100,000 or more per year to be expended in credit card buys.

(14) Cardholder is responsible for researching the market as necessary.  The extent of the research depends on whether the item is highly competitive, on information obtained from recent purchases of the item, on the urgency of the purchase, the dollar value of the proposed purchase, and past experience concerning specific dealers’ prices.  Cardholders are encouraged to purchase best value and to consider the reasonableness of the price.  Market research includes reference to such sources as GSA Advantage, Indefinite Delivery/Indefinite Quantity (ID/IQ) Contracts, SMDC Blanket Purchase Agreement (BPAs), and the Department of Defense (DoD) Electronic Mall (EMALL) at https://emall.prod.dodonline.net/scripts/EMStoresRelatedSites.asp.


(15) Provide records to auditing/Reviewing Officials when requested, and respond to inquiries.

f.  Reviewing Official.  Reviewing Officials shall:

(1) Conduct a review of each Billing Official at least every 12 months.  Review shall include at least 25% of Cardholders assigned to the Billing Official.

(2) Conduct quarterly audits of all Convenience Check Accounts.

(3) Conduct reviews in accordance with the Checklist at Exhibit 2.

(4) Submit a memorandum of findings to each Billing Official where Cardholders were reviewed.  (See Exhibit 3 for sample format.)  In addition, submit a copy of the findings to the SMDC Reviewing Official, SMDC-CM-AP, by the 7th working day of each month.

(5) The SMDC Reviewing Official will consolidate all reports and furnish a copy to the Chief, Policy and Pricing Branch, CAMO, and to the SMDC PARC.  The SMDC PARC will, in turn, furnish a memorandum of findings to the Chief of Staff and to the Deputy Commanding General.

8.  Training.  Each Cardholder, Reviewing Official, Billing Official, and Alternate Billing Official shall complete mandatory GPC training prior to appointment.  Each Cardholder, Reviewing Official, Billing Official, and Alternate Billing Official is required to have annual GPC training.  This training is available online at the Defense Acquisition University (DAU) at http://www.clc.dau.mil/kc/no_login/portal.asp.  Personnel must complete the course and pass an exam to receive a certificate and must furnish a copy of that certificate to the A/OPC.

9.  Reviews.

a.  Reviews of each Billing Official shall be conducted at least annually.  The review shall include at least 25% of the Cardholders assigned to that Billing Official.  In addition, review of Billing Officials will be included in Command inspections.

b.  Convenience Check Accounts shall be audited quarterly.

c.  Reviewing Officials for each organization not centrally located will be appointed to accomplish annual and quarterly reviews.  Reviewing Officials will be specifically trained for this task.  In addition, the SMDC Huntsville Reviewing Officials will conduct monthly random reviews for all organizations.  Copies of all reviews will be furnished the A/OPC, the Chief, Policy and Pricing Branch, and the PARC.

10.  Conditions.  Use of the GPC purchase card is authorized only if the following conditions apply: 
a.  Items and services purchased MUST be for official government purposes.  Intentional use of this card for other than official government business may be considered as Fraud/Embezzlement/Theft/Conversion of Property against the U.S. Government and:

(1) May result in immediate cancellation of the GPC card. 
(2) May result in disciplinary action being taken against the employee under applicable department or government-wide administrative procedures. 
(3) In accordance with 18 United States Code, Section 641, may result in a fine of not more than $10,000, or imprisonment of not more than 10 years, or both, or under 18 U.S. Code Section 287, a fine of not more than $10,000 or imprisonment for not more than 5 years or both.

(4) May subject the Cardholder and/or Billing Official to personal liability for the full amount of any unauthorized purchases.

b.  The Government requirement to be filled must be established prior to making a purchase.  Requirements are not to be arbitrarily established merely to stay within a Cardholder’s Single Purchase Limit or to remain under the micro-purchase threshold.  Approval shall be denied where the authorized Single Purchase Limit is exceeded.  Billing Officials, when appropriate, will contact the A/OPC regarding any requirement above a Cardholder’s Single Purchase Limit.  The A/OPC will determine if the Single Purchase Limit should be raised or if another course of action is appropriate.

c.  All items purchased over the counter using the GPC purchase card must be immediately deliverable.  Back ordering is not authorized.
d.  The merchant must also deliver any item purchased by a telephone order and which is not to be confirmed with a written order within the 30-day billing cycle.  The order should not be placed without this assurance.

e.  Cardholders shall not make purchases for other than their own organization, unless it is consistent with the Cardholder’s organization’s mission and assigned functions to purchase certain items for organizations outside of their organization.  At CAMO, Colorado Springs, the Directorate of Resource Management must be informed of all such purchases before they are made.

11.  Fiscal Year-End Closing:

a.  During the last 30 days of each fiscal year, the Contracts and Acquisition Management Office must approve ALL purchases greater than $2,000 prior to the purchase of the item.  This only applies to SMDC, Huntsville.  The point of contact in CAMO is the A/OPC. 


b.  The Resource Management Office, in conjunction with the Contracts Office, will provide additional guidance as to the procedures to follow during the weeks preceding and following the fiscal year-end closing (30 Sep xx) to include the period of time for emergency purposes only.

12.  Purchase Procedures - General.

a.  Vendor Restrictions and Unauthorized Purchases:  See Appendix B.  
b.  Restricted Purchases.  See Appendix C.
c.  Order of Priority.  The following order of priority requirement is applicable to ALL purchases, regardless of the dollar amount.  Note that commercial sources are last in the list of priorities.
(1) Supplies: Prior to purchase and after consideration of agency inventories and excess resources available from other agencies, a Cardholder shall purchase supplies from or through the following sources and publications (in descending order of priority).  Purchase files MUST be documented to show that mandatory sources were considered prior to purchase from any other vendor.

(a) Items on the Schedule of Products made in Federal Penal and Correctional Institutions that are available from the Federal Prison Industries, Inc. (FPI) (UNICOR) (800-827-3168) (http://www.unicor.gov) (see FAR 8.6).  Before purchasing a product listed in the FPI Schedule, you are required to do market research to determine whether the FPI product is comparable to products available from the private sector that best meet the Government’s needs in terms of price, quality, and time of delivery.  If the product is comparable, purchase from FPI.  If the product is not comparable, proceed to the next priority source (i.e., JWOD, GSA).

(b) Items on the Procurement List which are available from the Javits-Wagner-O’Day Act participating non-profit agencies (JWOD)/National Institute for the Blind/National Institute for the Severely Handicapped (NIB/NISH) (800-433-2304) (see FAR 8.7).  Procedures and priorities for obtaining office supplies through JWOD sources are as follows:

1.  Obtain from local Supply Center if possible.

2.  Obtain from JWOD-operated Base Supply Center.


-Buy available JWOD products (as indicated by shelf markings in supply center stores)


-If JWOD product not available, buy the Base Supply Center product that meets requirements.

