Cardholder  Refresher Training

1.   Your file must contain your letter of delegation of authority and training statements.

2.   Know your spending limits.  Have a copy of the funding document in the file.

3.   Ensure requirement is an authorized appropriated funds purchase.

4.   Ensure that requirement is within the MICRO PURCHASE LIMIT.

5.   Get the proper preapprovals/waivers and document in your file.

6.   Using the order of precedence of sources as prescribed in FAR, Part 8, and   

      DFARS, Part 208, choose your vendors ensuring you are getting a firm fixed price. 

7.   Ensure that if the requirement is above the micro purchase limit, it falls within the

      category listed in Government-wide Purchase Card (GPC) AFI 64-117.

8.   Cardholders are prohibited from making repeat buys of the same item to avoid the     

      $2500 limitation for purchasing and the $25000 limitation for ordering using the 

      GPC. 

9.   Purchases that would exceed the single purchase limit must be forwarded through 

       the proper channels for base contracting action.  When in doubt contact our office.  

       We can guide you on which course to take. 

10.  Those purchases that are $2,500 - $25,000 that can be purchased from an 

       established GSA/BPA/IDIQ contract, Cardholders must prepare a Data Collection 

       Sheet.  This Data Collection Sheet must be filled out properly and signed by 

       cardholder and billing official.

11.  Data Collection Sheet is sent to GPC Office so that the single purchase limit for the 

       cardholders’ account can be increased for that particular purchase.     

12.  Enter all the required information on the "Transaction Log" in C.A.R.E.

13.  Reconcile your transactions after USBank has paid the vendor in C.A.R.E.

       When transactions are reconciled in C.A.R.E "Transaction" screen you 

       automatically change the status of the transaction from pending to approved.  

       Reconciling your transaction "Log Detail" in the "Transaction" screen, automatically 

       moves the information from the “Transaction Log” screen.  When this is done 

       properly, every time you click on the “Transaction “ screen and highlight the 

       transaction and then the “Log Detail” you should be able to see all the 

       information pertaining to that transaction.  

14.  After all the transactions have been approved and it is after the 26th of the month 

       you can then approve your statement.  By clicking the ”Cardholder” tab and then

       the cycle, if the summary at the bottom of this screen shows every transaction as 

       approved then just click approve to certify your cycle statement.

15.  All documentation to include receipts and approval/waivers must be given to the

       Billing Official for so that they can certify their statement and retain IAW 

       AFI 64-117 and AFMN 33.322, VoL 4.  

