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NASPNCLA | NSTRUCTI ON 4226. 1A

Subj :  GOVERNMENT- W DE COMVERCI AL PURCHASE CARD ( GCPC) PROGRAM
Ref : (a) NAVSUPI NST 4200. 94

Encl: (1) Standard Operating Procedures for the GCPC Program Procedures for
Car dhol ders, and Approving Oficials’ Applications and Appoi ntnents
(2) Purchase Docunentation Wrksheet
(3) List of Prohibitions or Special Attention Itens
(4) Designation of Key Personne
(5) Governnent Cardhol der Di spute Form

1. Pur pose. To provide Department of Navy gui dance on policies and
procedures for the GCPC Programas set forth in reference (a).

2. Cancel | ati on. NASPNCLAI NST 4226.1

3. Scope. This instruction provides gui dance on establishing and managi ng
the GCPC Program at NAS Pensacol a and applies to all organizations under the
direct control and supervision of the NAS Pensacol a Conmandi ng Officer. The
procedures cited in enclosure (1) shall be used as basic guidelines for al
GCPC Program personnel and shall be adhered to fully to ensure conpliance
with the policies set forth herein.

4. Policy. The Departnment of the Navy has issued a Task Order under the GSA
SMARTPAY Contract to obtain purchase card services from G tibank. The

i nternal operating procedur es herein provide guidance for the appropriate use
of the purchase card by NAS Pensacol a personnel. The purchase card shall be
used to purchase comercial supplies and services up to the m cro -purchase
threshol d of $2,500 and construction supplies and ser vices up to $2,000 as
either a procurenment or method of paynent. Al purchases nust be
acconplished in accordance with Federal Acquisition Regulation (FAR) Part 13,
Def ense Federal Acquisition Regul ation Suppl enent (DFARS) 213, Navy

Acqui sition Procedures Supplement (NAPS) 5213, reference (a), the GSA
contract, and this instruction. Al NAS Pensacol a purchase cardhol ders shal
use the purchase card for official government purposes only in accordance
with the aforenentioned directives.

5. Background. Reference (a) was witten to inplenment the Navy GCPC
Program suppl enent the FAR, DFARS, NAPS, and provi de gui dance on the use of
t he purchase card itself.

6. Procedures. The procedures in this instruction are to be foll owed unl ess
wai ved i n accordance with paragraph 10 bel ow and shall not be suppl enent ed
except for the use of reference (a).
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7. I nformati on
a. Definitions

(1) Agency Program Coordi nator (APC). The individual designated by
the Commandi ng O ficer who shall have overall responsibility for the
managenent, administration, and day-to-day operations of the purchase card
program at NAS Pensacol a.

(2) Approving Oficial (AQ . The individual responsible for
reviewi ng and verifying individual and nonthly purchase car d statenents of
cardhol ders under his/her purview The AO nust verify that all purchases
were necessary and for official government purposes in accordance with
af orenenti oned directives. Unless otherw se specified, the AO nust al so be
the Certifying Oficer for his/her cardholder(s) and, in that capacity, nust
certify the monthly billing statement and forward it to the Supply Budget
Ofice for processing. Certification of nonthly statements shall continue to
be perfornmed manually until the GtiDirect, a conputerized programthat has
been specifically designed for certification purposes, is inplenented by
hi gher Headquarters (NAVSUP) during FY 2000.

(3) Billing Cycle. The billing cycle is the 30-day billing period
during whi ch cardhol ders may use their purchase card. The billing cycle ends
on the 21% of each nonth

(4) Billing Cycle Purchase Limt. The spending limt assigned to
each cardhol der’s cunul ative purchases and transactions within a given
billing cycle. Billing cycle begins on the 22" of the nonth.

(5) Bul k Funding. An advance reservation of funds where a conm t ment
or obligation is recorded in the aggregate rather than by individua
transactions. Bul k Fundi ng procedures are not used by NAS Pensacol a.

(6) Cardholder. Any Government enployee, mlitary and civilian, who
is designated by the Head of Activity to be issued a purchase card or
purchase card account. The purchase card bears the nane and account nunber
of this individual. Only the naned person on the card may use it.

(7) Commonly Used HAZMAT. For the purpose of this instruction
conmonl y used HAZMAT means hazardous materials or products that are
customarily sold to the general public to be used for non-governnenta
pur poses (conmmercial products) which are in the same size and packagi ng found
conmercially and subject to procedures found later in this instruction.
Exanpl es of materials or products include those required on a routine basis
to meet daily operational needs such as non-liquid batteries, toner
cartridges, household detergents, etc. Itens appearing on the Activity User
List (AUL) are in fact considered hazardous materials and they shall be
treated as such and processed in accordance w th NASPNCLAI NST 4100. 4.