3.  If product not available from Base Supply Center, purchase from mandatory BPA at DoD Electronic Mall:  https://emall.prod.dodonline.net/scripts/EMStoresRelatedSites.asp.

4.  If product not available from Base Supply Center or DoD Emall, order through GSA Advantage.

5.  If product not available from any of the above, purchase commercially if <$2,500.

If an item is available from JWOD, is on the list of items which must be purchased from JWOD, and is purchased from a source other than JWOD, a written purchase exception from the designated central nonprofit agency (JWOD.) must be obtained.  Any purchase exception that is obtained must be included in the purchase file. The central nonprofit agency will grant purchase exceptions when –

(i) The JWOD participating nonprofit agencies cannot provide the supplies

or services within the time required, and commercial sources can provide them significantly sooner in the quantities required; or

(ii) The quantity required cannot be produced or provided economically by 

the JWOD nonprofit agencies.

The committee may also grant a purchase exception under any circumstances it considers appropriate. 

(c) Wholesale supply sources, such as stock programs of the GSA, the Defense Logistics Agency, the Department of Veterans Affairs, and military inventory control points;

(d) Mandatory Federal Supply Schedules (FSS)(see Subpart 8.4);

(e) Optional Use Federal Supply Schedules (see Subpart 8.4)(includes items available on GSA Advantage! and on the Federal Supply Schedules); and 

(f) Commercial sources.

(2) Services:  Prior to purchase, Cardholder shall purchase supplies from or through the following sources and publications (in descending order of priority):

(a) NIB/NISH - JWOD;

(b) Mandatory FSS; 

(c) Optional use FSS; and

(d) FPI – UNICOR

d.  The GSA Federal Supply Schedules (including ordering from GSA Advantage!):  If mandatory sources are not available, a Cardholder may make purchases from the GSA Customer Supply Center.  Cardholders may make purchases from GSA Advantage and the GSA Federal Supply Schedules regardless of the vendor’s business size, but only when the schedules allow purchase by GPC.  However, regardless of the schedule’s maximum order limitation, the purchase cannot exceed the Cardholder’s Single Purchase Limit.  GSA information is available by calling (800) 525-8027 or via the Internet at www.fss.gsa.gov.

Some companies’ products are available via a GSA vehicle and through that company’s local store.  Currently GSA’s contracts with those companies do not allow Cardholders to obtain government contract pricing at the store.  Government pricing is available only by obtaining the product using GSA Advantage! or by calling the company directly, obtaining their government pricing, and having the items shipped.

e.  Commercial Sources (for items less than $2,500 only):  After satisfying the order of priority rule, if the item can be purchased commercially, then vendors can be selected through personal knowledge, catalogs, etc.  In selecting a vendor, consideration should be given to the following:

(1) Small businesses are preferred sources.

(2) The use of local businesses is encouraged.
(3) Rotate vendors to avoid the appearance of favoritism.

f.  Sales Tax Exemption.  Most states will exempt purchases made by the Government from state and local sales taxes.  At the time of purchase, the Cardholder shall advise the vendor that the purchase is for official U.S. Government purposes and is not subject to the otherwise applicable state and local sales tax.  The tax-exempt number is the first four digits of the credit card number.  If the vendor requires a tax-exempt letter, see the following Internet site:  www.fss.gsa.gov/services/gsa-smartpay/taxletter.  If a vendor requires a tax exemption form, Standard Form 1094, U.S. Tax Exemption Form, can be obtained from your A/OPC.
g.  Splitting Procurements.  Purchases shall neither be broken down into smaller lots, nor split into separate purchase transactions for the purpose of circumventing the Single Purchase Limit authorized by the Cardholder or to cause the purchase price to be within the micropurchase limit of $2,500.  Cardholders shall not split requirements over a period of time when the requirement is known “up front” (Bona Fide Needs Rule) and the estimate is over the cardholder’s Single Purchase Limit or over the $2,500 micropurchase limit.

h.  Property.  The cardholder shall ensure that all property accountability regulations are followed.  In SMDC, Huntsville organizations, the following apply:

(1) Cardholder shall ensure that nonexpendable items are reported to the Accountable Property Officer (APO) and that a DCN has been obtained from the APO PRIOR to making a purchase. Have the vendor clearly indicate the DCN on the paperwork to preserve the audit trail.
(2) Cardholder shall ensure that nonexpendable items are reported BOTH to their organization’s hand receipt holder or delegate AND to the Accountable Property Officer within 5 days of receipt to ensure that accountability is established and that a bar-code is affixed to the item purchased.
(3) The Billing Official is responsible for ensuring that nonexpendable items have been bar-coded and accounted for in the property book.
i.  Information Mission Area Capability Requirement (CAPR) Form.  

(1) Approval of a CAPR (or similar document) should be obtained prior to making a purchase of the following types of equipment:

ADPE (including commercial software, palm pilots, blackberries, ancillary IM equipment)
Telecommunications Equipment/Services (including cell phones or telephone calls)
Automated Records Management Equipment
Visual Information 
Printing and Publishing Equipment

At CAMO, Colorado Springs, G6 DOIM must approve the CAPR.  At SMDC, Huntsville and Headquarters, see SMDC-IM policy letter, SUBJECT:  Criteria for Submission of Information Mission Area CAPR Form USASMDC, for exceptions.  Include the approved CAPR (or equivalent document) in the Purchase File.

j.  Purchasing of Training.  The GPC card shall be used to purchase all training at or below $25,000 which can be supported with a DD Form 1556.  For SMDC users, the DD Form 1556 is available via the Training Information Program (TIP) at https://dpd17.redstone.army.mil/vidsws/.
13.  Purchase Procedures – Specific
a.  Micropurchases ($2,500 or less for supplies or services and $2,000 for construction) - Purchases must be placed considering the order of priority listing at paragraph 12c of this pamphlet.  Micropurchases may be made using the GPC, without securing competition if the Cardholder considers the price to be fair and reasonable. Purchases shall be rotated fairly among all equally qualified vendors.  Micropurchases may be made to both large and small businesses.  

b.  Purchases above $2,500 (See paragraph 14 below for DD 350 reporting requirements). - AFARS restricts use of the Purchase Card as a method of acquisition to those purchases under the micropurchase threshold (currently $2,500).  Over that limit, the card may be used strictly as a method of payment.  In order to use the card for payment, there must be a contracting vehicle in place, such as a GSA contract, a blanket purchase agreement, ID/IQ contract, etc., prior to THE USE OF the Purchase Card.  Purchases between $2,500 and $25,000 shall be placed in accordance with simplified acquisition procedures as outlined in FAR Part 13 and such must strictly adhere to the following:

(1) Purchases must be placed considering the order of priority listed at paragraph 12c of this Pamphlet.
(2) If the item is not a mandatory source item (NIB/NISH or UNICOR), an office supply (see paragraph 12c(1)(b) above), or available from a stock program, an order using the GPC must be preceded by the ordering office’s consideration of all reasonably available information about the supply or service offered under Multiple Award Schedule (MAS) contracts by using the "GSA Advantage!" on-line shopping service by reviewing the catalogs/pricelists of at least three Federal Supply Schedule contractors and selecting the best delivery and other options available under the schedule that meet the agency's needs.  NOTE:  It is not necessary to obtain further competition when ordering from GSA Advantage!.

