GPC Refresher Training

Revised 06/21/2004
I.
Annual - Recap of USAF Internal Procedures For Using The GPC (AFI 64-117) New as of Dec 00.

II.
Discussions

· Dollar Thresholds - $2,500 for Supplies, Equipment and Non-Personnel Services, $2,000 for Construction.  Open market purchases cannot exceed these micro-purchase threshold limits.
Over $2,500 Exceptions-Cardholders not assigned to contracting will be limited up to $25,000 in obtaining items or services off pre-priced contracts such as General Services Administration (GSA), Federal Supply Schedule (FSS) and Department of Veteran Affairs (VA) Contracts.  These contracts have been pre-negotiated by the government and are the only exception for GPC Cardholders to exceed the micro purchase threshold of $2,500.  When purchasing (over $2500.00) from pre-priced contracts/agreements (i.e., GSA) cardholders must review prices on at least three contracts/agreements and select the best value for their requirements.  A record of this review will be kept with the cardholder's purchase documentation.  GPC customer’s can verify a companies GSA Contract status, to include products listed on their existing contract as well as price by accessing GSA ADVANTAGE @: https://www.gsaadvantage.gov/cgi-bin/advwel.  Click on “Schedules E-Library”, which is located on the bottom right corner of the web page.  Here the customer can input either the Contract Number or Contractor Name to confirm validity of a GSA Contract.  All purchases over $2,500 must be validated with an active GSA contract number.  We recommend that the customer receive a written quote with a copy of the front page of the GSA contract or download this information from the GSA Advantage web site.  File this documentation as supporting evidence that your purchase was from an authorized GSA contract.    The vendor must always provide you with a current contract number.  If a contract number cannot be provided, the purchase cannot be accomplished.  Purchases made above $2,500 while not on a contract will immediately result in the termination of the cardholder’s credit card.  

· MANDATORY SOURCES

· Federal Prison Industries (FPI) also referred to as UNICOR – This is a mandatory source for all supplies and related items.  Furniture is an optional mandatory source.  Cardholders will not be required to go to FPI for purchases (furniture) If market research reveals FPI is not comparable to products available from the private sector that best meet the governments needs in terms of price, quality, and time of delivery.   And you must document your file stating that this was completed.

· NIB (National Institute for the Blind)/NISH (National Institute for the Severely Handicap) – Both of these agencies fall under the Javits-Wagner–O’Day Act (JWOD).  Customers are required by law to support these federal mandated programs.  Information is provided on where these products can be purchased by viewing our website at http://www.offutt.af.mil/55thWing/55SPTG/55CONS/GPCprogram.asp  under “Buyer’s Guide”.  

· DAPS (Defense Automated Printing Service) – This agency has pre-negotiated contracts already established with various vendors who can fulfill your printing requirements.  If you should need assistance contact Mr. Jerry Morgan, the Chief of DAPS at 221-3208.

· SPLIT REQUIREMENTS – If a customer is aware that a purchase will exceed a dollar threshold, making two separate purchases to obtain the item in order to remain under the purchase dollar threshold is unauthorized.  The customer must submit an AF Form 9 to the Contracting Office for the requirement.  We cannot waive the thresholds—this is mandated by Federal Law!

· UNAUTHORIZED PURCHASES – Cash advance, Travel related purchases and munitions and firearms, personal or professional services, rental or lease of land, repair of leased vehicles, janitorial, yard, and maintenance services and classified and sensitive items.  

· ENVIRONMENTAL PROTECTION AGENCY (EPA) and AFFIRMATIVE PROCUREMENT PROGRAM - Be aware of the requirement to purchase products made from recycled material.  The EPA has created a Comprehensive Procurement Guideline that contains a list of recycled-content items.  There are eight categories in the Guideline -- Paper and Paper Products, Vehicular Products, Construction Products, Transportation Products, Park and Recreation Products, Landscaping Products, Non-paper Office Products, and Miscellaneous Products.  There are some exemptions for not having to buy products made from recycled material -- (1) The product is not available from a sufficient number of sources to maintain a satisfactory level of competition. (2) The products are not available within a reasonable period of time. (3) The product does not meet the performance standards in applicable specifications or fails to meet reasonable performance standards of the procuring agency. (4) The product is not available at a reasonable price.  For products that meet the exemption standards, and cost above $2,500, a waiver form is required.  The waiver form must be signed the squadron commander or equivalent.  It is recommended that you make a note of your purchases that do or do not meet the affirmative procurement requirements on your purchase documents.  For more information on the Affirmative Procurement Program, please call the Environmental Management Flight at 4-4087 or 7619.
III.
APPROVING OFFICIAL RESPONSIBILITIES
· Validate and sign each cardholder’s statement of accounts, verifying that all purchases are appropriate and that purchases were made in accordance with GPC procedures.  Approving official reconciliation could prevent a lot of violations

· Provide a new point of contact (POC) letter with the Master Account Code (MAC) listed, each time there is a change of either a cardholder or an approving official (format found on our web page).  This letter must be signed by the Squadron Commander, Division Chief, or higher.  

· For any cardholder that leaves, complete a cardholder maintenance form with the box checked to cancel and destroy the cardholder’s card (form found on our web page).

· Provide contracting with GPC Surveillance Guide/Checklist on each cardholder – due in Jan & July (form found on our web page).

IV.
ETHICS – put forth an honest effort in performing your duties, protect and conserve government resources, do not make unauthorized commitments, do not use public office for private gain, and do not accept gifts or gratuities.

V.
We are always eager to assists you with any GPC concerns that you may have:  

Call us at 294-4103/5105/2624/3862.  Once again our Web page is:  http://www.offutt.af.mil/55thWing/55LG/55CON/GPCprogram.asp 

I understand use of the GPC requires adherence to the procedures and policies outlined in AFI 64-117, USAF Internal Procedures for Using the GPC.  I understand that the card has restricted use and agree to abide by those restrictions.
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