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1. Introduction

The purpose of this guide is to provide Agency/Organization Program Coordinators (A/OPCs) with an effective reference tool to use when constructing their training programs, conducting surveillance, and managing their account bases.  The guide is structured so that A/OPCs can quickly locate information on specific topics, either for their own use, or in order to pass it down to the approving officials (AOs) and cardholders who come to them for training, guidance, and clarification.  Where possible, applicable text from source documents is included in the guide.  In instances where the source document itself is too large for inclusion in the guide, a brief summary of the document is provided along with a hyperlink to a location where a full-text copy can be found.  

It is written to complement the most recent version of Air Force Instruction (AFI) 64-117, Air Force Government-wide Purchase Card (GPC) Program which is scheduled to be released in Fiscal Year (FY) 2002.  References to the pending AFI are limited to the applicable major heading in case its structure should change before the official release.  

It is also thoroughly referenced so users can locate the source documents used during development for further exploration of the topics covered.  Users are encouraged to reference the source documents at the locations provided should they have any concerns with regard to the guide’s currency as it ages.  Furthermore, users are also encouraged to consult functional representatives for guidance on, and clarification of, issues pertaining to the appropriateness or legality of expenditures relating to their functional area.  
2.   Background

Program History

The use of purchase cards was first introduced in the Federal Government in the early 1980s.  The General Services Administration awarded the first Government-wide purchase card contract in 1989.  In 1993, the Vice President’s National Performance Review identified the purchase card as a major acquisition reform and recommended that all Federal agencies increase their use of the card to cut the red tape normally associated with the Federal procurement process.  The Federal Acquisition Streamlining Act of 1994 established $2,500 as the micro-purchase threshold and eliminated most of the procurement restrictions for purchases identified within that threshold (DoD IG 99-129, 1999:1).  

Executive order 12931, “Federal Procurement Reform,” October 13, 1994, directed heads of agencies involved in the procurement of supplies and services to:

Expand the use of the Government purchase card by the agency and take maximum advantage of the micro-purchase authority provided in the Federal Acquisition Streamlining Act of 1994 by delegating the authority, to the maximum extent practicable, to the offices that will be using the supplies or services to be purchased (Clinton, 1994).

In 1994 and 1995 interim rules governing the use of government purchase cards were incorporated into the Federal Acquisition Regulation (FAR), and on 10 January 1995 the Air Force issued internal procedures designed to provide guidance on how to use the cards within the Air Force (AFAA 96064011, 1997:1).

In 1995, the FAR designated the purchase card as the preferred method to pay for micro-purchases (DoD IG 99-129, 1999:1).

In the 1990s the General Service Administration (GSA) awarded a single schedule contract for GPC service to the Rocky Mountain BankCard System, Inc.  The contract provided for commercial credit cards and associated services to federal government employees, military members and some federal contractors to pay for official government purchases (Rogers, 1998; disk 1).

On 28 Apr 97, General Ronald R. Fogleman, then Air Force Chief of Staff, issued a memorandum to all Air Force major command (MAJCOM) commanders directing them to have every organization under their command “establish an IMPAC [now known as GPC] account and use the [GPC] as the preferred method of obtaining the bulk of micropurchase items”.  He noted that over the previous year, over 628,000 purchase transactions, exceeding $249M in total value, had been executed under the [GPC] program (Fogleman, 1997).  Since that time, Air Force use of the GPC has increased dramatically.  In fiscal year (FY) 2000, 2,764,006 GPC transactions were executed with a total value of $1.309B, and 2,847,258 GPC transactions were executed in FY 2001 totaling $1.389B (DoD Purchase Card Program Management Office, 2002).  

Program Structure

The GPC program is based on a six-level reporting hierarchy, which is outlined below.  Descriptions of each level can be found in chapter 1 of AFI 64-117, while the roles and responsibilities of each person in the hierarchy can be found in chapter 4 of AFI 64-117.  



Current Contract Information

In 1998 the GSA established five contracts with various banking institutions to issue purchase cards to government employees. These cards replaced the International Merchant Purchase Authorization Card (IMPAC) card contract, which expired on November 29, 1998. The new contracts went into effect on November 30, 1998. A copy of the contract is available at: 

http://www.gsa.gov/Portal/content/offerings_content.jsp?contentOID=119308&contentType=1004 

	Contract No.
	Master Contractor
	Business Lines

	GS-23F-98002
	US Bank
	Fleet, Travel, Purchase, Integrated FTP

	GS-23F-98003
	Bank One

[formerly First Chicago NBD]
	Fleet, Travel, Purchase, Integrated FTP

	GS-23F-98004
	Bank of America (USA)

[formerly NationsBank]
	Fleet, Travel, Purchase, Integrated FTP

	GS-23F-98005
	Mellon Bank
	Purchase

	GS-23F-98006
	Citibank
	Fleet, Travel, Purchase, Integrated FTP


Contract Type: ID/IQ Task Order Contract

Contract Period: 11/30/98 - 11/29/03 with five one-year options to renew

Key Sources of Program Guidance
This section contains excerpts from key sources of guidance that impact the administration and execution of the GPC program within the Air Force.

Federal Acquisition Regulation

The Federal Acquisition Regulations System is established for the codification and publication of uniform policies and procedures for acquisition by all executive agencies. The Federal Acquisition Regulations System consists of the FAR, which is the primary document, and agency acquisition regulations that implement or supplement the FAR. 

The FAR can be accessed at: http://farsite.hill.af.mil/
Defense Federal Acquisition Regulation Supplement

The FAR and the Defense Federal Acquisition Regulation Supplement (DFARS) also apply to purchases and contracts by DoD contracting activities made in support of foreign military sales or North Atlantic Treaty Organization cooperative projects without regard to the nature or sources of funds obligated, unless otherwise specified in this regulation.

The DFARS can be accessed at: http://farsite.hill.af.mil/
DoD Purchase Card Program Management Office

An effective way to access guidance and information generated or disseminated by this office is via their Worldwide Web (WWW) site.  This is the official DoD site for all purchase card news and guidance.  It can be accessed at the following address:

http://purchasecard.saalt.army.mil/default.htm
SAF/AQC

SAF/AQC is the Level 2 reporting agency for the Air Force.  A SAF/AQC staff member is designated as the focal point for the GPC Program and serves as a liaison among Air Force organizations, the Bank, the DoD Purchase Card Joint Program Management Office, and the General Services Administration.  Primary responsibilities include Air Force GPC policy and program support for OSD, Headquarters Air Force, and Air Force MAJCOMs (AFI 64-117; chapter 1).  SAF/AQC will disseminate information via Level 3 POCs as required.  Useful program-related information can also be obtained via the SAF/AQC WWW site at:

http://www.safaq.hq.af.mil/contracting/
AFI 64-117; Air Force Government-wide Purchase Card Program 

This is the primary source of program guidance for GPC use in the USAF.  Copies of this AFI can be found at the following locations:

1. Air Force Contracting homepage; http://www.safaq.hq.af.mil/contracting/
2. Air Force Publications homepage; http://afpubs.hq.af.mil 

AFI 65-601, Volume 1; Budget Guidance and Procedures

This instruction aligns with and implements AFPD 65-6, USAF Budget Policy. Volume 1 contains rules and procedures for using Air Force appropriated funds. In cases of conflict with other Air Force instructions or policy directives, the funding propriety rules stated here take precedence. This instruction provides guidance for all personnel who prepare, review, approve, manage, or use funds appropriated to the Air Force. 

Note: Consult your local finance office for guidance on, and clarification of, issues pertaining to the appropriateness or legality of appropriated fund expenditures.  

