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1 October 2007
Government Purchase Card Standard Operating Procedures (GPC SOP)
Applicability:  This SOP applies to all GPC cardholder, billing officials and alternate billing officials assigned to the Army Reserve Careers Division, Region 3.
1. Effective Date:  This SOP is effective 1 October 2007 and shall remain in effect until otherwise revised or rescinded.  This SOP will be reviewed annually and may be updated as appropriate.

2. Purpose:  This SOP establishes procedures and guidelines for Government Purchase Card (GPC) purchases.

3. References:  


AR-715-1, Government Purchase Card Program, revised 21 April 2006


Army Reserve Contracting Center (ARCC), Fort Dix, NJ, GPC SOP dated February 2007


99th Regional Readiness Command Pamphlet 715-1, GPC Policies and Procedures dated 30 June 2005


AR-RTD, Government Purchase Card Standard Operating Procedures, dated 30 April 2007
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SECTION 1:  Responsibilities


a. Billing Official (BO) - The billing official is nominated by his/her headquarters. The billing official has oversight responsibility for a number of cardholders to ensure transactions are necessary and for official government purpose only.  The BO is also formally appointment as the Certifying Official.  Certifying officials (CO) are responsible for the accuracy of payments.  CO are pecuniary liable for any illegal, improper or incorrect payment processed by DFAS as a result of an inaccurate or misleading certification.  BO responsibilities include the following:

1. Successfully completing all required purchase card training.

2. Recommending purchase card dollar amount limits to the Agency Organization Program Coordinator (AOPC) for cardholders under his/her cognizance.

3. Ensuring each cardholder fulfills his/her responsibilities.

4. Pre-approving, in writing, all transactions of cardholders under his/her cognizance.                                                                                               
5. Reviewing cardholder’s statements of account.     

6. Verifying all transactions were necessary Government purchases in accordance with GPC policy and guidance, and all other Government agency policy and procedures.

7. Retaining a hard copy of the billing statement (available electronically through CARE) and maintaining all original supporting documentation (e.g. invoices, credit card receipts, logs, packing slips, etc.) for a period of six years and three months.

8. Ensuring notification of the Property Book Officer of all accountable property acquired and ensuring that the files are so documented in writing.
9. Reporting suspected cased of fraudulent, improper, abusive, or questionable purchases to the AOPC.
10. Notifying the AOPC and the bank of any lost/stolen cards and submit a written report to the AOPC within five business days of the circumstances.

11. Resolving any questionable purchases with the cardholder.
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12. Certifying electronically the official invoice for payment within five business days of the end of the billing cycle.

13. Resolving any payment issues with the Bank/DFAS.

14. Appointment of an alternate Billing Official. All responsibilities of the Billing Official pertain to the alternate Billing Official when they are acting in the absence of the Billing Official.

b. Cardholder- This is an individual who is designated by his/her organization to be a cardholder.  The purchase card account bears the individual’s name and can be used only by that individual to make official purchases within the designated spending limits.  Cardholder’s responsibilities include the following:
1. Successfully completing all required training.

2. Screening for mandatory sources.

3. Rotating sources to the maximum extend possible.

4. Obtaining, in writing, all required pre-purchase approvals (e.g. Billing Official and Property Book Officer, etc.)

5. Using the purchase card to purchase and or pay for official supplies and services in support of the organization’s mission.  Ensuring that no purchases are for personal use.

6. Verifying receipts/acceptance of good or services.

7. Maintaining receipts and other supporting documentation and providing them to the Billing Official monthly.

8. Reviewing and reconciling all transactions and forwarding approved Statement of Account to the Billing Official within three business days after the end of the billing cycle.

9. Resolving invalid transactions with vendors and track any purchases billed but not received. Disputing unresolved invalid transactions of transactions on which charges occurred during the billing cycle but the items have not received.  Tracking disputes to completion.
10. Maintain the physical security of the card to prelude compromise.

11. Reporting lost, stolen or compromised cards immediately to the bank and Billing Official.
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12. Notifying the Billing Official and AOPC to terminate card upon reassignment or departure.

13. Ensuring funds are available to pay for the purchase prior to making the buy.

14. Ensuring that the cardholder’s authority is not delegated.

SECTION 2: Dollar limitation

Use of the credit card by a cardholder is subject to a single purchase limit, a monthly cardholder limit, and a monthly office limit.  The definition of these dollar amounts is as follow:


a. Single Purchase Limit.  The single purchase limit is a limitation on the procurement authority to the cardholder by the individual’s organization.  When using the card, a “single purchase” may include multiple items; however, no single purchase may exceed the authorized single purchase limit established for each cardholder.  Single purchase limits may be assigned to cardholders in $50 increments up to, but not exceeding $3000.00.  Single purchase limit for supplies is $3000.00, $2,500.00 for services; and $2,000.00 for construction.  Splitting purchased constitutes fraud.