(8) Contracting Oficer. Governnent enployees who have the authority
to bind the Government to the extent of their del egated purchasing authority.
Pur chase cardhol ders are provided that authority by the Comranding Oficer in
witing by the issuance of a Letter of Designation for non-purchasing agents
or SF 1402, Contracting Oficer Certificate of Appointment for purchasing
agents.
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(9) Credit Limt. The maxi numdollar threshold assigned at the

AQ billing level limting the amobunt an account can have outstanding at any
one time. The bank automatically sets the anpbunt at three tinmes the
corresponding billing account 30-day limt. However, the APC in coordination

with the Conptroller and Departnment Heads shall establish realistic credit
limts for each cardhol der and submt approved thresholds to G tibank for
posting to the individual’s account.

(10) Disputes. Instances where transactions on the cardhol der’s
statement do not agree with entries in the purchase record or retained
receipts. This may include circunstances where the cardhol der did not nake
the transaction, the anount of the transaction is incorrect, or the quality
or service is an issue.

(11) Dispute Ofice Contact (DOC). The DOC is the individual who
coordi nates actions involving di sputed purchases or transactions should the
car dhol der and AO not succeed in resolving the matter. The DOC is a key
position that nust be appointed in witing by the Commrandi ng Oficer.

(12) Head of Contracting Activities (HCA). The official at one of
the 23 DON conponents listed in DFARS 202. 101 and NAPS 202. 101 (e.g., OCNET,
COWNAVSUPSYSCOM COWNAVAI RSYSCOM etc.) who has overall responsibility for
managi ng contracting authority wthin his/her contracting chain of conmmand.
The HCA is responsible for the del egation, re-del egation, and use of
contracting authority including use of the purchase card by DON conmands,
activities, and personnel under his/her contracting cogni zance.

(13) Head of Activity (HA). For the purposes of this instruction,
the HA is the Commanding O fi cer.

(14) Merchant Category Code (MCC). A four-digit code assigned to a
partici pati ng purchase card vendor based on their industry classification
The APC and Departnent Heads shall limt cardhol der transactions by type of
merchant by bl ocki ng out certain categories of vendors for use by activity
cardhol ders. Change in Merchant Category Codes nust be made in witing and
approved by the Departnment Head and the Supply Director before the APC
initiates the requested change to G ti Bank

(15) Monthly Cardhol ders’ Statenment. The statenent of charges
forwarded to the cardhol der at the end of each billing cycle detailing al
charges during that period.

(16) Monthly Billing Statenent. The nonthly billing statenent is the
of ficial invoice for paynent purposes which is provided to the AO at the end
of each billing cycle. The billing statenent identifies all of the purchase
card transactions of his/her cardholders during a billing cycle.

(17) Purchase Card. The purchase card is the credit-card-1ike
purchase account established with the bank that enabl es properly authorized
Cover nment personnel to buy and pay for supplies and services in support of
of ficial Government business.
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(18) Purchase Card Wrksheet. A manual or automated form on which
t he cardhol der docunents nandatory government sources screeni ngs and
i ndi vidual transactions using the purchase card. Each entry on the purchase
card wor ksheet must be supported by a procurenent request docunme nt. The
purchase card docunentation shall provide an audit trail supporting the
decision to use the card and any required special approvals that were
obt ai ned.

(19) Services. For the purposes of this instruction, services are
firmfixed priced (including unpriced orders with an established ceiling),
non- personal, comercially available requirenents in which we directly engage
the time and effort of the contractor to performa task; e.g., repairs,
mai nt enance, annual nmai ntenance agreenents, etc.

(20) Single Purchase Limt. The dollar threshold assigned to each
cardhol der for a single transaction. Per reference (a), the maxi numdoll ar
amount for a single transaction shall not exceed $2, 500.

(21) Reconciliation. The process by which the cardhol der and AO
review the nonthly statenents, reconcile against avail able vendor receipts
and purchase card files, and authorize paynent of valid charges provided on
the nonthly statemnent.

(22) Transaction Type. The transaction type is the method by which
an order is placed when using the purchase card. Purchase card buys may be
made over-the-counter, over the phone, or via the internet.

b. Delegation of Authority. The follow ng key officials shall be
assigned in witing by the Commanding Officer to adm nister the GCPC Program

(1) Activity Program Coordinator (APC). The APCis the primry PCOC
for the GCPC Program at NAS Pensacola. He/ She shall have an alternate
assigned in witing by the Conmanding Oficer as well. The APC has overal
managenent and oversight responsibility for the NAS Pensacol a GCPC Program
The duties shall include:

(a) Serving as the focal point for processing all applications,
devel opi ng and distributing delegation letters, and training AOs and
cardhol ders in GCPC procedures, including |ocal operating procedures.

(b) Monitoring and assisting AOs and cardhol ders with probl ens
associated with late, mssing, or lost CitiBank nonthly statenments and
reports.