(3) If all higher priority sources have been checked and the item is not otherwise available, then the Cardholder can compete the requirement between three or more vendors.  After choosing the best value, place an order against an SMDC BPA.  If a BPA for that vendor is not available, one can be awarded through the Contracting and Acquisition Management Office.  BPAs at this dollar threshold are restricted to small business concerns.  Alternatively, if all higher priority sources have been checked and the item is not otherwise available, then purchases from in-place ID/IQ contracts are authorized, provided the contract includes SMDC as an authorized user and expressly authorizes purchase by GPC.  No competition is required for orders placed under ID/IQ contracts, unless specifically required by the contract itself.

(4) Sole source procurements are not authorized via the GPC card with the following exception:  contracts personnel with knowledge of sole source procurements are authorized to make sole source purchases with the GPC card.  The purchase file shall include an approved Justification and Approval (J&A) signed by a Contracting Officer. The cardholder shall follow applicable regulations to justify the price for the sole source purchase.  Non-contracts personnel shall contact the Contracts Office for sole source purchases.  See FAR 13.501 for requirements when making a sole source acquisition under the Test Program for Certain Commercial Items.

(5) Only domestic end products or products manufactured in participating countries (see FAR Part 25.401) may be purchased using the GPC, as the Buy American Act applies.


c.  Purchases above $25,000 (See paragraph 14 below for DD 350 reporting requirements).  Only Contracting Officers and other designated contracting personnel will be allowed Single Purchase Limits above $25,000.  Contracting personnel shall follow competition requirements of Section 803 of the FY 02 National Defense Authorization Act (as implemented in the FAR and DFARS) for purchases greater than $25,000.

14.  Reporting Requirements.  The Department of Defense requires reporting, as described below, of certain contract actions on the DD Form 350, Individual Contracting Action Report:


a.  For actions over $2,500 and not more than $25,000, a consolidated monthly DD Form 350 is required.  Therefore, cardholders shall immediately report any buys over $2,500 to the Alternate AOPC, CAMO, Huntsville, or the A/OPC at CAMO, Colorado Springs, in the format at Exhibit 5.


b.  For each action over $25,000 for which the purchase card is used as a method of payment, a single DD Form 350 is required and must be completed by the authorized cardholder in the contracting office.


c.  Purchases from Base Supply Centers and for training are not required to be reported on the DD Form 350.

15.  Inactive Accounts.  If a Cardholder makes no purchases for a period of 6 months, that account will be closed unless the Billing Official provides justification to the A/OPC for the account to remain open.

16.  Convenience Checks.  

a.  Convenience checks may be used when the GPC is not accepted by the vendor.  Before requesting a check, the Cardholder shall determine if other vendors who accept the GPC card are available.  Convenience checks must be requested from your authorized convenience check holder via the format at Exhibit 4.  Convenience checks should not be used to avoid the normal card payment process.

b.  Convenience checkbook accounts are only available to organizations that maintain an active purchase account in good standing.  A convenience checkbook holder may have a purchase card account and a separate convenience checkbook account.

c.  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 is prohibited.  Convenience checks shall not be used as an “exchange-for-cash” vehicle to establish cash funds.

d.  Convenience checks will be pre-numbered and will be maintained by a separate convenience check purchase log for each account.

e.  Checks are negotiable instruments and must be stored in a locked container, such as a safe or locking filing cabinet.  Checks will be accounted for appropriately to prevent loss, theft or potential forgery.  Convenience Checking Accounts will be audited quarterly.  Checks will be reconciled just as other purchase card transactions as a part of the Monthly Statement billing cycle.  Copies of checks must be retained as a part of the account holder’s original documentation files.


f.  Checks shall NOT be written to a government employee (even if they are performing work “off duty”).  Checks can be written to a host or hostess of an authorized event (i.e., authorized per Chapter 2, AR 37-47, Representation Funds of the Secretary of the Army) if the host/hostess is not a government official.


g.  Checkholders shall not write checks to themselves.


h.  The 1099M tax form will be completed by the Checkholder no later than 15 Dec each year on each check written except those written to hostesses using official Representation Funds being reimbursed for purchases, checks to the Post Office, and to other government agencies.

17.  Documentation, File Retention, and Records. 
a.  Any time a purchase is made using the GPC card, documentation must be retained in the purchase file as proof of purchase.  These documents will later be used to verify the purchases shown on the Cardholder’s statement of account. 

b.  Documentation should include all receipts/invoices/shipping documents, internet notification of purchases, DD Forms 1556 (with three signatures) for all training, approved CAPRs, records showing that competition was obtained (if required), and any questioned item forms.  If documentation is not offered, you are required to request it.  Memorandums/notes serving as support for unusual circumstances should also be included in the file.  Unusual circumstances include such purchases of items that appear to be personal use items. The file should be documented to show how an apparently personal item is, in fact, for Government use.  When documenting competition, retain copies of quotes from all competitors.  Include in the purchase file a discussion of the rationale for the chosen vendor.

c.  If a specific requirement has special circumstances that would preclude the Cardholder’s adhering to this Pamphlet, the Cardholder may apply for a deviation/waiver as discussed in paragraph 2 above.  Before submitting any request for waiver, consider whether the purchase seems questionable, has even the appearance of being inappropriate, is a misuse or abuse of taxpayers’ money, or whether an outsider would consider the purchase more appropriately made by an individual.  Approved waivers must be included as supporting documentation for the purchase of restricted or unauthorized purchases.  All requests for waivers/deviations to this Pamphlet will be routed through the A/OPC and the SMDC Policy and Pricing Branch prior to submittal to the Chief/Deputy Chief of CAMO.  (NOTE:  If a requirement is based in statute/law, a deviation cannot be obtained.)
d.  In the event supporting documentation is not available, attach an explanation that includes a description of the item, date of purchase, merchant’s name, cost of the item, and an explanation of why there is no support documentation.
e.  The individual transaction receipts, CAPRs, and any other pertinent information shall be maintained by the Cardholder in a monthly GPC file to correspond with each Statement.  Each monthly file shall be labeled:  715j Cardholder Name, Month, and Year

f.  Cardholder monthly files will be retained by the Cardholder/Billing Official for 6 years, 3 months after final payment for reference and audit purposes.  Individual files shall be preceded with a divider or “dummy” folder reflecting the following:


715j Small Purchases and Modifications



Commercial Credit Card Files



Destroy 6 years and 3 months after final payment

g.  Cardholder and Billing Official delegation of authority memorandums will be retained in their respective files.