b. 30 Day Cycle Limit
.  The cardholder cycle limit is a budgetary limit assigned by the supporting budget office.  The Billing Official shall coordinate with their budget office when determining the monthly limit for the cardholder.  The total dollar value of purchases when using the card for a single month should not exceed the monthly purchase limit set by the Billing Official.  The Billing Official, with budget concurrence, may request the AOPC to raise the monthly cardholder limit.  The 30 day cycle limit coincides with the billing cycle and is renewed with the beginning of the next billing cycle.


c. Office Cycle Limit.
 The monthly office limit is a budgetary limit established by the Budget Office for each Billing Official.  The limit established by the Budget Officer should reflect spending history as well as budgetary trends.  The total dollar value of purchases using the card shall not exceed the established monthly office limit.  The office cycle limit coincides with the billing cycle and is renewed with the beginning of the next billing cycle.

SECTION 3: Conditions for Use  


a. The unique Visa Card received by the cardholder has his/her embossed on the card and may be used only by the cardholder.  The card was specifically designed showing the Great Seal of the United States and the words “United States of America” imprinted on it to avoid being mistaken for a personal credit card.
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b. When issuing this card to a cardholder, authorization codes will be established by the Agency Organization Program Coordinator (AOPC) and Billing Official (BO) and will be incorporated into the card.  Under normal circumstances, merchants are required to obtain authorization form U. S. Bank for purchases over $50.00.  However, many merchants now use electronic authorization methods allowing them to obtain authorizations for all purchases, regardless of the amount of purchase.  When authorization is sought by the merchant, U. S. Bank’s authorization system will check each individual cardholder’ single purchase limit, the cycle limit, the Billing Official’s office cycle limit and the type of merchant where the cardholder is making the purchase before authorization for the transaction will be granted.


c. Use of the card must meet the following conditions:



1. The total of a single purchase to be paid for using the card may be compromised of multiple items but the total of the purchase cannot exceed the authorized single purchase limit.



2. Purchases of $3,000.00 or less are considered to be micro-purchases and may be accomplished without securing competition if the prices paid are considered to be fair and reasonable (FAR 13.202 (2). However, purchases from commercial, non-mandatory sources are to be distributed equitably among qualified suppliers.  If practical, a price quotation from other than a previous supplier should be solicited before placing a repeat order with the previous supplier. 





    


3. All items purchased should be immediately available.  Immediately available means available for shipment or pickup on the same or next day.  NO BACKORDERING IS ALLOWED.



4. All items purchased by telephone or mail order or electronically should be delivered in a single delivery by the merchant.  NO PARTIAL SHIPMENTS ARE ALLOWED. The order should not be placed without the assurance that a single delivered can and will be made.  Merchants should be advised that they are not to invoice until all items are shipped.


5. When purchasing an item by phone or over the counter, the cardholder should inform the merchant that the purchase is for official U. S. Government purposes and therefore is not subject to state or local taxes.  The GPC Visa Credit is imprinted with the words “U.S. Government Tax Exempt” for additional clarification.


6. Accountable property items may be purchased only after t he supporting property book officer submits internal written procedures, including property accountability safeguards, and receiving concurrence from the Army Reserve Contracting Center.



7. Cardholders shall not split purchases to stay within the single purchase limit. See examples of splitting requirements on the ARCC SOP, Para I.
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d. Unauthorized Use of the GPC Card

1. Cash Advances

2. Rental or lease of land or buildings

3. Purchase of airline, bus, train or other travel related tickets

4. Purchase of meals, drinks, lodging or other travel or subsistence costs

5. Purchase of gasoline, oil or diesel for GSA vehicles or other vehicles

6. Repair of GSA vehicles or other vehicles

7. Purchase of telecommunications services (cellular, pager, etc), equipment and repairs without prior written approval from AR-RTD.

8. Purchase any hardware or software without prior written approval from AR-RTD.

9. Personal clothing, eyeglasses, footwear except for situation when required for safety.
10. Printing or copying services that can be provided by the Reserve Center or AR-RTD.

11. Purchase, rent or lease any office, quarters or parking spaces, meals or any other service for which the government travel card would be appropriate.
12. Purchase of any award type items for individuals (i.e. plaques, certificates, frames, trophies) or purchases supplemental to these types of items is prohibited.

SECTION 4: Procedures on how to purchase
a. Office supplies will be ordered by the cardholder as needed for normal 
operations or specific mission requirements.  The cardholder will verify if items requested are authorized by reviewing the “Prohibited items List” as outlined in the DOD SOP and ARCC SOP.


b. Once the cardholder verifies that the item(s) is authorized, a DA Form 3953 (Purchase Request and Commitment) is completed annotating the item(s) required and the total purchase cost.  Purchases in the amount of $2,500.00 or less are considered micro-purchases and will be obtained by first choice of the DOD Electronic Mall before outsourcing to other vendors.  Purchases greater than $2,500.00 must be forwarded to the Contracting Office for purchase.  The cardholder will obtain approval signatures on the DA Form 3953 from the Deputy Chief of AR RTD, AR RTD Supply Officer, AR RTD Budget NCO and the Billing Official prior to the initiation of any purchase.