(c) Conducting command-w de sem annual reviews of cardhol der
accounts and AOfiles. The APC shall send a nmeno via the Supply Director to
each Departnent outlining the results of the reviews. A copy of each
menorandum wi || be provided to Conmand Eval uati on. Problem areas shall be
given pronpt attention. The Department shall provide biweekly status reports
to the APC as necessary until the problens are resol ved.

(d) Establishing and maintaining standard operating procedures
for the GCPC Program
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(e) Coordinating with Departnment Heads, AO s, and the Supply
Director in establishing and maintaining appropriate credit limts for AO s
and car dhol ders.

(f) Assigning appropriate nmerchant category codes to each
cardhol der, and submitting all correspondence regarding AO s and cardhol der’s
assignments to Ctibank with a copy to GSA

(2) Approving Oficial (AQ. The AO shall receive an officia
witten appointnent that sets forth his/her assigned responsibilities. The
letter shall contain a list of cardhol ders assi gned under his/her purview.
The AO plays an integral role in the success of the GCPC Program and nost
likely will be the Department or Division Head, or a supervisor of the
car dhol der and may be responsible for nultiple cardholders. Al AOs acting
in this capacity shall not be a cardhol der unless specifically authorized in
witing by the Commanding O ficer. As previously defined herein, the AOis
responsi bl e for

(a) Reviewing, verifying, and certifying individual and nonthly
billing statements to ensure all purchases are for official Governnent
pur poses in accordance with the aforenentioned directives. In the event an
unaut hori zed purchase is detected, the AO shall work with the APC and
Departnment Head to resolve the matter

(b) Forwarding certified nmont hly statenments to the Supply Budget
Ofice for processing.

(c) Assisting cardhol ders with resol ving purchase card di sputes
and billing errors. |If unable to resolve di sputed purchases or billing
errors, AOs are responsible for referring such matters t o the DOC via the
APC for inmmedi ate action.

(3) Cardhol der. Personnel appointed by the Conmanding Officer to be
a cardhol der shall receive an official letter of delegation. The follow ng
are key to cardhol ders uphol di ng hi s/ her del egation

(a) The prospective cardhol der shall first receive training and
instructions on the duties and responsibilities for using the purchase card.

(b) The cardhol der nust fully understand that the Comrandi ng
Oficer will hold hinfher accountable for all buys placed under the GCPC
purchase card. Only the cardholder will place orders against his/her
assigned card. Any person found commtting an unauthorized purchase using
the GCPC purchase card, regardl ess of the circunstances, shall be reported in
witing via the chain of command to the Executive Oficer with full details
covering the event and/or msuse. Sinply stated, a mlitary or civilian
enpl oyee shall not use a Governnent purchase card that does not have his/her
name on it.

(c) Each cardholder’s desi gnation will state the single purchase
[imt and the maxi num 30-day limt amounts. These limts shall be closely
nmoni tored by the cardhol der to prevent over -expenditure of established
limts. Wen reports are received indicating a cardhol der has a bank
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rejection, or has exceeded his/her authorized Iimts, the AO and cardhol der
must contact the APC i mmedi ately to determine the nature of the rejection and
what action is necessary to correct the problen(s).

(d) The cardhol der’s Statement of Account shall be processed and
certified within 5 working days after receipt from G tibank. The statenent
shall be sent to the AO for verification and certification w thout delay.

(4) Supply Director. By direction of the Commanding O ficer, NAS
Pensacol a, the Supply Director shall be the approving official for
“del egation of authority letters” to AOs and cardhol ders. The Conmandi ng
Oficer retains sole delegation authority for Purchasing Agents requiring
desi gnation by Standard Form 1402 (Certificate of Appointment).

(5) Supply Budget Ofice. The financial point of contact for
G ti bank purchase card invoices for paynment is the Supply Budget O fice, who
wi Il coordinate financial matters with the Conptroller. The Supply B udget
Ofice is responsible for collecting all AOinvoice certifications and
totaling the amount of each AO s invoice for paynment. Each AOw || possess a
Li ne of Accounting (LOA) unique to his/her assignment. The Supply Budget
Ofice will deliver the obligating copies with detailed AO certifications to
the Conptroller concurrent with certifications being delivered to DFAS for
paynment. The LOA nust be correct and clearly identifiable on all reports
submitted for payment.

(6) Comptroller. The Conptroller is responsible for managi ng conmand
funds. He/She shall work with the APC and Supply Budget Ofice to ensure the
funds approval process is streamined to the maxi num extent possible. In
addition, the Conptroller shall assist Departnment Heads and their APC s in
coordinating efforts to establish account Iimts for AO s and cardhol ders
that are realistic in support of the overall mssion of the conmand.

(7) Billing Ofice. The designated billing office for NAS Pensacol a
purchase card buys is:

Def ense Fi nance and Accounting Service
DFAS- PE/ FPV (Navy Branch)

PO Box 33900

Pensacol a, FL 32508-3900

Code N68566

c. Establishing Accounts

(1) I'n order to establish an AO or cardhol der account, the Depart nment
Head shall follow the procedur es outlined in enclosure (1) and shall be
responsi ble for nmonitoring his/her departnment’s administrative process to
ensure all GCPC Programrequirenents are net.