A copy of this AFI can be found at the following location:

Air Force Publications homepage; http://afpubs.hq.af.mil 

3. Procurement Sources

Order of Precedence

The following excerpt is taken from the Federal Acquisition Regulation (FAR), part 8.001:

(a) Except as required by 8.002, or as otherwise provided by law, agencies shall satisfy requirements for supplies and services from or through the sources and publications listed below in descending order of priority –

(1) Supplies.

(i) Agency inventories;

(ii) Excess from other agencies (see Subpart 8.1);

(iii) Federal Prison Industries, Inc. (see Subpart 8.6);

(iv) Products available from the Committee for Purchase From People Who Are Blind or Severely Disabled (see Subpart 8.7);

(v) Wholesale supply sources, such as stock programs of the General Services Administration (GSA) (see 41 CFR 101-26.3), the Defense Logistics Agency (see 41 CFR 101-26.6), the Department of Veterans Affairs (see 41 CFR 101-26.704), and military inventory control points;

(vi) Mandatory Federal Supply Schedules (see Subpart 8.4);

(vii) Optional use Federal Supply Schedules (see Subpart 8.4); and

(viii) Commercial sources (including educational and nonprofit institutions).

(2) Services.

(i) Services available from the Committee for Purchase From People Who Are Blind or Severely Disabled (see Subpart 8.7);

(ii) Mandatory Federal Supply Schedules (see Subpart 8.4);

(iii) Optional use Federal Supply Schedules (see Subpart 8.4); and

(iv) Federal Prison Industries, Inc. (see Subpart 8.6), or commercial sources (including educational and nonprofit institutions).

Excess From Other Agencies

The following excerpts are taken from FAR 8.1 (Excess Personal Property):

"Excess personal property" means any personal property (see 45.601) under the control of a Federal agency that the agency head or a designee determines is not required for its needs and for the discharge of its responsibilities.

When it is practicable to do so, agencies shall use excess personal property as the first source of supply in fulfilling their requirements and those of their cost-reimbursement contractors. Accordingly, agencies shall ensure that all personnel make positive efforts to satisfy agency requirements by obtaining and using excess personal property (including that suitable for adaptation or substitution) before initiating contracting action.

Federal Prison Industries 

It is the mission of Federal Prison Industries, Inc. (FPI) to employ and provide skills training to the greatest practicable number of inmates confined within the Federal Bureau of Prisons; contribute to the safety and security of our Nation's correctional facilities by keeping inmates constructively occupied; produce market-price quality goods for sale to the Federal Government; operate in a self-sustaining manner; and minimize FPI's impact on private business and labor (UNICOR, 2002). 

Ordering Supplies From FPI

A list of products produced by UNICOR is available on their WWW site.  They can be viewed either by Federal Supply Classification (FSC) Code or alphabetically.  Purchasers can place orders either over the phone or via their WWW site.  Their WWW site address is:

http://www.unicor.gov
Ordering Services From FPI

FPI also provides select services to other government agencies.  Services advertised on their WWW site (address noted above) include:

Printing



Computer/Electronics Recycling

Repair & Refurbishing

Testing

Data Services



Screen Printing

Distribution & Warehousing

Textile Repair

Further information can be obtained by calling the UNICOR customer service center at (800) 827-3168.

Committee for Purchase From People Who Are Blind or Severely Disabled

Background

The Javits-Wagner-O'Day (JWOD) Program provides employment opportunities for over 36,000 Americans who are blind or have other severe disabilities by orchestrating Government purchases of products and services provided by nonprofit agencies employing such individuals throughout the country. In 1938, the Wagner-O'Day Act was passed under President Franklin D. Roosevelt in order to provide employment opportunities for people who are blind by allowing them to manufacture mops and brooms to sell to the Federal Government. 

In 1971, under the leadership of Senator Jacob Javits, Congress amended this Act (41 U.S.C. 46-48c) to include people with severe disabilities and allow the Program to also provide services to the Federal Government. Over sixty years later, this extraordinary socioeconomic program provides Federal customers with a wide array of quality products and services, while providing thousands of people with severe disabilities real jobs and increased independence. 

The Committee for Purchase From People Who Are Blind or Severely Disabled is the JWOD Program's Federal overseer. Through two Central Nonprofit Agencies, National Industries for the Blind (NIB) and NISH (serving people with a range of disabilities), the Committee currently works with over 600 nonprofit agencies across the country, as well as in Puerto Rico and Guam, to provide employment opportunities to people with severe disabilities. The purchase of JWOD products and services by Federal customers helps battle the 70 percent unemployment rate faced by this untapped labor resource (JWOD, 2002). 

NISH (formerly the National Industries for the Severely Handicapped) is the national nonprofit agency designated by the Committee for Purchase From People Who Are Blind Or Severely Disabled to provide technical assistance to Community Rehabilitation Programs (CRPs) interested in obtaining federal contracts under the JWOD Program. For many CRPs, government procurement in general, and the JWOD Program specifically, represented unfamiliar territory. As a result, NISH was established in 1974 to provide assistance to CRPs. NISH's role is to work closely with CRPs and government procurement agencies to ensure that the JWOD Program works effectively by providing employment opportunities for people with disabilities and at the same time, providing quality products and services to the federal government.

NISH works closely with the federal procurement agencies to identify products and services purchased by the government that may be suitable for CRPs to provide. Each year, NISH team members make hundreds of visits to PAs to inform federal officials about the program and to identify new opportunities for CRPs. Additionally, NISH tracks government procurements on a daily basis looking for purchases that may lead to potential jobs (NISH, 2002).

Ordering From the National Industries for the Blind (NIB)

Catalogs can be ordered by visiting NIB’s WWW site and requesting either a printed copy or a compact disk.  The address is:

http://www.nib.org
Customers can also order NIB-produced products at the JWOD online store at:

http://www.jwod.com
Ordering From NISH

NISH’s WWW site can be accessed at:

http://www.nish.org
Wholesale Supply Sources

Defense Logistics Agency (DLA)

The DLA supply page can be accessed at the following address:

http://www.supply.dla.mil
General Services Administration (GSA)

GSA offers its customers many ways to easily purchase what they need. GSA simplifies federal procurement by negotiating large multi-user contracts (GSA Schedules and value-added information technology contracts) and by leveraging the volume of the federal market to drive down prices.

Federal agencies place orders against these contracts in many ways—through GSA customer representatives or catalogs, by phone or fax, charge cards, electronic requisitioning (FEDSTRIP/MILSTRIP), in-person auctions, over the Internet, or by contacting suppliers directly. 

GSA also offers customers the means to manage their own procurements online, through E-Buy requests for quotes online and FedBizOpps, where federal agencies can post their contracting requirements online (GSA, 2002).

Information on how to buy from GSA can be found at the following address:

http://www.gsa.gov/Portal/browse/channel.jsp?channelId=-13975&channelPage=/channel/default.jsp&cid=2
Cardholders can shop online through GSA Advantage, which can be accessed via the following address:

http://www.gsaadvantage.gov/advgsa/main_pages/start_page.jsp
After establishing a user ID and a password, users can search for what they need or use the quick order or reorder options.  The advanced search feature also lets users limit items to UNICOR and NISH/NIB mandatory items.

4. Convenience Checks

Convenience checks provide an alternative only when the use of the GPC is not feasible.  The use of convenience checks shall be evaluated and determined to be advantageous to the activity, after evaluating all alternatives to accomplish the same purpose.  The checks provide Air Force activities the flexibility to issue low volume, low dollar payments for supplies and services.  The management controls, procedures, and restrictions included in this AFI also apply to the use of convenience checks.  The convenience checks will be pre-numbered and additional controls will be maintained by the check writer using a separate convenience check register for each account.  The funding document for establishment of convenience check accounts is also the AF Form 4009.  The convenience check funding document, master account code, approving official number, and cardholder numbers must be unique and cannot be used jointly with existing GPC accounts.  A convenience check writer may also have a GPC account and a separate convenience checking account (AFI 64-117, chapter 3).
Note: Consult AFI 64-117 for additional information on check accounts.