                                              Note, there is not signature block for the Billing Official, the Billing Official will sign the top right of the form above the date block.  Under no circumstances should the cardholder proceed with purchases that are not authorized, approved or on the Prohibited Items List.

c. The purchase of all automation equipment, including software, office telecommunications devices and all other related computer equipment must first be 
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approved in writing by the Information Management Officer (IMO) for AR RTD.   
SECTION 5: Billing Cycle


a. Cardholder will conduct the end of billing cycle reconciliation with the bank statement via the CARE system NLT the 22nd day of each month.


b. Once reconciliation has been performed, the cardholder will provide the Billing Official with the following documentation; if applicable:

1. Purchase Log

2. Original DA Form 3953

3. Original receipts

4. Shipping documentation 

c. Upon receipt of cardholder’s reconciliation documents, Billing Official will 

ensure cardholder has reconciled all transactions before certifying the billing statement.

SECTION 6: Contingency Plan



a. Prior to cardholder absence, cardholder will provide the Billing Official with all reconciliation documentation.


b. Billing Official will perform the end of billing cycle reconciliation as prescribed in Section 5, paragraph (a) on behalf of the absent cardholder.

SECTION 7: How to dispute a purchase

a. As described by ARCC SOP, Para W.

SECTION 8: Inspection Procedures on Billing Official

a. All original documentation to support transactions shall be maintained by the Billing Official.  The AOPC shall ensure that 100% of all Billing Official files are audited yearly.  

b. Billing Official will notify cardholder of any deficiencies/offenses.  Cardholder will remedy all deficiencies prior to the final certification of billing statement.  If a receipt is missing, a written statement prepared by the cardholder will contain the vendor’s name, description of the item, date of purchase and an explanation why there is no supporting documentation.  Both the cardholder and Billing Official will sign the statement.












c. Continually repeated discrepancies/offenses could result in any or all of the following disciplinary actions:
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1. Negative counseling statement

2. Reflection on annual Non-Commissioned Officer Evaluation Report (NCOER)

3. Suspension or cancellation of purchase card

4. UCMJ actions, if applicable

d. Periodic inspections will be conducting utilizing the GPC Audit checklist 

(attachment 2).

SECTION 9: Security

a. Security of the purchase card and the card number is the responsibility of the individual cardholder.  Failure to properly secure the card and the card number is justification for termination of all duties associated with the purchase card.


b. Purchase card will be locked in a secure drawer, cabinet or safe wherein the cardholder has sole access.  Purchase card will not be maintained within cardholders personal belongings (i.e. briefcase, organizer, wallet/pocketbook, etc).


c. Failure to comply with these requirements may cause the cardholder to be placed in a position of being personally liable of any fraudulent charges.

d. If the GPC Card is lost of stolen, call1-800-123-4567.  The cardholder will notify immediately the AOPC.  U. S. Bank will immediately have a new card issued to the cardholder by Federal Express.  Upon receipt of the new card, please notify the AOPC immediately of the new account number.  In the event of a stolen card, the cardholder must also report the theft to the CID.
SECTION 10: Mandatory Training Requirements

a. Training is mandatory for all cardholders, billing officials and alternate billing officials prior to issuance of a GPC card or appointment as a billing/alternate billing official.  This training will consist of completion of the mandatory Defense Acquisition University (DAU) web-based training course and to be followed by an 8 hour classroom training session.  The DAU GPC course is a self-paced course that takes approximately four hours of screen time.  Each block of instruction is followed by a short quiz.

b. To take the course, click on http://www.dau.mil/registrar/army.asp.   Click “Continuous Learning”; Register for “Continuous Learning Module”; “Army, Military, Civilian”; “Apply for training”.  Signing in: Under “Please select Category” click “Continuous Learning Modules” select method of logon (either AKO or User ID or SSN and DOB.  If you do not a student profile you will be prompted to create one.  When completed click “update profile”.  ATRRS Internet Training Application System: Steps 1 and 2 are self explanatory.  Step 3 select either DOD Government Purchase Card- CLG 0001 or Government Purchase Card Refresher Training- CLG 0004.
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c. Refresher Training is mandatory for all cardholders, billing officials and alternate billing officials annually.  This training shall also result in a Certificate of Completion which shall be retained in the administrative files.
SECTION 11: Advertising Program

The Accessions NCO and Special Missions NCO will implement a marketing plan and strategy.  This region will be able to buy any items necessary based on budget limit to successfully accomplish the yearly mission.








HILDA N. FIGUEROA









MAJ, AG









Billing Official
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