(2) The APC provi des managenent and oversite for the GCPC Program and
is the conmand PCC for establishing purchase card accounts.

(a) Prior to establishing an account for an applicant, the APC
shal |l ensure the prospective AO or cardhol der has received required training
in:
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| =

DON purchase card traini ng via CD ROM or cl assroom
2. NAS Pensacol a operating procedures set forth herein.

(b) The APC shall process all requests approved by the Supply
Director in accordance with the procedures set herein.

(c) The APC shall establish and maintain files on each AO and
card holder. The individual folders shall, at a mninum contain the
follow ng information:

1. Approving Official file nmust contain:
- Application
- Approval of application letter
- AO Appoi ntment/ Conpl etion of Training letter
- AO Acknow edgenent of Appointnent letter
- Copy of Application to G tibank

In

Cardhol der file nmust contain:

- Application

- Approval of Application letter

- Cardhol der Appoi ntnent/ Conpl etion of Training letter
- Copy of Application to G tiBank

- Cardhol der Acknow edgenent of Appointment |etter

- Applicant’s Confirmation of Receipt of Purchase Card
letter

d. GCeneral Cardhol der Buyi ng Procedures

(1) Account Limts. Use of the NAS Pensacol a purchase card is
subject to a single purchase Ilimt not to exceed $2,500, a billing cycle
purchase limt, and a billing cycle office limt.

(a) Single Purchase Limt. This limtation is the maxi mum doll ar
amount that can be obligated on a single purchase and cannot be exceeded
unl ess a revised del egation of authority letter is issued to the cardhol der.

(b) Billing Cycle Purchase Limt. This is the monthly cumul ative
spending limt assigned to the purchase cardhol der’s account.

(c) Billing Cycle Ofice Limit. This is the dollar value limt
assigned to the AO for the cunulative totals of purchases allowable during a
billing cycle by purchase cardhol ders under his/her purview

(2) Pre-Award. Prior to making an award, the cardhol der nust:
(a) Ensure sufficient funds are avail able and conm tted.

(b) Wilize enclosure (2) and screen all requirenents against
statutory sources of supply (e.g., JWOD UNl COR) and encl osure (3).
Car dhol ders shall prepare the purchase card worksheet as evi de nce that
screening was performed and to record solicitation information
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(c) Solicit a single vendor/provider. He/She may eval uate price
and delivery quotes to determine if they are fair and reasonable. If so, the
cardhol der shall proceed with the purchase of the supplies or services. |If
the cardholder is not satisfied that the offers he/she received are fair and
reasonabl e, the Purchasi ng Branch may be contacted at tel ephone 452 -9760 to
obtain further assistance. The NAS Pensacol a Buyers shall research the item
or service and render a response to the cardholder within 2 working days of
hi s/ her request.

(d) Renmind the vendor that his/her purchase card account nmay not
be billed until after the material has been s hipped or service provided.
Back ordering or accepting delivery of partial quantities should be avoi ded.

If a partial quantity is shipped, the merchant nmust agree to only bill for
the actual quantity shipped. For ease of reconciliation, cardholders should
ensure all itens are delivered or picked up within the same billing cycle.

(3) Award. Making an award with the purchase card may be
acconpl i shed as foll ows:

(a) Over-the-Counter. The cardholder may go to the vendor’s | ocation
or place of business to make the purchase.

(b) Over the phone. The cardhol der nay order the supplies over the
tel ephone. The contractor shall deliver the supplies or prepare the order
for governnent pickup. Buyers are rem nded to always ask for FOB Destination
pricing that will include all shipping/handling and transportation charges.

(c) Viathe internet. Cardholders may place orders via the internet
if authorized in witing by his/her Departnent Head. When ordering via the
i nternet, cardhol ders nmust ensure appropriate account safeguardi ng nmeasures
are taken. User identification, authentication, and encryption of data are
i nportant factors in safeguarding cardhol der information such as using a
browser with automatic encryption capability. The use shall conply wth the
aut hentication and identification requirenents (password, identification
PIN, etc.) required by the comercial vendor fromwhomthe cardholder is
acquiring the supplies.

(4) Receipt. Wiether the purchase is made over -the-counter, over the
phone, or via the internet, A MN MJM TWD WAY SEPARATI ON OF FUNCTIONS i s
requi red when using the purchase card; i.e., an enployee naking the purchase
must be separate fromthe enpl oyee accepting and receiving the supplies or
services. |If the cardholder is picking up the material at the contractor’s
| ocation, the designated receiving personnel nust sign for final receipt.
Enpl oyees assigned to receive material ordered on a purchase card nust be
designated as such in witing by the Departnent Head.