18.  Payment Procedures. 

a.  Monthly processing of statements can impact the timeliness of the DFAS payments to the bankcard contractor.  In accordance with the Prompt Payment Act, the government is required to pay interest on any electronic/paper statement over 30 days old.  This 30 day time period begins with the date the electronic/paper statement is received.

b.  The bankcard contractor gives GPC Billing Officials rebates on their accounts quarterly based upon the dollar amount spent and the timeliness of their account payments.

19.  Changes.
a.  Departure/Transfer of Employees.
(1) Bankcards are issued to individual employees.  The Billing Official is responsible for notifying the A/OPC when a Cardholder leaves the command or will no longer be under the purview of the Billing Official.  The bankcard must be destroyed, and the Billing Official must retain that Cardholder’s files.
(2) If a Cardholder is transferred within the same command and the new organization wants the Cardholder to have a GPC card in their new position, the new Billing Official should submit a Request for Appointment (Exhibit 1) to the A/OPC requesting a new Cardholder set-up.
(3) If a Billing Official departs or transfers, the primary organizational element should submit Exhibit 1 for appointment of a replacement to the A/OPC. 
b.  Requests for Additional Bankcards or Changes.  All requests for new Cardholders will be submitted to the A/OPC in the format at Exhibit 1.  The Cardholder’s GPC training certificate must be submitted with the request memo.
20.  Lost, Stolen or Compromised Credit Cards. 

a.  If the card is lost, stolen, or compromised, the Cardholder must immediately notify the bankcard contractor (U.S. Bank) at 1-888-994-6722.  The Cardholder must also notify the Billing Official and the A/OPC immediately after knowledge of the loss.
b.  The Billing Official must submit a written report of the loss/theft to the CAMO A/OPC.  The report should include:
(l) The card number and Cardholder’s complete name;
(2) All information on the loss/theft. 
(3) The date the loss/theft was discovered. 
(4) The location where the loss/theft occurred, if known. 
(5) Any other relevant information.

c.  The bankcard contractor will cancel the account of the stolen card and issue the Cardholder a new card within 7-9 working days.
21.  Fraud Procedures.  A charge which appears on a cardholder’s statement that was not made by the cardholder and is with a vendor that the cardholder has never done business with before constitutes fraud.  (These procedures will be described in more detail in a future change to the Pamphlet.)

22.  Disputes Procedures.  

a.  A charge which appears on a Cardholder’s statement that was not made by the Cardholder and is with a vendor that the Cardholder has done business with before constitutes a dispute.  Cardholders and Billing Officials have the responsibility to resolve all disputes and to seek either replacement of defective items or a credit to the Cardholder’s account.  This action should be taken before reporting the dispute in CARE.  

b.  The Department of Defense has adopted a pay-and-confirm policy.   The amount certified for payment will include all disputed transactions from all cardholders.  If a Cardholder disputes a charge, the Cardholder (or Billing Official) should make every attempt to resolve the issue directly with the merchant.  If items purchased with the card are found to be defective, the Cardholder has the responsibility to obtain either a replacement or correction of the item as soon as possible.  If the merchant refuses to replace or correct the faulty item, then the purchase of the item will be considered in dispute.  Disputes will be processed through CARE and researched in Customer Service until resolved.  Customer Service will issue credit to the cardholder’s account for all validated disputes.
c.  All formal disputes must be initiated within 60 days from receipt of the Cardholder electronic/paper Statements on which the questioned charge is listed.  Failure to initiate the dispute within 60 days will cause the Billing Official to relinquish his dispute rights and will result in forfeiture of the disputed amount.

d.  The bankcard contractor will place the amount of the dispute in a “pending” status while the dispute is being researched.  
e.  If the dispute is resolved in favor of the Cardholder, a credit will be issued on the next Billing Statement.  If the dispute is resolved in favor of the merchant, no action is required, as the transaction has already been paid.
f.  The Disputes Officer tracks disputed transactions and analyzes and monitors GPC reports on transaction disputes.  Recommend that Cardholder give written notification of all disputes to the A/OPC.
g.  The Disputes Officer will seek counsel from SMDC-LC where there is any issue of law.
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APPENDIX A - GLOSSARY

a.  Agency/Organization Program Coordinator (A/OPC).  The A/OPC is the individual responsible for administration of the GPC program within a particular service/agency. The A/OPC will serve as the liaison between the installation and the bank. 

b.  Billing Official.  The Billing Official is the person appointed by the Chief, CAMO, to have responsibility for one or more GPC Cardholders.  The Billing Official shall be the Cardholder’s supervisor or a higher level individual.  The Billing Official is also the Certifying Officer.

c.  Billing Statement.  The Billing Statement is a request that payment be made to the bankcard contractor.  The Billing Statement is the official document that covers one Billing Official and one or more Cardholders per billing period.  The Billing Official certifies the Billing Statement for payment by DFAS.

d.  Blanket Purchase Agreement (BPA).  A BPA is a simplified acquisition method, for filling anticipated repetitive needs, for supplies or services.  It is a written instrument of understanding IAW FAR l3.303.

e.  Cardholder.  The Cardholder is the individual appointed by the Chief, CAMO, to use the bankcard within the contracting authority designated in the appointment. The bankcard bears this individual’s name and may be used only by this individual to pay for authorized U.S. Government purchases.

f.  Cardholder Statement of Account.  A monthly listing of all charges made by the Cardholder and billed by the bankcard contractor.  This statement is submitted by the bankcard contractor directly to the Cardholder.

g.  Certification.  The act of attesting to the propriety and correctness of a purchase, to authorize payment as provided for in 31 U.S.C. 3528(a).

h.  Chief of the Contracting Office.  By Designation of Authority, USASMDC 3-02, 27 Aug 02, the following individuals have been designated as Chief of the Contracting Office:


(1) The Deputy Chief, CAMO.


(2) The Chief, Contract Operations Division, CAMO.


(3) The Chief, Acquisition Management Division, CAMO.


