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GPC NEWSLETTER

JULY 2004
This information newsletter is prepared and distributed by the 45th Contracting Squadron 

(45 CONS) for the use and enlightenment of all GPC cardholders and approving officials at organizations serviced by Patrick AFB, FL.  This information is intended to broaden and refresh your knowledge of the GPC program and its guidance.  You are encouraged to maintain these briefs as part of your permanent file.  This quarter’s topics include use of the GPC above $2,500, transaction management log entries, AFWay, personal expense, determining best value, and other pertinent subjects.

Please take time to visit the GPC website!  You can obtain vital program information, sample document formats and links to other GPC websites.  It is available at:

https://www.patrick.af.mil/contracting.htm
Your suggestions for improvements are encouraged.

SOURCE ROTATION & COMPETITION     

AFI 64-117 requires cardholder personnel to solicit suppliers other than the previous vendor before placing repeat orders.  A special effort should be made to solicit small and small disadvantaged businesses as a source for supplies and services, whenever practicable.  When determining the number of sources to solicit, consider the following: 

· Nature of the item or service to be purchased and whether it is highly competitive; Information from recent purchases of the same or similar items or services;

· Urgency of the purchase;

· Dollar value of the purchase; and 

· Past experience concerning dealer prices.

Purchases under $2,500 may be made without competition; however, the cardholder must consider the prices to be reasonable.  The preferred method for determining prices as being fair and reasonable is by comparing prices offered by other vendors for the same or similar item or service.

Though there is currently no requirement to document that you consider the price fair and reasonable, it is assumed that you have made such a determination by the act of making the purchase.  Again… if you make a purchase, it is assumed, by virtue of you presenting your card or card number to the vendor, that you have performed the necessary mental processes required deeming the price as “fair and reasonable”.

If a vendor furnishes a standing price quotation or catalog prices on a recurring basis, you are not required to obtain competition on each individual purchase.  You should, however, periodically confirm that the price is still current and reasonable. 
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PURCHASES FROM ESBTABLISHED CONTRACTS

I know you have heard this before.  Cardholders must ensure the item/service being purchased is actually on the established contract.  The vendor will tell you they do indeed have a contract and will even give you the contract number, but if the item you are purchasing is NOT on the contract, you cannot purchase it.  Using an established vendors contract number which does not included the item/service required is violating the rule against using the card above $2.5K on the open market (definitely an offense resulting in suspension).  Please ensure the item you purchase is on the GSA or other type of established contract.  Before you make the purchase, you should specifically ask the vendor, “Is this item/service on your GSA contract?”  To be safe ask them to send you a copy of the page of the contract schedule that lists the item.  (Reference AFI 64-117, paragraph 2.1.2.3 and FAR Part 8-404(b)(2)).   
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AFWAY

Source requirements and competition when using AFWay. 

· Cardholders are required to compete all requirements that go through the AFWay system over $2,500.  Cardholders must review at least three pre-negotiated contracts and determine what vendor can give them the best value.

· I understand that the majority of the time the cardholders are not the actual person who inputs the requirement in the AFWay system.  Cardholders and approving officials should make it a priority to know who are those persons within their activity who are authorized to input the requirement in the AFWay system.

· Cardholders/approving officials are required to have competition documentation in their files.  The person who inputs the requirement in the AFWay system must print out the screen that shows all the vendors that can fulfill the acquisition requirement.  From that list a memorandum must be accomplished with the determination as to why this particular vendor gives you the best value.  
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CONVENIENCE CHECK ACCESS TO

1099 TAX REPORTING PROGRAM
Check writers are responsible for the capture of TD Form 1099 MISC, Statement for Recipients of Miscellaneous Income, data for services, rent, medical, etc. paid by convenience check.

All check writers must have access to the DFAS 1099 Tax Reporting System.  Check data should be entered at least monthly into the 1099TRP.