(5) Sales Tax and O her Individual Charges. Merchants shall be
instructed not to charge sales tax, unless the |location of the nerchant’s
business is in a state that does not afford the Federal Governnent a tax -
exenpt status under its state and local |aws; e.g., Arizona, Hawaii. The
cardhol der shall ensure any fee paid by the nerchant is not added to the
price of the item
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e. Cardhol der Docunentation. Cardhol ders shall retain any docunentation
received fromthe vendor to be used to verify the transacti ons shown on the
cardhol der statenment. This may include charge slips, cash register receipts,
packing lists, etc. |If for sone reason the cardhol der does not have
docunentati on of the transaction, an explanation will need t o be attached to
the statenment during the reconciliation process. Al purchase card awards

shal | be docunented in the cardhol der’s purchase card file. In addition
APC s, AO s and cardhol ders nust maintain purchase records for a m ni mum of 3
years and financial records (e.g., invoices, statenents, etc.) for 6 years

and 3 nont hs.

f. Odering Javits-Wagner-QO Day (JWD) Products from SERVMART. Lions
Cl ub Industries manages the NAS Pensacol a SERVMART. However, not al
products sold in SERVMART are JWOD or UNI COR products. Cardholders may fil
enmer gent needs through SERVMART within the follow ng purchase threshol ds:

(1) If the purchase is solely for JWXY UNl COR products, cardhol ders
may be authorized in witing to use their cards up to $100, 000. Howe ver, if
t he purchase is not UNICOR or JWDD or is mxed between comercial itenms and
UNI COR and JWOD itens, the threshold for purchases is $2, 500.

(2) For all practicable purposes when usi ng SERVMART, cardhol ders are
hereby limted to single purchase | imts of $2,500 and bel ow. Requirenents
exceedi ng the m cro-purchase threshold shall be forwarded and processed by
t he NAS Pensacol a Purchasi ng Branch utilizi ng NAVCOVWT Form 2276

g. Odering from NAFI and Service Exchanges. Cardhol ders are authorized
to procure from Mrale, Wlfare, and Recreation (MAR) and ot her NAF
organi zations. Prior to ordering fromthese organi zations, cardhol ders nust
screen the requirenents agai nst the mandatory governnent sources or supply.
Contracting with a NAFl organi zation or Service Exchange does not
automatically establish price reasonabl eness. Cardhol ders should
i ndependently determ ne that the prices found at the NAFI organization or
Servi ce Exchanges are fair and reasonable. The supplies provided shall be
from stock on hand at the exchange as of the date of the order. |In addition
orders may not provide for the procurenent of services not regularly provided
by the Servi ce Exchange.

h. Odering Procedures for Unique requirements. Naval Air Station
Pensacol a shall use the ordering procedures identified bel ow when using the
purchase card for the follow ng requirenents:

(1) Gasoline or oil for DON-owned Vessels and Vehicles. Cardhol ders
may not use their card to procure gasoline and oil for DON vessels and
vehicles unless the requirenent falls within the followi ng criteria:
Continental United States (CONUS)/Al aska | ocations - |ess than 10,000 gall ons
requi red annual |y and overseas/Hawaii - |ess than 20,000 gallons required
annual ly. These amounts are beneath the ceiling provided for in the Contract
Bul l etin issued by Defense Energy Supply Comrand (DESC). Requirenments over
t hese established anobunts shall be procured by DESC
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(2) Hazardous Materials (HAZNMAT). As defined in subparagraph 7a(7),
only comonly used hazardous materials may be acquired using the purchase
card. Al other purchases of hazardous materials will require the generation
of a NAVCOVWPT FORM 2276 with applicable MSDS to be processed by the NAS
Pensacol a Purchasing Branch. 1In either case, the hazardous material being
purchased nmust be on the user’s Safety approved AUL and nust be stated on the
procurenment document. M suse of the card regarding HAZMAT will result in
i medi ate cancel l ati on and Departnent Head notification

i. Prohibited use of the Purchase Card. The purchase card shall not be
used to buy safety/safety of flight and configuration control equipnent,
weapon systemrel ated parts, sales, rental and | ease of vehicles, classified
requirements, or other requirenents that require witten contract terns and
condi ti ons.

(1) O her Than Conmmonly Used Hazardous Material (HAZNVAT) . As stated
i n subparagraph 7h(2), acquisition of nmost HAZMAT is prohibited using the
purchase card. The NASPNCLAI NST 4100.4 is applicable to purchasing,
receiving, issuing, and nonitoring hazardous material at NAS Pensacol a.