Contractor Notification of Check Account Establishment

Upon establishing a new account in U.S. Bank’s Customer Automation and Reporting Environment (C.A.R.E.) system that will be used as a checking account instead of a card account, the A/OPC should take a couple of key steps to ensure the account is correctly established.  First, when establishing the account in C.A.R.E. leave the “Create Card” radio button unchecked.  Next, contact the contractor the next morning to ensure that a checkbook is generated and forwarded to the cardholder in lieu of a purchase card.  The A/OPC cannot notify the contractor of the new account’s function as a checking account immediately after it is loaded into C.A.R.E. because new accounts are processed in batch jobs by the contractor and they will have no record of the account until the next batch processes later that day or early the next day.  Furthermore, A/OPCs should make a note of the new account number to ensure that they can identify it as a checking account for surveillance purposes. 

IRS Reporting Requirements

The 1099 Tax Reporting Process is an application that was created to collect and report payments for “services ” to the Internal Revenue Service (IRS).  Convenience Checks written for “service” type transactions should be entered during the calendar year.  At the end of the calendar year, transactions for each Merchant will be totaled.  Any Merchant who received total payments of $600 or more for “services ” will be issued a 1099-Miscellaneous.Transactions made for “services ” using the Purchase Card will be collected from the participating banks.  

Transactions for “services” are defined as payments made for work performed as a “service” rather than the purchase of “goods.” Examples of “services” include dry cleaning of uniforms, booth rentals for job fairs/recruiting, maintenance fees, instructors, speakers and interpreters and other “service-type” work.  Do not include Convenience Checks written solely for the purchase of products/goods or to tax-exempt agencies such as state and local governments, Universities or to the US Postal Service.  Report only payments for products/goods purchased and used in the performance of a “service.”

For specific information regarding 1099-Misc reportable data, see IRS “Instructions for Forms 1099, 1098, 5498 and W-2G.” The instructions are available at the following web address:

http://www.irs.ustreas.gov
The instructions are also located at the back of Publication 1220, “Specifications for Filing Forms 1098, 1099, 5498 and W-2G Magnetically or Electronically” (1099 Tax Reporting Process Convenience Check User’s Manual, p.4).

Payments that should be reported are for “services, rent and medical payments.”  If the payment was for goods and services combined, it must be reported. Before you enter data you must have at a minimum the following data available: Payee’s Name, Address and Phone number, accurate federal tax identification number which could be their social security number or their employer identification number, check number, amount of check and the date of the check. Your personal bank account number as a check writer is located on the bottom of each check, not the account number that is shown on the monthly billing statements (DoD Purchase Card Program Management Office, 2001; 07 Sep 01 Announcement).

DFAS Reporting Procedures

A/OPCs and check writers must first gain access to the Defense Finance and Accounting Service (DFAS) 1099 tax reporting program before the reporting of services paid for with convenience checks can begin.  The site address to obtain the forms necessary to gain access to the reporting system is:

https://dfas4dod.dfas.mil/systems/1099/
Once on the site, a single file containing two forms must be downloaded, completed, and the faxed or mailed back to DFAS – Columbus.  The first form is a Defense Information Systems Agency (DISA) System Authorization Access Request (SAAR), and the second is a DFAS 1099-MISC Tax Reporting Process System Access Request Form.  The downloadable file contains instructions for completing both forms as well as a fax number and mailing address for returning the completed forms back to DFAS.  

Also found on the site is a copy of the 1099 Tax Reporting Process Convenience Check User’s Manual which contains instructions for A/OPCs, AOs, and cardholders on how to access and report transactions in the system.  

The manual’s major headings are:

I. General

II. System Access

III. System Overview

IV. System Instructions

V. User Assistance

VI. Glossary

Note:  Per the form completion instructions, system access form submission is mandatory for check writers and their representative A/OPC.

Reporting Deadline

Since 1099-Misc data is reported to the IRS on a calendar year basis, it is critical that information for all Convenience Checks issued during the calendar year is entered into the 1099 Tax Reporting Process by January 5th of each year.  Any data that is entered past this cut-off date will not be included in the yearly reporting completed by the DFAS.  In this case, your Agency will be responsible for issuing the 1099s and reporting the information to the IRS (1099 Tax Reporting Process Convenience Check User’s Manual, p.4).

Problem Reporting

When using the 1099 Tax Reporting Process, if a user should encounter any trouble, they should call the Tax Compliance Office (TCO)  If the TCO determines the situation requires further research, the TCO will instruct the user to complete a Program Trouble Report Form.  The Program Trouble Report Form and instructions can be found on the 1099 Tax Reporting Home Page, https://dfas4dod.dfas.mil/systems/1099/  (1099 Tax Reporting Process Convenience Check User’s Manual, p.5).

Per the 18 September 2001 version of the 1099 Tax Reporting Process Convenience Check User’s Manual ( p. 46), the TCO POC is :





Gala Vincent





Phone:
614-693-6143





DSN: 869-6143





FAX: 614-693-5452
5. U.S. Bank’s C.A.R.E. System

Key contractor-maintained and government-provided WWW sites available for use by program participants are noted below.  

U.S. Bank’s C.A.R.E. Web-Based Training

This site can be accessed at the following address:

https://wbt.care.usbank.com/
There is a standard login and the password changes periodically.  Both can be obtained by contacting either your Level 3 representative or U.S. Bank.

The two major areas for use by Air Force program participants are “Government Program Manager” and “Cardholder”.

Government Program Manager

Within the “Government Program Manager” area A/OPCs should enter the “Government CCP” area.  

The resulting page provides the A/OPC with six options to choose from (listed below).  The option titles are indicative of the information found below them.

1. WBT Overview

2. C.A.R.E. Overview

3. Lessons

a. Upon entering any of the 11 individual lessons the user will have the option (on the lower left of the screen) to view the entire manual associated with the lesson plan.  The manual can then be downloaded for review.  The manual title is “C.A.R.E. User Manual – CPP Purchase & Travel Card”, Revision 1.4.  The manual contains information found under 11 individual chapters:

1. Getting Started in C.A.R.E.

2. Account Setup

3. Account Maintenance

4. Checking the Status of Accounts

5. Communication

6. Reporting

7. Cost Allocation

8. Transaction

9. Administration

10. E-Links

11. Help

4. Documents

a. Under this section three headings are available to choose from with documents contained under each:

1. Manuals

a. “C.A.R.E. Ad Hoc Reporting User Manual”, Revision 1.0 

b. “C.A.R.E. User Manual – CPP Purchase & Travel Card”, Revision 1.4 *Contents noted above*

c. “User Guide to On-Line Registration”, Revision 1.0

2. Additional Documents

a. “C.A.R.E. White Paper: Cost Allocation Rule Sets”

b. “Guide to Clearing Cache”, Revision 1.2

c. “Data Dictionary for C.A.R.E. Ad-Hoc Reporting”

d. “SDN (Cost Allocation) Reports in C.A.R.E.”, Revision 1.2

e. “Transaction Management Activity Model for C.A.R.E.”

3. Learn about PDFs

4. Open C.A.R.E.

5. System Requirements 

Cardholder

Within the “Cardholder” area, cardholders and AOs enter the “Cardholder” area.  On the next screen, they should select the "Government Cardholder” option.  Here they will first be presented with the same six major headings found under the “Government Program Manager” option:

1. WBT Overview

2. C.A.R.E. Overview

3. Lessons

a. Upon entering any of the eight individual lessons, the user will have the option (on the lower left of the screen) to view the entire manual associated with the lesson plan.  The manual can then be downloaded for review.  The manual title is “C.A.R.E. User Manual”, Revision 1.1.  The manual contains information found under seven individual chapters.