(4) The Chief, Army Space Division, CAMO.

i.  Disputes Officer(s).  The Disputes Officer(s) will monitor all disputed purchases, credits, or billing errors.  For SMDC, the A/OPC will serve as the Disputes Officer.

j.  Fraud.  A charge which appears on a cardholder’s statement that was not made by the cardholder and is with a vendor that the cardholder has never done business with.

k.  Mandatory Federal Supply Schedule (FSS).  Mandatory use schedules apply only to orders against schedule contracts with mandatory users. Schedules identify executive agencies required to use them as mandatory sources of supply.  The DOD will not be a mandatory user of any schedule unless individual DOD activities elect to provide annual requirements estimates to GSA and become mandatory users.
l.  Monthly Cardholder Limit.  The monthly Cardholder limit is the maximum total dollar amount usable by a specific cardholder.  This is determined by the Billing Official and is for each specific Cardholder.
m.  Monthly Office Limit.  The monthly office limit is determined by the Billing Official and is the total 30-day spending limit of all Cardholders assigned to the Billing Official.

n.  Multiple Award Schedule (MAS):  MAS contract awards are GSA contracts that are based on full and open competition.  These contractors have a GSA Contract Number and market directly to ordering activities.

o.  Nonexpendable Property:  Nonexpendable Property is property not consumed in its use and which retains its original identity thereafter.  For example: office furniture or fixtures with a dollar value greater than $2,500, office machines and equipment, etc., and other items which fall in the category of AR 735-5, paragraph 7-2.  Certain minor items such as scissors, staplers, and related items are not considered to be nonexpendable items.  If the Cardholder has a question regarding whether an item is nonexpendable, they should ask the APO for a ruling.

p.  Optional Federal Supply Schedule.  Ordering offices are not required to purchase from any one mandatory GSA source. See definition of Mandatory Federal Supply Schedule above. 

q.  Paying Office.  The paying office is the disbursing office, usually DFAS, which makes payments against an official statement certified by an approved GPC Billing Official.

r.  Principal Assistant Responsible for Contracting (PARC).  The PARC is responsible for the overall implementation and administration of the service’s/agency’s GPC program.

s.  Requirement.  A requirement is the aggregate value of any given governmental need. It consists of the sum total of a given need, not just the value of a single item.

t.  Single Purchase Limit.  The SPL is the specific limitation on the procurement authority that has been delegated to a Cardholder.  The SPL is recommended by the Billing Official and has been formally delegated to the Cardholder by the Chief, CAMO.  A "single purchase" using the card may include multiple items; however, no single purchase may exceed the SPL established for each Cardholder.

APPENDIX B – VENDOR RESTRICTIONS AND UNAUTHORIZED PURCHASES

Vendor Restrictions

For an extensive list of merchant category codes related to products/services not authorized for official purchases with the GPC, see paragraph 18c of the DA Standing Operating Procedure at http://purchasecard.saalt.army.mil/news.htm.  The GPC card is not authorized for use with vendors classified in the following types of businesses:

(1) Airlines/Airports
(2) Restaurants/Bars
(3) Travel Agencies
(4) Day Care
(5) Hotels/Motels (Note: Rental of a meeting room in connection with an official conference or seminar is authorized.)

Unauthorized Purchases

(NOTE:  If it would appear that you are making an unauthorized purchase, include a memo in the file and/or in your purchase log in CARE explaining why the purchase is authorized.)
The following are not authorized for purchase with the GPC card:

(1) Cash Advances
(2) Travel or travel-related expenses such as airline tickets, meals, lodging, etc.

(3) Rental or lease of land and buildings
(4) Repair of leased vehicles (leased or GSA fleet operated vehicles)
(5) Gifts/mementoes for individuals
(6) Telecommunication systems (such as FTS or DSN)
(7) Construction services over $2,000
(8) Wire transfers
(9) Savings bonds
(10) Foreign currency

(11) Dating and escort services

(12) Betting, casino gaming chips, off-track betting

(13) Transactions with political organizations

(14) Court costs, alimony, child support

(15) Fines

(16) Bail and bond payments

(17) Tax payments

(18) Untreated wood (wood used for packaging and crating cannot be procured after 1 Oct 02 unless it is treated for parasites)

(19) Weapon systems and related items

(20) Firearms, ammunition, and other sensitive items
(21) Drugs and controlled substances

(22) Personal comfort items that are not mission related, e.g. clothing, toiletries, radios, etc.

(23) Personal items such as stationery and coffee fund items

(24) Janitorial, yard or building maintenance service

(25) Membership in Professional Organizations

(26) Roll-Top Desks 

(27) Items that have been made available through the normal government supply channel.

(28) Existing Contract Items.  The GPC card shall not be used to purchase supplies or services which are already available to the requiring activity through an existing contract.  Examples follow:
(a) Vacuum cleaners – Use existing janitorial services.
(b) Computer repair/installation tools or service - Use organization’s existing

Help-Desk services.  (For CAMO, Colorado Springs, use G6 DOIM’s Help-Desk services.)

APPENDIX C – RESTRICTED PURCHASES

The following are authorized for purchase using the GPC card only under the circumstances described below.  However, within ARSPACE, funding may not be available for these items.  Therefore, ANY PURCHASES OF THE FOLLOWING ITEMS MUST BE COORDINATED WITH ARSPACE RM AND DCON PRIOR TO PURCHASE:

(1) Hazardous Material.  Purchases of hazardous/dangerous materials must be approved by the A/OPC

(2) Advertising:  Must be approved by the A/OPC.

(3) Video Information Equipment and Materiel:  Must be approved by the A/OPC.

(4) Ergonomic Related and Low-Vision Equipment.  Injury must be verified by medical documentation and the supervisor’s approval must be obtained before purchasing.  Before using agency funds, the Computer/Electronic Accommodations Program (CAP) office must first be considered as they may approve and fund the purchase.  CAP is a centrally funded program and provides ergonomic equipment related and low vision equipment for all DoD employees.  The point of contact is Ms. Dinah Cohen, Dinah.Cohen@tma.osd.mil.  The website may be accessed at http://www.tricare.osd.mil/cap/.

(5) Personalized Coffee Cups, Shirts, Caps, Pens, Pins, Calendars, Mouse pads, Plaques, etc.  Purchase file must include reference to a WRITTEN award program that specifically delineates these items and evidence that the purchase has been approved by your organization’s Legal Department.

(6) Bottled Water.  Cardholders are prohibited from purchasing bottled water service with the GPC.  A limited exception is provided if an agency has a report, from an outside water-testing agency, determining that the drinking water is harmful if consumed.

(7) Motor Vehicle, Long-Term Rental or Lease.  Cardholders are prohibited from entering into contracts for rental/lease of motor vehicles, except that authorization may be granted for official nonrecurring Government functions for no more than 30 days.

(8) Trophies, Awards, Plaques, and Mementoes.  Cardholders are prohibited from purchasing give-away items for hails and farewells and other occasions.  There is a limited exception if the purchase is in support of employee recognition programs or by recruiters if accomplished within authorizing regulation or an approved awards program.