(2) Splitting Requirenments. Splitting requirenents to circunvent
“Sinmplified Acquisition Procedures” (SAP) thresholds are strictly forbidden
Al'l Department Heads and AO s shall ensure cardhol ders group their
requirements to the maxi num extent possible to obtain the best value to the
Covernment. The grouping of requirements can be in ternms of price, delivery,
or quality based on the needs of the end-user. Under no circunstance will a
requi rement be broken down into two or nore acquisitions nerely to circunvent
the SAP. Cardholders in the command suspected of splitting requirenents that
apply to purchases exceeding the $2,500 threshold shall be reported to the AO
who must provide a report of resolution within 10 worki ng days of
notification. The AO nust determ ne and articulate the rational e behind
procurenment action. Obviously, frominstance to instance the definition
changes. However, keep in mind that the Navy can obtain benefits from
conbi ni ng requi renents whenever practicable to obtain quantity di scounts or
| ower prices through conpetition

j. Intentional Msuse of the Purchase Card. As previously stated above,
t he purchase card shall only be used for authorized U S. Governnent
purchases. Intentional msuse of the purchase card for other than officia

Cover nment business will be considered an attenpt to commt fraud against the
U S. Government and will result in imediate cancellation of an individual’'s
purchase card foll owed by appropriate disciplinary action. The cardhol der
will be held personally liable to the Government for the anount of any non -
government transactions. Under 18 U S.C. 287, misuse of the purchase card
could result in a fine of not nore than $10, 000 or inprisonment for not nore
than 5 years or both. Mlitary nmenbers that m suse the purchase card may be
subject to court martial under 10 U S.C. 932, UCM] Art. 132.

(1) The Supply Director shall be notified of end-of-nonth statenments
t hat show evi dence of m suse, negligence, or fraud. Wen such is identified,
t he Departnent Head, AOQ and cardhol der shall explain in witing to the
Supply Director the conplete details surrounding the specific event of the
vi ol ati on.

10
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(2) If the Supply Director and Department Head cannot resolve the
di screpancy at their level, the matter shall be referred to the Executive
Oficer for final resolution. Unauthorized use of the card also includes the
use of the card by anyone other than the cardhol der identified on the front
of the G tibank purchase card.

k. Rotating Busi ness Anong Vendors. Cardhol ders nust rotate mcro-
purchase requirenments anong qualified suppliers to the maxi mum extent
practicable. Cardhol ders naking repeated buys fromthe same vendor during
each billing cycle for the sane supplies or services will be questioned. As
Cover nment enpl oyees, we nmust maintain the position connoting integrity and
fairness to all providers.

. Receipt and Acceptance Procedures. Cardhol ders are responsible for
ensuring material or service was received for all transactions bill ed.

(1) Wiere the purchase cardholder is billed but does not receive the
supplies or services at the time of the receipt of the official invoice, the
cardhol der nust fully certify the invoice with the anticipation that
confirmation of receipt will occur within the next billing cycle.

(2) Assistant Secretary of Navy (FM&C) nmandates that cardhol ders and
AOs fully comply with the concept of pay and confirm Specifically,
i nvoices will not be disputed or delayed if the vendor has shi pped the goods

but they have not been received. |In such instances, invoices should be
certified and the cardhol der should nmonitor for the receipt of goods in the
subsequent month. |If goods are not received in time for the cardhol der to

certify the next nonth’s invoice, the cardhol der nmust notify the AO and
formally dispute the item See subparagraph 7t to process a transaction
di spute. Pay and confirm procedures al so i nclude danaged itens received
which are still under warranty, where the merchant confirnms he/she will
replace, nodify, or repair within the next billing cycle.

(3) The cardhol der nust also certify that the quantity and quality of
the itens furnished are in accordance with the agreenment with the vendor
The cardhol der nmust save all receipt docunents in order to properly reconcile
t he purchase card statement at the end of the billing cycle. If receipt
docunentation is not avail able, the cardhol der nust contact the end-user,
Central Receiving Department, Receipt Services, or other person or persons
responsible for receipt to obtain verification that the supplies or services
have been received. The purchase file nust be docunented to indicate proper
recei pt and acceptance have been acconpli shed.

m Unpriced Services. Unpriced services may be obtained using the
purchase card when the cardhol der can establish, in communication with the
vendor, a ceiling price that will not be exceeded by the contractor. This
authority is limted to services in which the comrercial marketpl ace sets the
mar ket prices for services and those market prices are identified in the
car dhol der documentation along with the established ceiling price; e.g.
copier repair, fax machine repair, etc.

11
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n. Foreign Mlitary Sales. Cardholders may use the purchase card to
procure supplies and services in support of the Foreign Mlitary Sal es (FM)
progranms. The procedures for using FM5 case funds in conjunction with the
purchase card are as foll ows:

(1) Material purchased nmust be tracked to a specific FM5 requisition
or country/case/ docunent number in an authorized accounting system and

(2) Proof of shipnent nust be docunented to support possible Supply
Di screpancy Report processing.