1. Getting Started in C.A.R.E.

2. T.M. (Transaction Management)

3. Reports

4. Communications

5. Administration

6. E-Links

7. C.A.R.E. Help

4. Docs

a. Manuals

1. “C.A.R.E. User Manual”, Revision 1.1.  

2. “User Guide to On-Line Registration”, Revision 1.1

b. Additional Documents

1. “C.A.R.E. White Paper: Cost Allocation Rule Sets”

2. “Guide to Clearing Cache”, Revision 1.2

c. Learn about PDFs

5. Open C.A.R.E.

6. System Requirements

U.S. Bank’s C.A.R.E. WWW Site

The site is accessible at the following address:

https://care.usbank.com/
After logging onto the system, the major headings presented are:

1. Account Setup

2. Account Maintenance 

3. Transaction Management

4. Status 

5. Reports

6. Communication

7. E-Partners

8. Cost Allocation

9. Administration

U.S. Bank’s DoD A/OPC WWW Site

This site contains general program information provided by the contractor.  Although C.A.R.E.-specific information is included on the site, other general program-related information is also provided.  The site can be accessed at the following address:

http://www.usbank.com/cgi_w/cfm/impac/impac_login.cfm
The first screen you will see is entitled “Communications and Training Materials Login”.  Scroll down to the bottom of the screen to view the login prompt.  After logging in, the next screen will have a “DoD A/OPC” heading and will be followed by two hyperlinks.
Click on the hyperlink directly beneath the “Purchasing Card Program” heading.

The material on the site is organized as follows:

Purchasing Card Program 

Training Materials 

C.A.R.E. Web-based Training (WBT)
Cardholder Quick Reference Guide
Frequently Asked Questions
A/OPC Facilitator Guide
A/OPC Reference Guide
C.A.R.E. Quick Reference Guide
Cardholder Quick Reference Guide
Dispute Aid

GSA SmartPay Conference 2001 

PowerPoint Presentations

Reference Materials 

Guides 

A/OPC Guide
Billing Official Guide
Cardholder Guide
Transaction Dispute Office Guide
FirstView Guide
Interactive Electronic Resource Guide
OnLine Access Guide
FirstLink Guide
IMPAC Check A/OPC Guide
IMPAC Check Account Holder Guide
C.A.R.E. A/OPC Users Manual
C.A.R.E. Online Registration
MAT Codes
Merchants: Accepting Purchase Cards

Forms 

Setup Forms 

Agent Setup Form
Reporting Hierarchy Setup Form
Billing Official Setup Form
Cardholder Setup Form
Point of Contact Setup Form
Report Selection Form

Maintenance Forms 

Agent Maintenance Form
Reporting Hierarchy Maintenance Form
Billing Official Maintenance Form
Cardholder Maintenance Forms
Point of Contact Maintenance Forms
Report Selection Maintenance Forms

Miscellaneous Forms 

Cardholder Statement of Questioned Items Form
C.A.R.E. A/OPC and BO Setup and Maint Form - CPP
C.A.R.E. Cardholder Setup and Maint Form - CPP
C.A.R.E. Filter Selection Table
Supply Request Form - DoD

Computer Programs 

Master Trans Log
Transaction Log Read Me

State Tax Exemption Letters 

GSA State Tax Exemption Request Letter 

Recent Communications 

TSYS Functional Entitlement and Global Pay and Confirm
C.A.R.E. Password Expiration Date 
WBT Password Change 

Ellsworth AFB’s C.A.R.E. “How To” Manuals

These manuals were developed by TSgt Michael L. Johnson and contain numerous graphical displays of the many of the screens in C.A.R.E. accompanied by descriptions of many of the data entry procedures that program participants routinely make.  

The Ellsworth AFB GPC site can be accessed at the following address:




HYPERLINK "https://wwwmil.ellsworth.af.mil/contracting/gpcqapc.htm"

https://wwwmil.ellsworth.af.mil/contracting/gpcqapc.htm

There are two manuals available for download from the site:

1. Installation Purchase Card Program Manager “How To” Manual

2. Billing Official and Card Holder “How To” Manual

NOTE: The following guides are noted as reference material only which may edited for local use as deemed appropriate by the representative A/OPC.

Summary

Detailed instructions on how to operate this system are found in the various documents referenced throughout this chapter.  In summary, three key locations for guidance on operation of this system are:

U.S. Bank’s C.A.R.E. Web-Based Training:

https://wbt.care.usbank.com/
U.S. Bank’s C.A.R.E. WWW Site:

https://care.usbank.com/

U.S. Bank’s DoD A/OPC WWW Site:

http://www.usbank.com/cgi_w/cfm/impac/impac_login.cfm
Ellsworth AFB GPC WWW Site:

https://wwwmil.ellsworth.af.mil/contracting/gpcqapc.htm 

 

6.   Program Surveillance

Surveillance Summary Table

Chapters 3 and 4 of AFI 64-117 discuss A/OPC and AO surveillance responsibilities.  The table below summarizes the information in the AFI that describes surveillance frequencies and scopes.

	Account
	Frequency
	Scope
	Conducted By:
	AFI Reference:

	New Cardholder 
	Within 3 months of establishing account
	100%
	AO
	Chapter 4



	Existing Cardholder
	Every 12 months
	100%
	AO
	Chapter 4

	
	Every 12 months (conducted in conjunction with AO 12-month review)
	25%
	A/OPC
	Chapter 4

	Approving Official
	Every 12 months
	100%
	A/OPC
	Chapter 4

	Checking
	Quarterly
	100%
	AO
	Chapter 3

	
	Every 12 months
	100%
	A/OPC
	Chapter 3

	Contingency / Exercise
	Within 30 days of conclusion or receipt of final statement
	100%
	A/OPC
	Chapter 4


Note: A sample surveillance guide is provided as an attachment to AFI 64-117.

C.A.R.E. Surveillance Tools

The “C.A.R.E. Ad Hoc Reporting User Manual” provides detailed instructions on how to access and run standard reports as well as how to create and manipulate ad hoc reports.  The manual can be accessed within the Government Program Manager section of U.S. Bank’s C.A.R.E. Web-Based Training (WBT) WWW site.  See Chapter 5 of this guide for details.

7.   Training

Training Requirements Table

Chapter 4 of AFI 64-117 notes that the A/OPC is responsible for training all cardholders and AOs.  The table below summarizes the information in the AFI that describes required training lengths and acceptable training methods.

	Trainee
	Initial Training Required?
	Method
	Training Length
	Refresher Training Required?
	Method
	Training Extent

	New cardholder 
	Y
	Classroom
	Minimum 4 hours
	Y
	Classroom session, newsletters, WWW-based training, other suitable methods
	A/OPC determination

	Previous cardholder trained at another location
	A/OPC determination
	A/OPC determination
	A/OPC determination
	Y
	Classroom session, newsletters, WWW-based training, other suitable methods
	A/OPC determination

	New AO
	Y
	Classroom
	Minimum 4 hours
	Y
	Classroom session, newsletters, WWW-based training, other suitable methods
	A/OPC determination

	Previous AO trained at another location
	A/OPC determination
	A/OPC determination
	A/OPC determination
	Y
	Classroom session, newsletters, WWW-based training, other suitable methods
	A/OPC determination


Training Curriculum

Chapter 4 of AFI 64-117 lists all of the subject areas that A/OPCs shall include in their training curriculums.  A/OPCs may supplement required training areas with additional information as needed to emphasize specific points or address previous program-related problems experienced at the location.  Furthermore, A/OPCs may benchmark from other training materials and templates in order to built an effective training program.  A few of the methods and resources available are noted below.  