(9) Business Cards.  Cardholders are not authorized to purchase business cards.  A limited exception is noted in a DoD memo dated 28 Aug 98 authorizing the printing of business cards using existing software and agency-purchase card stock for use in connection with official activities.

(10) Office Decorations Including Seasonal Decorations.  60 Comptroller General Decision 580, B-202057 and 67 Comptroller General Decision 87, B-226900 and B-226011 state that Government funds may be expended for office decorations when all of the following conditions are met:

Items are for general office use in public areas (not primarily for the personal convenience or satisfaction of a government employee).
Items will contribute to a pleasant working atmosphere. 
Items will result in improved productivity and morale.
The purchase is consistent with work related objectives and with the agency mission.
This Command has determined that office decorations, including seasonal decorations, are permissible up to a limit of $1,000 per MSE.  The exception is ARSPACE, whose total limit is $3,000.  Purchases must be in accordance with this Pamphlet.

Cardholders shall document the purchase file with a written explanation and approval by the head of the MSE.
(11) Luggage and Briefcases.  Luggage and briefcases purchased via GPC may not be used for carrying personal belongings; MUST BE STORED IN A GOVERNMENT FACILITY; and are accounted for as Government Property.
(12) Printing Service.  Per FAR 8.802, government printing must be done by or through the Government Printing Office (GPO) unless a reasonable determination is made that the GPO cannot meet the requirement.  If the GPO cannot meet the requirement, the purchase file must be documented with the name of the POC who stated that the GPO could not meet the requirement.  Also, specify the requirement that could not be met.  At SMDC, Huntsville, the Defense Printing Service (DPS), Department of the Navy (see SMDC-IM-P) is generally used for printing services. 
(13) Construction/Alterations to Building.  At SMDC Huntsville, all construction and alterations must first go through SMDC-LG-F for approval.  At SMDC, Huntsville, construction/alteration to the building above $2,000 is not authorized for purchase via the GPC.  For organizations outside of SMDC, Huntsville, contact the organization responsible for the building and facilities for which the construction/alteration is anticipated in order to determine whether the GPC card can be used to purchase the construction/alteration.
(14) Portable Heaters and Fans.  An approval memorandum must be included in the purchase file from the Program Organization Element level (e.g. the Executive Director/Director level) stating that the heater/fan is necessary for maintaining the health of the organization’s employees or for the protection of computer equipment.  At CAMO, Colorado Springs, G4 Logistics written approval is required before purchase.  For organizations for which the USASMDC Huntsville Safety Office or the Colorado Springs Safety Office has authority, the following safety requirements must be adhered to when purchasing any heaters/fans: 
HEATERS- Portable electric heaters can be used only as provided for in GSA guidelines.  When allowed, they must have an operational tip-over cutoff switch, and be designed and constructed in accordance with Underwriters Laboratories (UL) and National Fire Protection Association standards.  Portable heaters using flammable or combustible materials as a fuel may not be purchased for use inside buildings.
FANS - Fans shall be designed and constructed in accordance with UL standards and blades shall be guarded with openings no larger than one-half (1/2) inch.
(15) Refrigerators, Microwaves, Coffee Pots, Silverware, and Other Similar Items.  Refrigerators, microwaves, coffee pots, silverware, and other similar items cannot be purchased with the GPC card, with the following exception.  Senior Leaders, under certain circumstances, may authorize the purchase of these items.  For example, if there is an individual in the organization for which the purchase is being made who has diabetes, the Senior Leader may determine that a refrigerator is necessary in order to store Insulin for this individual.   Likewise, field offices in remote locations may not have easy access to cafeterias/restaurants and, therefore, the purchase of a microwave/refrigerator would be necessitated.  In the event that a Senior Leader authorizes the purchase of these items, a proper memorandum with their signature is required to justify the purchase.  The memorandum must be provided as documentation to the appropriate Cardholder and Billing Official prior to making the purchase.  At CAMO, Colorado Springs, G4, Logistics written approval is required before purchase of appliances.

(16) Cellular Phone and Pager Service.  If a contract covering cell phone and/or pager service is available, obtain the service via the contract vehicle.  For organizations for which the USASMDC, Huntsville Information Management Office (IMO) has authority, an Information Mission Area Capability Requirement Form (CAPR) USASMDC 551-R-E must be secured from SMDC-IM-C prior to purchasing the cell phone, pager, or accessory.  The requirement to purchase the cell phones and pager services shall be fulfilled by using the contract available through IMO (contact SMDC-IM-C).  For ARSPACE, CAPR/approval must be obtained from G6 DOIM prior to purchase.

(17) Mail Service (e.g. Federal Express/UPS).  If mailing services are available through a Government contract, use the contracted service.  If mail services are not available via a government contract, document the purchase file noting that contracted services are not available.  At SMDC Huntsville, use the central mailroom.

(18) Rental and Lease of Other Than Land and Buildings.  Under all circumstances, A/OPC approval must be obtained.

(19) Maintenance Agreements.  Purchase of any maintenance agreement exceeding $2,500 per year must be approved by the A/OPC.

(20) Flags.  Purchase of U.S. flags, organizational colors, foreign flags, state flags, position colors, distinguishing flags, streamers, tabards, guidons, and accessories are under the purview of AR 840-10 and must be furnished by the U.S. Army Soldiers System Command unless otherwise indicated in the regulation.  Cardholders should not purchase any flag of any kind unless the Institute of Heraldry has authorized the flag and has provided specifications for the flag, and unless the requiring activity is authorized to fly the flag.  At CAMO, Colorado Springs, G4, Logistics written approval is required before purchase.

(21) Software and software maintenance.  The mandatory source for software is set forth in DFARS 208.7402 which states “Departments and agencies shall fulfill requirements for commercial software and related services, such as software maintenance, in accordance with the DoD Enterprise Software Initiative (ESI) (see website at http://www.don-imit.navy.mil/esi).  ESI promotes the use of enterprise software agreements (ESAs) with contractors that allow DoD to obtain favorable terms and pricing for commercial software and related services.  ESI does not dictate the products or services to be acquired.”  For additional information, see http://www.don-imit.navy.mil/esi/uploaded_documents/0506MVX56641.doc.  In addition, with a GSA Advantage! password, you may place an order at https://www.vitm.gov/advgsa/main_pages/start_page.jsp?store+VITM
(22) Day Planners.  Franklin Covey Planners may not be purchased with your GPC card.  A JWOD product (mandatory source), DAYMAX Planners, may be purchased with your GPC cards.

(23) Food.  Food (including meals) is prohibited from being purchased with the GPC.  Agencies may NOT use appropriated funds to purchase light refreshments at government sponsored conferences where the conference is at the permanent duty station of any attendee.