0. Cardhol der Record Keeping. All original receipts and correspondence
shall be maintained in the purchase file folder in order of occurrence. In
order to maintain standardi zation, the left side of each file folder shall
contain the conpl eted purchase docunentation worksheet, enclosure (2),
stapled at the top left of the folder. On the right side of the fol der shal
be attached all the backup documentation pertaining to the order and receipts
stapled at the top left hand of the page(s). The file folders shall be
i ndividually | abeled on the outer upper |left -hand corner of the folder with
t he document nunber assigned, nomenclature of the item nane of the vendor
and date of award.

p. M ssing Docunentation. |If the cardhol der does not have docunentation
of a transaction to send to the AO he/she nust attach an expl anation that
i ncludes a description of the item the date purchased, the nerchants nane,
and why there is no supporting docunmentation avail abl e.

g. Reconciling Purchase Card Accounts. The cardholder is ultimtely
responsi bl e for purchase card transactions being in proper order and for
notifying the AO of any information he/she has know edge of that inpacts the

propriety of certifying the nonthly invoice for paynent. |[|f the cardhol der
is unable to review his/her statenent in a tinely manner, the AO nust review
and certify the cardholder’s nonthly statement. At the end of each billing

cycle (the 21% of the nonth), cardholders or AOs shall

(1) Review all information on the nmonthly statenment, verifying any
charges, credits, outstanding disputes or refunds within 5 days of receipt.
If the cardholder fails to review the nonthly statenment, including annotating
any di screpanci es, disputing inproper charges, or signing and forwarding it
to the AOwithin the 5 day period, the AO shall contact the cardhol der to
determ ne the reason for del ay.

(2) Reconcile the transactions appearing on their nonthly statenents
by verifying their accuracy agai nst cardhol der records. |If transactions or
credits are not included on the current statenment, the cardhol der nust retain
t he applicabl e docunentation in an active file until the transactions or
credits appear on a subsequent statement and/or are reconciled. The
cardhol der nust then sign the statenent, attach all supporting docunmentation
make a copy for his/her file, and forward the package to his/her AQO

r. Lost or Stolen Cards. Lost or stolen purchase cards nust be reported
i Mmediately to Gtibank Custoner Service at (800)790-7206. Additionally, the
cardhol der nust inmediately notify the APC at (850)452-9918. The cardhol der
will imrediately follow up the tel ephone notification in witing to his/her
AO and the APC. Notification shall include the follow ng information

12
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(1) The card nunber.

(2) The cardhol der’s conpl ete nane.

(3) The date and approxi mate | ocation of the |oss.

(4) If stolen, the date and tinme Citibank was notified.
(5) Any purchases nmade during the current billing cycle.
(6) Any other pertinent information

s. Cancellation of Purchase Card. Upon separation from NAS Pensacol a

(1) The cardholder will notify his/her AO of the expected date of
depart ure.

(2) The AO shall be responsible for clearing the cardhol der’s account
prior to the term nation date given by the cardhol der

(3) The Departnent Head shall prepare a “Request For Cancellation of
Car dhol der” menorandum as outlined in enclosure (1).

(4) Before detaching from NAS Pensacol a, the cardhol der will
personal | y surrender his/her purchase card to the APC who will, in turn,
notify Citibank in witing to have the account cancel ed.

(5) The APC shall be responsible for taking proper disposal action by
cutting the Ctibank Card in half and attaching it to the individual’s
original application formand maintaining it on file for a mninmumof 1 year
after the person has detached fromthe conmand

t. Purchase Card Disputes. A dispute is defined as an instance where
transacti ons on the cardhol der’s statement do not agree with the purchase
file docunmentation. This may include circunstances where the cardhol der did
not nake the transaction, the amount of the transaction is incorrect, or the
quality of service is an issue. Prior to formally disputing a transaction
t he cardhol der shall attenpt to resolve the dispute directly with the
merchant. |If attenpts to resolve the dispute with the merchant are not
successful, a formal dispute must be initi ated.

(1) Exanples. The follow ng are exanpl es of what can be di sputed:
duplicate billing, unauthorized charges, non-receipt of merchandise, returned
mer chandi se, cancel ed nerchandi se or services, invoice anount differences, or
the transaction was paid by other neans. Any formof tax inposed upon a
car dhol der purchase cannot be di sputed through G tibank and must be resol ved
directly with the merchant.

(2) Formal Dispute Process. Prior to submitting a formal dispute,
t he cardhol der nust contact G tibank at 1-800-790-7206. The cardhol der nust
followup in witing by conmpleting and signing enclosure (5). An advance
copy of the Dispute Formmay be faxed to Gtibank at 1-904-954-8710 if
required by Citibank. However, the cardholder, in all cases, must nmail the
conpleted formto Citibank at the followi ng address: Governnent Card

13
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Services, P.O Box 45134, Jacksonville, FL 32232-5134. Because of the
required signature, the official dispute cannot be transmtted
electronically. The APC, AO, and designated D sputes Oficer nmust be
notified of the dispute. A copy of the dispute formshall be retained in the
cardhol der’s and APC s files. Once a dispute has been filed, G tibank wll
suspend the disputed charge fromthe outstandi ng bal ance due and issue a
provisional credit. Citibank will acknow edge the initiation of a dispute to
t he cardhol der. The cardhol der does not have to pay the ampunt in question
pendi ng the outconme of the dispute process.