Note: A/OPCs are cautioned to verify the technical accuracy of any information from unofficial sources that they decide to include in their training curriculums.

1. Established WWW-based training programs.  Some examples include:

a. GSA Smartpay Purchase Card Training

http://www.fss.gsa.gov/webtraining/trainingdocs/smartpaytraining/index.cfm
b. SBCCOM Online (U.S. Army Soldier and Biological Chemical Command)

http://www.apgea.army.mil/gpctrain/index.htm
2. Annual GSA Smartpay Conference.  Conference details can be found at the DoD Purchase Card Program management WWW site.  Check under the “What’s New” heading for details.

http://purchasecard.saalt.army.mil/
3. Level 3 POCs

4. Other A/OPCs

Associated Reference Guide Tool
A training slide template with an accompanying narrative is provided as an attachment to this reference guide.  It provides another source of guidance for established A/OPCs to benchmark from when manipulating their ongoing programs and a template for new A/OPCs to use as they build their own training programs.  

8.   Purchases Over the Micropurchase Threshold

This chapter provides information on GPC use over the micropurchase threshold by cardholders.

Coordinating with the AO and A/OPC

Cardholders making purchases or payments over the micropurchase threshold must coordinate with both their representative AO and A/OPC to ensure that the appropriate limits are established in C.A.R.E. in order for the transactions to be properly executed.  Furthermore, per AFI 64-117, cardholders (and the associated AO) authorized to order from existing, pre-priced contracts and agreements up to $25,000 must receive auxiliary training on the appropriate use of these contract instruments and the additional requirements associated with using them.  This training is provided by the local A/OPC. 

Local Contracting Support

Cardholders should contact their local contracting office for information on established contracts and agreements (local and otherwise) that they may be able to use to fulfill their procurement needs.  

Federal Supply Schedules

The following excerpt is taken from FAR 8.401: (Under FAR 8.4, Federal Supply Schedules):

(a) The Federal Supply Schedule program, directed and managed by the General Services Administration (GSA), provides Federal agencies with a simplified process for obtaining commonly used commercial supplies and services at prices associated with volume buying (also see 8.001). Indefinite delivery contracts (including requirements contracts) are established with commercial firms to provide supplies and services at stated prices for given periods of time. Similar systems of schedule-type contracting are used for military items managed by the Department of Defense. These systems are not included in the Federal Supply Schedule program covered by this subpart.

(b) The GSA schedule contracting office issues publications, entitled Federal Supply Schedules, containing the information necessary for placing delivery orders with schedule contractors. Ordering offices issue delivery orders directly to the schedule contractors for the required supplies and services. Ordering offices may request copies of schedules by completing GSA Form 457, FSS Publications Mailing List Application, and mailing it to the—

GSA Centralized Mailing List Service (7CAFL),
P.O. Box 6477,
Fort Worth, TX 76115.

Copies of GSA Form 457 also may be obtained from this address.

(c) GSA offers an on-line shopping service called "GSA Advantage!" that enables ordering offices to search product specific information (i.e., national stock number, part number, common name), review delivery options, place orders directly with contractors (or ask GSA to place orders on the agency's behalf), and pay contractors for orders using the Governmentwide commercial purchase card (or pay GSA). Ordering offices may access the "GSA Advantage!" shopping service by connecting to the Internet and using a web browser to connect to the Acquisition Reform Network (http://www.arnet.gov) or the GSA, Federal Supply Service (FSS) Home Page (http://www.fss.gsa.gov). For more information or assistance, contact GSA at Internet e-mail address: gsa.advantage@gsa.gov.

Using Federal Supply Schedules

The following excerpt is taken from FAR 8.404: (under FAR 8.4, Federal Supply Schedules):

(a) General. Parts 13 and 19 do not apply to orders placed against Federal Supply Schedules, except for the provision at 13.303-2(c)(3). Orders placed against a Multiple Award Schedule (MAS), using the procedures in this subpart, are considered to be issued using full and open competition (see 6.102(d)(3)). Therefore, ordering offices need not seek further competition, synopsize the requirement, make a separate determination of fair and reasonable pricing, or consider small business programs. GSA has already determined the prices of items under schedule contracts to be fair and reasonable. By placing an order against a schedule using the procedures in this section, the ordering office has concluded that the order represents the best value and results in the lowest overall cost alternative (considering price, special features, administrative costs, etc.) to meet the Government's needs.

(b) Ordering procedures for optional use schedules –

(1) Orders at or below the micro-purchase threshold. Place orders at or below the micro-purchase threshold with any Federal Supply Schedule contractor.

(2) Orders exceeding the micro-purchase threshold but not exceeding the maximum order threshold. Place orders with the schedule contractor that can provide the supply or service that represents the best value. Before placing an order, consider reasonably available information about the supply or service offered under MAS contracts by using the GSA Advantage! on-line shopping service, or by reviewing the catalogs or pricelists of at least three schedule contractors (see 8.404(b)(6)). Select the delivery and other options available under the schedule that meet the agency's needs. When selecting the supply or service representing the best value, the ordering office may consider –

(i) Special features of the supply or service required for effective program performance;

(ii) Trade-in considerations;

(iii) Probable life of the item selected as compared with that of a comparable item;

(iv) Warranty considerations;

(v) Maintenance availability;

(vi) Past performance; and

(vii) Environmental and energy efficiency considerations.

The federal supply schedules are accessible through the GSA Advantage WWW site previously noted:

http://www.gsaadvantage.gov/advgsa/main_pages/start_page.jsp
The following excerpt is taken from DFARS 208.4 (Ordering From Federal Supply Schedules):

208.404 Using schedules.

(a) When a schedule lists both foreign and domestic items that will meet the needs of the requiring activity, the ordering office must apply the procedures of Part 225 and FAR Part 25, Foreign Acquisition. When purchase of an item of foreign origin is specifically required, the requiring activity must furnish the ordering office sufficient information to permit the determinations required by Part 225 and FAR Part 25 to be made.

208.404-1 Mandatory use.

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. Examples of areas where this approach may be applied are:

(1) Group 68-gases and chemicals;

(2) Group 26-pneumatic tires and inner tubes;

(3) Maintenance, repair, and/or rehabilitation of personal property; and

(1) "Just-in-time" arrangements for delivery of material directly from vendors to users.

208.404-2 Optional use.

Make maximum use of the schedules. Other procedures may be used if further competition is judged to be in the best interest of the Government in terms of quality, responsiveness, or cost.

208.405 Ordering office responsibilities.

208.405-2 Order placement.

(1) When ordering from schedules, ordering offices-

(i) May use DD Form 1155, Order for Supplies or Services, to place orders for-

(A) Commercial items at or below the simplified acquisition threshold; and

(B) Other than commercial items at any dollar value (see 213.307);

(ii) Shall use SF 1449, Solicitation/Contract/Order for Commercial Items, to place orders for commercial items exceeding the simplified acquisition threshold (see FAR 12.204); and

(iii) May use SF 1449 to place orders for other than commercial items at any dollar value.

(2) Schedule orders may be placed orally if-

(i) The contractor agrees to furnish a delivery ticket for each shipment under the order (in the number of copies required by the ordering office). The ticket must include the-

(A) Contract number;

(B) Order number under the contract;

(C) Date of order;

(D) Name and title of person placing the order;

(E) Itemized listing of supplies or services furnished; and

(F) Date of delivery or shipment; and

(ii) Invoicing procedures are agreed upon. Optional methods of submitting invoices for payment are permitted, such as-

(A) An individual invoice with a receipted copy of the delivery ticket;

(B) A summarized monthly invoice covering all oral orders made during the month, with receipted copies of the delivery tickets (this option is preferred if there are many oral orders); or

(C) A contracting officer statement that the Government has received the supplies.