The required information consists of the following:

· Payee’s full name

· Complete mailing address

· Phone number (including area code)

· Social Security Number or Tax Identification Number

· Amount(s) paid

· Date(s) of amount(s) paid

· Total paid to Payee in the reporting period

Any questions please contact the following:

· System access/help desk, Sandy Major, (614) 693-1310; cco.1099@dfas.mil
· 1099 TRP procedural questions, 

              Lisa Temple, (614) 693-1310:

              cco.1099@dfas.mil
· Program Manager, Gayla Vincent, (614) 693-7943; cco.checks@dfas.mil
· Fax us at (614) 693-5452 or 2455; DSN 869-5452 or 869-2455
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END OF YEAR

The end of the fiscal year is fast approaching.   Cardholders must document all GPC transactions in the electronic Transaction Log in C.A.R.E.   It is very important to record all accrued expenditures especially in Sep.  On Sep 30th the bank will automatically set up MORDs on the total amounts in each “Transaction Log”.

Cardholders must validate all the entries in the Transaction Log.

· Remove all old entries that have been cleared in prior months.

· Make sure all purchases are entered as they are placed.

Transaction log should only have:

· Entries of purchases that have not been received.

· Entries of purchases received, however

               the vendor has not processed the  

               request for payment.

It is vitally important for year end as DFAS will require documented proof that a transaction was generated prior to Oct 1, 2004 in order for the command to be able to process the adjustment to prior year.
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ADDITIONAL GUIDANCE

AFI 65-601 V1                             

Appliances and Furnishings for Work Break Areas (Para. 4.40)

Approving Honoraria and Speaking Fees (Para. 4.9)

Awards and Gifts (Para. 4.29)

Bottled Drinking Water (Para 4.45)

Business Cards (Para 4.36.1.1. and AFI 64-117, Para. 2.2.14)

Change of Command Ceremonies (Para. 4.27.2)

Entertainment (food, drink, music, etc) (Para.4.28)

Ethnic and Holiday Observances (Para. 4.26)

Graduations (Para. 4.27.3)

Issue of Enlisted Grade Insignia (Para. 10.55.4 & 10.55.5)

Membership in Professional / Civic Organizations (Para. 4.44 and 4.44.1)

Microwave/Refrigerators (Para. 4.40)

Plaques (Para.4.29.2)

Print for Invitations/Programs for Military/Civilian Retirement (Para.4.54.3 & OSD (DA&M) 28 Aug 98 policy MFR)

Refreshments at Award Ceremonies (Para. 4.31)

Registration Fees for Meetings and conferences (Para. 4.42)

Special Uniforms (i.e., desert BDUs, Flight Suits) (Para. 10.55.7 & AFMAN 23-110 V2, Sec 23C)

Squadron Coins (Para. 4.29.2)

Traditional Ceremonies (does not include retirement) (Para. 4.27)

US Flag for Military Retirees (Para 4.54)
AFI 64-117

Training Req for DD Fm 1556 (Para. 2.11.2 and AFI 36-401)

PURCHASE CARD TRAINING INITIAL/REFRESHER

GPC Initial Training is REQUIRED for those Approving Officials, Alternate Approving Officials, Cardholder, and Convenience Check.  Prior to attending the GPC Initial Training class, each person MUST complete the DoD Government Purchase Card Tutorial at http://clc.dau.mil.  Attendees MUST bring a copy of their Certificate of Completion (online training certificate) to the class.   

Annual GPC Refresher Training will be announced either by e-mail, newsletter or classroom training.  The refresher training must be accomplished every year.

GPC Initial training is given every month in, bldg. 423, room N205, time 0800-1500

 (6 hours).  

Training dates are as follows:

04 Aug 04

01 Sep 04

06 Oct 04

Seating is limited scheduling is required.

Telephones to call are 494-2194 or 494-9509.

As always, questions, comments and/or suggestions should be submitted to 

Dolores Faisca, GPC Program Manager,

E-mail:  Dolores.Faisca@patrick.af.mil.