(24) Fuel (aviation, diesel, gasoline fuel or oil for aircraft).  See A/OPC for exceptions.

(25) Seasonal Clothing (for example, cold-weather gear).

CAMO, Colorado Springs.

G4 LOGISTICS WRITTEN APPROVAL IS REQUIRED FOR THE FOLLOWING:

(1) Items listed on TDA/MTOE

(3) Hand tools (electric or manual)

(4) Test equipment

(7) Any items required to be on the Property Book (if in doubt, ask G4)

(8) Furniture

(9) Office supplies not carried in the G4 consumable supply room (Colorado Springs cardholders only)

(10) Items available through the Government supply channel

APPENDIX D – RESOURCE MATERIAL/WEBSITES

CARE Training:  https://wbt.care.usbank.com
DoD Purchase Card Program Office:  http://purchasecard.saalt.army.mil/news.htm
DOD EMALL:  http://dodemall.dla.mil
Ethics Training:  http://www.defenselink.mil/dodgc/defense_ethics/2001ethics_training
Federal Supply Schedule Home Page:  http://www.fss.gsa.gov
Government Purchase Card Training:  http://clc.dau.mil/kc/no_login/portal.asp
GSA Advantage!:  http://www.gsaadvantage.gov
UNICOR-Federal Prison Industry (FPI):  http://www.unicor.gov/unicor
EXHIBIT 1

SAMPLE: Request for Appointment
(OFFICE SYMBOL) 






(DATE) 
MEMORANDUM THRU Program/Budget Analyst
FOR Activity/Organization Program Coordinator,
      ATTN:  SMDC-CM-AP
SUBJECT:  Request for Appointment of Billing Official, Alternate Billing Official, and/or Cardholder for (Unit) 
1.  Request a GPC card be issued. Information is as follows: 
a.  If applicable:  Request appointment of (name) as Billing Official. Mailing address: Unit, Attention: office symbol, building number, city, state, zip code, telephone number, fax number and email address. 
b.  If applicable:  Request appointment of (name) as alternate billing official. Mailing address: Unit, Attention: office symbol, building number, city, state, zip code, telephone number, fax number, and email address.
c.  If applicable:  Request appointment of (name) as cardholder. Mailing address: Unit, Attention: office symbol, building number, city, state, zip code, telephone number, and email address. 
d.  Cardholder single purchase limit: _________(Up to $25,000.  For SPLs above $2,500, a justification is required, including types of items/services to be purchased and the method of acquisition to be utilized.)
e.  Cardholder monthly purchase limit: _________(This figure should be the maximum you would allow per month as approved by your budget office.)
f.  Monthly Office limit:  __________(This figure should be the total monthly limits of all your cardholders) 
2.  Information regarding default and alternate lines of accounting will be provided by the Program/Budget Analyst. 
3. Point of contact is (name and telephone number). 
Encl





(Signature) 






(Title)

DEFAULT LINE OF ACCOUNTING

(DLOA)
NAME:







Please circle one:

BILLING OFFICIAL


CARDHOLDER
1.  To be provided by the billing official or cardholder:

Commitment Reference Number (CRN): __________________

Note:  This CRN will be used to structure the DLOA and should be the CRN that is used the most (not necessarily the one with the largest dollars).  If a cardholder has other CRNs, they will have to reallocate, within C.A.R.E., from the default to these CRNs (alternate lines of accounting (ALOA)). These CRNs/ALOAs will be identified in the C.A.R.E. System by the TCN (Transmittal control number (Block 1, SMDC Form 81).
2.  To be provided by the program/budget analyst:
Segments:
APPROPRIATION (20 SPACES):


__________________

  
   DEPARTMENT (2)

   BEGINNING/ENDING 4 DIGIT YEAR (8)

   BASIC SYMBOL (4)

   LIMIT (4)

   BLANK SPACES (2)

OPERATING AGENCY CODE (OA) (2 SPACES)





ALLOTMENT SERIAL NUMBER (ASN)(4 SPACES)
_______________

UIC (NOT TDA UIC) (6 POSITIONS)(ALWAYS)
GPC0D2

JOB ORDER NUMBER (JO) (6 SPACES)






WORK CENTER (WCR)(COST CTR) (6 SPACES)





OBJECT CLASS (OC) (EOR) (4 SPACES)






ACCOUNTING INSTALLATION (AI) (ALWAYS)
001021

TRANSACTION TYPE (TT)  (ALWAYS)

D2
EXHIBIT 2 CHECKLIST










	
	Check if Problem Noted
	Indicate Month of Purchase Where Problem Noted
	Number Purchases for Month and Indicate Applicable # Where Problem Occurred
	Comment

	All Purchases

	CH did not rotate purchases.  (If not possible currently does CH check occasionally to see if other vendors can provide?)
	
	
	
	

	
	
	
	
	

	CH split purchases to stay under SPL or under micropurchase limit
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Office Supplies:  Did not follow order of priority which is:  Base Supply Center (Redstone Arsenal and Peterson AFB) - JWOD product if available there first, if JWOD not available there then whatever is available; if not available from Base Supply Center then purchase from BPA in DoD EMALL when possible.
	
	
	
	

	
	
	
	
	

	Did not go to GSA Advantage/Federal Supply Schedules - order of priority in 
Far Part 8
	
	
	
	

	
	
	
	
	

	Office Furniture and other items available from FPI:  Did not include FPI in competition
	
	
	
	

	Purchase was not for official Government business only
	
	
	
	

	Cardholder paid taxes
	
	
	
	

	
	
	
	
	

	All Purchases

	GPC was used to purchase the following unauthorized purchases

	Advance Payments except for subscriptions or publications
	
	
	
	

	Rental or Lease of Land or Buildings
	
	
	
	

	Travel Expenses for Government Employees
	
	
	
	

	Food
	
	
	
	

	Telephone Service
	
	
	
	

	Rental and Maintenance Agreements above $2,500/yr
	
	
	
	

	Membership in organizations, including charitable and social organizations
	
	
	
	

	Entertainment, amusement and recreational services
	
	
	
	

	Gifts/mementoes for individuals
	
	
	
	

	Fuel
	
	
	
	

	Items available thru the normal Supply Channel
	
	
	
	

	Item that can be purchased through an existing contract (e.g. vacuum cleaners, computer repair/installation tools or service,  training for contractors, etc.)
	