(3) For purchases where cash payment is an advantage, the use of imprest funds in accordance with 213.305 is authorized when-

(i) The order does not exceed the threshold at FAR 13.305-3(a); and

(ii) The contractor agrees to the procedure.

(4) If permitted under the schedule contract, use of the Governmentwide commercial purchase card--

(i) Is mandatory for placement of orders valued at or below the micro-purchase threshold; and

(ii) Is optional for placement of orders valued above the micro-purchase threshold.

DD Form 1057 Reporting

As noted in AFI 64-117, for each transaction between $2,500.01 and $25,000 the cardholder must collect required information from the vendor and complete a DD Form 1057, Monthly Summary of Contracting Actions.  DD Form 1057 must be submitted to the A/OPC not later than five work days following the end of the month in which the purchase was made (for purchases made in the month of September, DD Forms 1057 must be provided not later 20 September.)

Note: Consult DFARS 204.670 for detailed information on regulatory reporting requirements. 

The DFARS is accessible via the FARSite at Hill AFB: 

http://farsite.hill.af.mil/
Instructions for Completing DD Form 1057

Specific instructions on how to complete this form can be found at DFARS 253.204-71.  It provides a line-by-line breakdown on what to include in each block of the form.  The DFARS is accessible via the FARSite at Hill AFB: 

http://farsite.hill.af.mil/
A copy of the DD Form 1057 can be downloaded from the Defense Acquisition Deskbook WWW site at:

http://web1.deskbook.osd.mil/default.asp
Note: Look under “Deskbook Quick Links / Forms” and then select “Department of Defense (DD) Forms”.

Local Data Collection Procedures

A/OPCs are responsible for ensuring that transactions executed within the required reporting range are summarized on a DD Form 1057 are forwarded to them for centralized collection.  The completed forms are to be submitted by cardholders or their representative AOs within three working days after the established cutoff date, which can be no earlier than the 25th calendar day of the month.  Once collected, the completed forms are then forwarded by the A/OPC to the appropriate reporting office within the contracting organization.  

9.  Records Retention

Air Force Manual 37-139, Records Disposition Schedule

The following excerpt is taken from Table 64-4 (Government-wide Purchase Card Records):

	
	A
	B
	C
	D

	R

U

L

E
	If the records are or pertain to
	Consisting of
	Which are
	Then

	*26
	Government-wide Purchase Card (GPC) Program Administration at Program Coordinator Office
	Administrative support and control of the Government-Wide Purchase Card (GPC) system and associated reports, including records of surveillance and all other administrative actions.
	At Program Coordinator Office
	Destroy after 2 years

AUTH:  GRS 23, Item 1 

	*26.01
	Government-wide Purchase Card (GPC) Program Administration at using office
	Receipts, shipping paperwork, written record of coordination and all other supporting documentation.  Also includes records of approving official surveillance.
	At approving official and cardholder unit level 
	Destroy 3 years after final payment  

AUTH: GRS 3, Item 3a(1)(b) and FAR 4.805(b)(3) 

	*26.02
	Government-wide Purchase Card GPC) Program Administration at using office
	Records pertaining to items under investigation, dispute or similar matters
	At approving official and cardholder unit level
	Disposition pending.

AUTH:   Unscheduled

	*26.03
	Government-wide Purchase Card (GPC) Program Administration at bank’s office
	GPC transaction management log and all data generated or processed via the bank’s electronic access system


	Maintained in the bank’s electronic access system
	Destroy 6 years and 3 months after period covered by account

AUTH:  GRS6, Item1a

	*26.04
	Government-wide Purchase Card (GPC) Program Administration, Individual Account Files
	Training records, letters of appointment and delegation of purchase authority


	At program coordinator’s office
	Disposition Pending

AUTH:  Unscheduled


10. Affirmative Procurement

Program Guidance and External Resources

Executive Order 13101; Greening the Government Through Waste Prevention, Recycling, and Federal Acquisition

Synopsis: 

Section 101. Consistent with the demands of efficiency and cost effectiveness, the head of each executive agency shall incorporate waste prevention and recycling in the agency’s daily operations and work to increase and expand markets for recovered materials through greater Federal Government preference and demand for such products. It is the national policy to prefer

pollution prevention, whenever feasible. Pollution that cannot be prevented should be recycled; pollution that cannot be prevented or recycled should be treated in an environmentally safe manner. Disposal should be employed only as a last resort (Clinton, 1998).

Available at  http://www.nara.gov/fedreg/13101
U.S. Environmental Protection Agency’s WWW Site for the Comprehensive Procurement Guidelines (CPG)

At this Web site, you'll find all you need to know about the CPG and EPA's Recovered Materials Advisory Notices (RMANs), which recommend recycled-content levels for CPG items. 

Available at http://www.epa.gov/epaoswer/non-hw/procure/index.htm 

The CPG program is part of EPA's continuing effort to promote the use of materials recovered from solid waste. Buying recycled-content products ensures that the materials collected in recycling programs will be used again in the manufacture of new products.

The CPG program is authorized by Congress under Section 6002 of the Resource Conservation and Recovery Act (RCRA) and Executive Order 13101. EPA is required to designate products that are or can be made with recovered materials, and to recommend practices for buying these products. Once a product is designated, procuring agencies are required to purchase it with the highest recovered material content level practicable (EPA, 2002).

Air Force Center for Environmental Excellence

On this site you can find the “Guide to Green Purchasing: The Air Force Affirmative Procurement Program.”  It contains detailed guidance on the laws and regulations germane to Affirmative Procurement and the Air Force Affirmative Procurement Program.  The guide can be accessed at the following site:

http://www.afcee.brooks.af.mil/eq/ap/gg/default.asp
The guide’s major headings are:

1.   Introduction

2.   The Air Force Affirmative Procurement Program

3.   Tools and Resources

Federal Acquisition Regulation

The following excerpt is from FAR 13.201(f):

The procurement requirements in the Resource Conservation and Recovery Act (42.U.S.C. 6962) and Executive Order 13101 of September 14, 1998, Greening the Government through Waste Prevention, Recycling, and Federal Acquisition, apply to purchases at or below the micropurchase threshold (see Subpart 23.4).

Reference Tools

Useful Affirmative Procurement reference and training slides are available at the following location:

DoD Purchase Card Program Management Office; http://purchasecard.saalt.army.mil/
Note: Look under “Briefings.” 

11. Synopsis of External AFI 64-117 References

The following references appear in AFI 64-117.  Contact the appropriate functional area representative at your location for clarification of specific issues.

AFI 21-201; Management and Maintenance of Non-Nuclear Munitions

Synopsis: This instruction implements Air Force Policy Directive (AFPD) 21-2 Non-nuclear and Nuclear Munitions. It establishes Munitions Flight organizational structure and responsibilities and provides inspection, storage, maintenance and accountability procedures. It establishes the foundation for munitions product assurance for non-nuclear munitions and inspection and maintenance of associated Munitions Materiel Handling Equipment (MMHE) and support equipment. It applies to all munitions activities and munitions using organizations across the Air Force.
Available at http://afpubs.hq.af.mil
AFI 32-7086; Hazardous Materials Management

Synopsis: This instruction implements Air Force policy directive (AFPD) 32-70, Environmental Quality, July 1994; AFPD 23-2, Supplies and Materiel Management; June 1993; and AFPD 91-3, Occupational Safety and Health, September 1993. It establishes procedures and standards that govern management of hazardous materials (HAZMAT) throughout the Air Force. It applies to all Air Force personnel (at classified and unclassified operations) who authorize, procure, issue, use, or dispose of HAZMAT; and to those who manage, monitor, or track any of the preceding activities. 

Available at http://afpubs.hq.af.mil
AFI 33-103; Requirements Development and Processing

Synopsis: This Air Force instruction (AFI) implements Air Force Policy Directive (AFPD) 33-1, Command, Control,Communications, and Computer (C4) Systems; DoD 5000.2-R, Mandatory Procedures for Major Defense Acquisition Programs and Major Automated Information Systems, March 15, 1996; DoD Instruction (DoDI) 5000.2, Defense Acquisition Management Policies and Procedures, February 23, 1991/Air Force Supplement 1 (AFSUP1); Office of Management and Budget (OMB) Circular No. A-130, Management of Federal Information Resources; DoD Directive 8000.1, Defense Information Management (IM) Program; and related aspects of the Information Technology Management Reform Act of 1996. It details a process to streamline the development of and response to communications and information systems

requirements. It also provides an oversight procedure to maintain the integrity of the process.
Available at http://afpubs.hq.af.mil
AFI 33-117; Visual Information (VI) Management

Synopsis: This instruction implements Air Force Policy Directive (AFPD) 33-1, Command, Control, Communications,and Computer (C4) Systems; Department of Defense (DoD) Directive 5040.2, Visual Information (VI), December 7, 1987; with Change 1; DoD Instruction 5040.4, Joint Combat Camera (COMCAM) Operations, March 5, 1990; and DoD Directive 5040.5, Alteration of Official DoD Imagery, August 29,1995. It identifies and describes Air Force visual information (VI) resources and functions, and tells how to manage and operate Air Force VI activities at all levels.
Available at http://afpubs.hq.af.mil
AFI 34-204; Air Force Services Logistics Support Program

Synopsis: This instruction implements AFPD 34-1, Air Force Services Combat Support Programs. This publication implements the fitness improvement programs (AFI 40-501, The Air Force Fitness Program), and voluntary, leisure-time fitness and sports activities.

Available at http://afpubs.hq.af.mil
AFI 34-266; Air Force Fitness and Sports Programs

Synopsis: This instruction implements AFPD 34-2, Managing Nonappropriated Funds, by providing logistics guidance for Services (SV) activities receiving appropriated fund (APF) and nonappropriated fund (NAF) support. It also spells out SV participation in the Qualified Recycling Program (QRP).

Available at http://afpubs.hq.af.mil
AFI 34-275; Air Force Nonappropriated Funds Government Purchase Card Program

Synopsis: This instruction implements AFPD 34-2, Managing Nonappropriated Funds.  It is used in conjunction with AFPD 64-3, Nonappropriated Fund Contracting System.  It establishes responsibilities, authorities, and procedures for purchasing with the U.S. Government-wide purchase card.  It applies to all Air Force NAF instrumentalities (NAFIs) as described in AFI 34-201, Use of Nonappropriated Funds (will convert to AFI 34-403).  It also applies to all Air Force Reserve, Air Force National Guard, and Air Force Reserve Officer Training Corps personnel when they are on federal active duty and serving in positions involving use or management of the 

NAF purchase card program.  Air Force NAFIs, Major Commands (MAJCOMs) and Air Force Central Fund NAFIs use the NAF government purchase card to purchase supplies, resalable items, and services using NAFs, as required, to support activity needs.  This instruction includes Department of Defense Purchase Card Financial Management Team and Purchase Card Integrated Product Team recommended changes as stated in the Office of the Undersecretary of Defense (OUSD) (Comptroller) Purchase Card Reengineering Implementation Memorandum #3, dated 27 Mar 97, and its amendment, Change 1, dated 30 Jun 98.  Compliance with this publication is mandatory.  Maintain and dispose of all records created as a result of prescribed processes in accordance with AFMAN 37-139, Records Disposition Schedule, Table 34.

Check http://afpubs.hq.af.mil for availability

AFI 36-401; Employee Training and Development

Synopsis: This instruction provides the basic authority and sets up the objectives, requirements, and assigned responsibilities for the conduct and administration of training and development for appropriated fund civilian employees. It gives guidance for determining needs; validating requirements; financial planning; obtaining resources; and evaluating, documenting, and reporting training. It implements AFPD 36-4, Civilian Personnel Training and Development; Department of Defense (DoD) Directive 1430.4, 30 January 19850; and DoD Manual 1400.25 (Civilian Personnel Manual, chapter 410), 2 March 1985. See attachment 1 for a glossary of acronyms. This publication applies to all Air Force activities, including Air National Guard (ANG) (Title 5) and the US Air Force Reserve (USAFR) units, and is used by management,

civilian personnel offices, and appropriated fund civilian employees according to Title 5 U.S.C.

4118. This publication requires collecting and maintaining information protected by the Privacy Act of 1974. Authorities to collect and maintain the records are by Title 5 U.S.C. 4118 and Title 10 U.S.C. 8013.

Available at http://afpubs.hq.af.mil
AFI 65-106; Appropriated Fund Support of Morale, Welfare, and Recreation, and Nonappropriated Fund Instrumentalities 

Synopsis: This instruction implements AFPD 65-1, Management of Financial Resources and Services, DoD Directive 1348.19, Award of Trophies and Similar Devices in Recognition of Accomplishments, May 12, 1989, and DoD guidance that is contained in the list of references at attachment 3. It provides financial guidance on using appropriated funds (APF) for morale, welfare, and recreation (MWR) programs and nonappropriated fund instrumentalities (NAFI) throughout the Air Force. It applies to all individuals who review, approve, or use appropriated funds for support of MWR and NAFIs.
Available at http://afpubs.hq.af.mil
AFI 65-301; Audit Reporting Procedures

Synopsis: This instruction implements AFPD 65-3, Internal Auditing, and gives procedures for audit report processing, information access, nonconcurrence resolution, potential monetary benefits, and nonappropriated fund (NAF) audits. Attachment lists references, abbreviations, and acronyms.

Available at http://afpubs.hq.af.mil
AFI 65-601, V1; Budget Guidance and Procedures 

Synopsis: This instruction aligns with and implements AFPD 65-6, USAF Budget Policy. Volume 1 contains rules and procedures for using Air Force appropriated funds. In cases of conflict with other Air Force instructions or policy directives, the funding propriety rules stated here take precedence. This instruction provides guidance for all personnel who prepare, review, approve, manage, or use funds appropriated to the Air Force. Maintain and dispose of records created as a result of prescribed processes in accordance with AFMAN 37-139, Records Disposition Schedule.

AFI 91-103; Air Force Nuclear Safety Certification Program

Synopsis: This instruction implements AFPD 91-1, Nuclear Weapons and Systems Surety. It defines the process for certifying hardware, software, and procedures used with nuclear weapon systems. It applies to organizations that design, develop, modify, evaluate, or operate nuclear weapon systems.

Available at http://afpubs.hq.af.mil
AFMAN 37-139; Records Disposition Schedule

Summary of key text: Reference Chapter 9 of this guide

Executive Order 13101; Greening the Government Through Waste Prevention, Recycling, and Federal Acquisition

Synopsis: 

Section 101. Consistent with the demands of efficiency and cost effectiveness, the head of each executive agency shall incorporate waste prevention and recycling in the agency’s daily operations and work to increase and expand markets for recovered materials through greater Federal Government preference and demand for such products. It is the national policy to prefer

pollution prevention, whenever feasible. Pollution that cannot be prevented should be recycled; pollution that cannot be prevented or recycled should be treated in an environmentally safe manner. Disposal should be employed only as a last resort.