	
	
	

	
	
	
	
	

	All Purchases

	The following restricted purchases were made with no documentation included in file  authorizing the CH to make the purchase

	Hazardous Material
	
	
	
	

	Advertising
	
	
	
	

	Video Info Equipment and Material
	
	
	
	

	Ergonomic Related and Low-Vision Equipment
	
	
	
	

	Food
	
	
	
	

	Personalized Coffee Cups, Shirts, Caps, Pens, Pins, Calendars, Mouse Pads, Plaques
	
	
	
	

	Personal Purchases (such as appliances, clothing, seasonal decorations, handheld/portable electronic devices)
	
	
	
	

	Bottled Water
	
	
	
	

	Motor Vehicle
	
	
	
	

	Trophies, Awards, Plaques, Mementoes
	
	
	
	

	Business Cards
	
	
	
	

	Office Decorations and Plants
	
	
	
	

	Luggage and Briefcases
	
	
	
	

	Printing Service
	
	
	
	

	Construction/Alterations to Building
	
	
	
	

	Portable Heaters and Fans
	
	
	
	

	All Purchases

	The following restricted purchases were made with no documentation included in file authorizing the CH to make the purchase

	Refrigerators, Microwaves, Coffee Pots, Silverware, Similar
	
	
	
	

	Cell Phone/Pager/Blackberry Service if SMDC
	
	
	
	

	Rental and Lease of Other Than Land and Buildings
	
	
	
	

	Maintenance Agreements
	
	
	
	

	Mail Service (e.g. Federal Express/UPS)
	
	
	
	

	All Purchases

	Sufficient documentation was not included in file
	
	
	
	

	Receipt did not delineate items purchased
	
	
	
	

	Receipt included entire card number and expiration date so that person making purchase (which was other than CH) could know the CH's # and expiration date
	
	
	
	

	CH did not complete the CARE Purchase Log (info furnished by A/OPC or Huntsville Reviewing Officials
	
	
	
	

	CH did not reconcile each month (info furnished by A/OPC or Huntsville Reviewing Officials)
	
	
	
	

	If purchase is disputed, documentation regarding that is in the file
	
	
	
	

	Items that required bar-coding were not bar-coded
	
	
	
	

	Files are not documented to be retained for 6 yrs, 3 months
	
	
	
	

	For Convenience Checkholders only:

	CH wrote check for greater than $2,500
	
	
	
	

	CH wrote check to him/her self
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	CH wrote check to another government official
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Cardholder did not ascertain whether the vendor would accept a credit card
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Purchases greater than $2,500

	Competition is not documented
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	CH did not purchase from a contract vehicle
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	CH did not document contract vehicle in file
	
	
	
	


EXHIBIT 3

[image: image2.wmf]SMDC-CM-AP  








MEMORANDUM FOR [Billing Official]

SUBJECT:  Results of mm/yyyy Onsite Review of [Name of Cardholder]’s Government Purchase Card (GPC) Purchases (via e-mail)

1.  During the month of xxxx an onsite review of [Cardholder’s] GPC purchases was conducted.  The review covered through the month of mm/yyyy with a hands-on review of mm/yyyy and mm/yyyy purchases.

2.  The following problem areas were noted:

-  [If applicable] List problem area(s) [finding] and resolution(s)/future action(s)/current understanding of requirement(s)

-  [If applicable] Cardholder was not entering his/her purchases into the transaction log, nor reconciling his/her purchases in the CARE system.  

-  [If applicable] Cardholder/Billing Official last completed GPC training in mm/yyyy.  Cardholders and Billing Officials are required to complete the mandatory DoD GPC training annually.  Cardholder/Billing Official needs to complete the mandatory training at http://clc.dau.mil/kc/no_login/portal.asp?strRedirect=LC_CIA as soon as possible and provide the training certificate to his/her A/OPC.  

3.  The results of this oversight review will be incorporated into the mm/yyyy Oversight Review Memorandum to the Chief of Staff, and to the USASMDC Deputy Commanding General.  You will be provided with a copy of the final memorandum.

4.  Point of contact for questions regarding future purchases can be directed to the Agency/Organization Program Coordinator,                 .

___________________________

Government Purchase Card


Reviewing Official

CF:

Billing Official’s Supervisor

Cardholder

A/OPC

SMDC Reviewing Official

EXHIBIT 4

REQUEST FOR

CAMO CONVENIENCE CHECK

REQUESTED FOR:


REQUIRING OFFICE POC:  









OFFICE SYMBOL AND PHONE:  







DESCRIPTION OF ITEMS/SERVICES:  



















FUNDING:  


CHECK AMOUNT:  










NOTE:  IT IS AGAINST REGULATIONS TO WRITE A CHECK FOR GREATER THAN $2,500.  IT IS AGAINST REGULATIONS TO SPLIT AMOUNTS ACROSS MORE THAN ONE CHECK TO KEEP BELOW THE $2,500 LIMIT.  


CHECK FEE (1.7% OF THE CHECK AMOUNT):  






TOTAL FUNDING PROVIDED:  







(A COPY OF THE FUNDING DOCUMENT, SMDC Form 81, MUST BE PROVIDED AND MUST INCLUDE THE TCN #.  CAMO, Colorado Springs does not require the funding document, but does require a signature from Resource Management and the appropriate APC.)

MAKE CHECK PAYABLE TO:  








ADDRESS:  











POC/PHONE:  











TAX IDENTIFICATION NUMBER/SOCIAL SECURITY NUMBER:





TYPE OF BUSINESS:  
SOLE PROPRIETOR OR OTHER (CIRCLE ONE)

  IF SOLE PROPRIETOR, NAME OF OWNER:  




_____











Last name, MI, First name

NOTE: SUPPORTING DOCUMENTATION FOR THE PURCHASE MUST BE PROVIDED.  SUBMISSION OF THIS FORM CONFIRMS THAT THE VENDOR DOES NOT ACCEPT CREDIT CARDS AND THEREFORE, ISSUANCE OF A CONVENIENCE CHECK IS REQUIRED.  THE REQUIRING OFFICE POC IS RESPONSIBLE FOR PICKING UP THE CHECK FROM CAMO AND ENSURING THAT IT IS SENT TO THE PROPER LOCATION.







Signature of Requiring Office POC







Signature and Title of Requirer’s







    Supervisor 

EXHIBIT 5

Government Purchase Card

Purchase Greater than $2,500

If purchase was made from a Base Supply Center, you do NOT have to complete this form.

a)  Dollar Amount of Purchase:

b)  Place an X Beside the Correct Choice Below:

Small Business

Large Business 

OCONUS  

UNICOR (Federal Prison Industries)  

NIB/NISH (JWOD)
c)  Contract Number:    

(Note:  Contract Number not applicable for UNICOR or NIB/NISH purchases.  Not Applicable is NOT an acceptable response for other purchases.)  
d)  Names of Competition:


1) [Purchased From]:  


2)


3) 

(Note:  Include documentation for all competition in your purchase file.  If competition not available Contracts must make your purchase.  See USASMDC Government Purchase Card Pamphlet.  If purchased from GSA Advantage! or off a MANDATORY BPA on DoD EMALL you do not need to complete item d).)
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