Available at http://www.archives.gov/federal_register/executive_orders/1998.html

 

12. Audit Reports

Three of the major sources for GPC audit reports are covered below.  A/OPCs can use the information provided in the results to increase the effectiveness with which they manage their own programs by noting problems and issues documented at other locations.  

Air Force Audit Agency

This secure site can be accessed at: https://www.afaa.hq.af.mil/afck/plansreports/reports.shtml
Once at the site, A/OPCs can narrow their search to locate GPC audits issued in specific years, or they can search for audits covering all of the years included in the site’s database.  The two general search choices are for Air Force-wide audits and installation level-audits.  Effective keywords to include in the search are: “Government-wide Commercial Purchase Card”, “GPC”, “International Merchant Purchase Authorization Card”, and “IMPAC”.

DoD Inspector General

This site can be accessed at: http://www.dodig.osd.mil/audit/reports/index.html
On this site A/OPCs can search for audit and evaluation reports and audit policy and oversight reports in specific years or they can use the search feature on the site’s top page.  The most effective search keywords are “International Merchant Purchase Authorization Card” and “IMPAC”.

DoD Inspector General Summary Report D-2002-029

This report summarizes DoD purchase card program audit coverage from October 1, 1995, to September 30, 2001.  It identifies 381 reports issued by the General Accounting Office; the Inspector General, DoD; the Army Audit Agency; the Naval Audit Service; the Air Force Audit Agency; the Defense Commissary Agency Internal Review Office; the Inspector General, Defense Information Systems Agency; the Defense Logistics Agency Internal Review Office; and the Office of the Assistant Secretary of the Army (Financial Management and Comptroller) Internal Review Office.  It is available through the DoD IG WWW site noted in the previous section.  

13.  WWW Site Quick Reference Guide

General

Site



A/OPC Use





Location

Air Force Audit Agency
Air Force GPC audit results



https://www.afaa.hq.af.mil/domainck/index.shtml
Air Force Center for               Affirmative procurement                                            
http://www.afcee.brooks.af.mil/eq/ap/gg/default.asp
Environmental Excellence

Air Force Contracting 
Air Force GPC policy, news, and links

http://www.safaq.hq.af.mil/contracting/
Air Force FAR Site

Access to FAR, DFARS, AFFARS


http://farsite.hill.af.mil
Air Force Publications
Access to AFIs and forms needed


http://afpubs.hq.af.mil




for program management 

C.A.R.E.


Online account management



https://care.usbank.com/
C.A.R.E. WBT

Online training and document access


https://wbt.care.usbank.com/
Defense Acquisition

Access to forms and regulations


http://web2.deskbook.osd.mil/default.asp
Deskbook



Defense Logistics

Information on buying through


http://www.supply.dla.mil
Agency


DLA

Site



A/OPC Use





Location

DFAS4DOD


TD 1099-MISC account setup and reporting

https://dfas4dod.dfas.mil/systems/1099/
DoD Inspector General
DoD GPC audit results



http://www.dodig.osd.mil/audit/reports/index.html
DoD Purchase Card 

Program statistics; DoD-wide GPC news

http://purchasecard.saalt.army.mil/news.htm
Program Management 

Office


Ellsworth AFB

Locally-generate C.A.R.E. 



https://wwwmil.ellsworth.af.mil/contracting/impac.htm
GPC Site


graphical tutorial

EPA Comprehensive

Affirmative procurement



http://www.epa.gov/epaoswer/non-hw/procure/index.htm
Procurement Guidelines

FARSite


Access to the Federal Acquisition


http://farsite.hill.af.mil/




Regulation and all its supplements

GSA Advantage

Online shopping for cardholders


http://www.gsaadvantage.gov/advgsa/main_pages/start_page.jsp 

GSA SmartPay

Master

http://www.gsa.gov/Portal/content/offerings_content.jsp?contentOID=119308&contentType=1004 

Contract Guides

contract 

terms 

and conditions 

GSA SmartPay Purchase
General GPC information; training


http://fss.gsa.gov/webtraining/trainingdocs/smrtpaytraining.cfm
Card Training





Internal Revenue Service
Convenience check reporting guidance

http://www.irs.ustreas.gov
Site



A/OPC Use





Location

JWOD



Program background and history


http://www.jwod.gov
Product listings and online shopping


http://www.jwod.com
NIB



Order catalogs





http://www.nib.org 

NISH



Program background and history


http://www.nish.org 

National Archives

Access to executive order 13101

http://www.archives.gov/federal_register/executive_orders/1998.html 

and Records 

Administration

SBCCOM Online 

Training





http://www.apgea.army.mil/gpctrain/index.htm
UNICOR


UNICOR background and history;


http://www.unicor.gov




available products and services

U.S. Army Materiel 

General GPC information; training 


http://www.apgea.army.mil/gpctrain/index.htm
Command Purchase

 

Card Training





U.S. Bank’s 


General program guidance;



http://www.usbank.com/cgi_w/cfm/impac/impac_login.cfm
DoD A/OPC Site

C.A.R.E. guidance
 

MAJCOM GPC Sites

Site


Location

ACC


https://lg.acc.af.mil/lgc/acqreform/impac/impac1.htm
AETC


https://www.aetc.af.mil/lg/LGC/lgcm.htm
AFMC


https://www.afmc-mil.wpafb.af.mil/organizations/HQ-AFMC/PK/pko/impac.htm
AFRES

Links back to http://www.safaq.hq.af.mil/contracting/toolkit/impac/
AFSOC

Links back to http://www.safaq.hq.af.mil/contracting/toolkit/impac/
AFSPC

 http://www.spacecom.af.mil/hqafspc/contracting/Government%20Purchase%20Card/government_purchase_card.htm
PACAF

https://www.hqpacaf.af.mil/lg/lgc/default.htm
USAFA

http://www.usafa.af.mil/lg/lgc/govtcard/index.htm
14.   Forms Quick Reference Guide

Form



Program Use




Location

AF Form 4009


Funding of USAF GPC and check accounts

http://afpubs.hq.af.mil
DD Form 1057

Reporting GPC transactions over $2,500 but

http://web1.deskbook.osd.mil/default.asp





under $25,000     

DFAS System Access

TD 1099-MISC reporting account setup

https://dfas4dod.dfas.mil/systems/1099/
Request Form



DISA Form 41

TD 1099-MISC reporting account setup

https://dfas4dod.dfas.mil/systems/1099/
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· Contains information on how to access and use the DFAS online system for reporting services paid for with convenience checks
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General Services Administration. n. pag. 

     http://www.gsa.gov/Portal/browse/channel.jsp?channelId=-     
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· Program background
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· Three-module CD-based cardholder training
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16.   Acronyms

AFFARS


Air Force Federal Acquisition Regulation Supplement

AO



Approving Official

A/OPC



Agency/Organization Program Coordinator

C.A.R.E.


Customer Automation and Reporting Environment

CPG



Comprehensive Procurement Guidelines

CRP



Community Rehabilitation Program

DFAS



Defense Finance and Accounting Service

DFARS


Defense Federal Acquisition Regulation Supplement

DISA



Defense Information Systems Agency

DLA



Defense Logistics Agency

FAR



Federal Acquisition Regulation

FSC



Federal Supply Classification

FSS



Federal Supply Service

GPC



Government-wide Commercial Purchase Card

GSA



General Services Administration

IMPAC


International Merchant Purchase Authorization Card

JWOD



Javits-Wagner-O'Day

NIB



National Industries for the Blind

RMAN


Recovery Materials Advisory Notice

TCO



Tax Compliance Office

USAF



United States Air Force

WWW



Worldwide Web

Level 6





Level 5





Level 4





Level 3





Level 2





Level 1





AO





A/OPC





Cardholders





MAJCOM/Agency





SAF/AQC





DoD
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