(3) Dispute Resolution. Based on the outcone of the disputed
process, the charge will either be resolved in favor of the cardhol der or the
merchant. |If the dispute is resolved in favor of the cardhol der, the charge
is renoved fromthe account. |If the dispute is resolved in favor of the
nmerchant, a letter is sent to the cardhol der expl ai ning the decision. The
charge will appear in the balance due on the next invoice, along with dispute
resol uti on nessage.

u. Card Security. Cardholders are directly responsible for the security
of their purchase cards and purchase card account nunber at all tinmes. The
car dhol der nust not all ow anyone to use or gain access to his/her card or
account nunber. The card is printed with the name of the enpl oyee who is the
of ficial Covernment representative authorized to use the purchase card. Only
t hat person may use the card.

v. Review of Local Program

(1) Internal Review. Sem annual reviews of all purchase card
accounts must be acconplished to ensure adequate |local internal controls are
in place. The review w |l consist of an evaluation of |ocal operating
procedures to ensure cardhol ders and AO s are operating within the prescribed
conmand controls. A consolidated report will be submtted by the APC to the
Supply Director upon conpletion of each sem annual review. The report shal
contain a summary of findings, necessary actions that nmust be initiated to
correct specific problens that have been di scovered, and recomendati ons on
matters that should be inplemented to inprove the progr am

(2) Target Inspection Areas. The following areas will be inspected
during the review

(a) Review of internal operating procedures to ensure conpliance
with current regulations and directives.

(b) Program conpliance with applicable training requirenents.
(c) Appropriate delegations of authority.

(d) Integrity of purchase request process.

(e) Conpliance with mcro-purchase procedures.

(f) Conpliance with invoice certification process.

(g) Pronpt paynent procedures.

14
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(h) Internal procedures for resolving disputes and nonitoring
del i nquenci es.
(i) Use of the purchase card as a paynent nethod.
(3) Expected Results of Inspection. The sem annual reviews shal

address the overall purchase card process, including the functions and
responsibilities of the AOs and cardhol ders to ensure:

(a) Cardhol ders are not exceeding purchase limts established in
their letters of designation

(b) Purchase cards are being used in accordance with this and
af orenenti oned directives, and appropriate action is being taken when m suse
of the card is identified.

(c) Procedures are in place to ensure separation of functions.

(d) Cardhol ders are screening requisitions for mandatory sour ces
and files are properly docunmented where mandatory sources are not used.

(e) Special approvals are being obtained as required.

(f) Procedures are in place to ensure adequate and proper funding
is provided for each purchase.

(g) Cardhol ders are foll owi ng the proper procedures for
solicitati on and award.

(h) There is no evidence of splitting requirenents to circument
t he SAP.

(i) Docunentation in purchase card transaction files includes the
requi sition, required approval, evidence of screening, solicitation
docunent ati on, evidence of award and receipt, inspection, and acceptance.

(j) Cardhol ders are rotating busi ness sources.
(k) Cardhol der statenents are reconciled in a tinely manner.

(1) Steps are being taken to resolve questions pronptly in order
to avoid disputes.

(m The AOis review ng individual and nonthly statenents of al
cardhol ders and verifying that purchases are necessary and in accordance wth
regul ati ons, instructions, and procedures.

(n) The APC and Disputes O ficer are review ng di sputed
transaction status reports and ensuring tinely and appropriate procedures are
bei ng fol | owed.

(0) The APC and AO s are reviewi ng invoice status reports and

addr essi ng del i nquent invoices, ensuring outstanding issues are resolved and
proper actions taken to pay delinquent invoices.

15
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8. Significant Changes. The follow ng are significant changes that are
incorporated in reference (a) and this instruction that were found applicable
to NAS Pensacol a:

a. Q@uidance on ordering “Via the internet.”

b. Redefining “Commonly Used Hazardous Materials (HAZMAT).”

c. Establishing the policy that only CGovernment enpl oyees may be
desi gnat ed purchase cardhol ders and “Only the cardhol der will place orders
agai nst hi s/her assigned card.”

d. @uidance on purchasing “Foreign Mlitary Sales” (FVM5) materials
requiring the use of the purchase card.

9. Request for Changes. |ssues and suggestions regarding reference (a)
shall be sent to the Commander, Navy Supply System Conmand (SUP 02), via the
Supply Director (Code 41000), Chief of Naval Education and Training (05416),
Fl eet Assistant and Support Team (FAST), or the Procurement Managenent Revi ew
Team The issue/suggestion nust be presented in “point paper” format.

| ssues and suggestions regarding this instruction shall be sent to the Supply
Director, Code 41000, in the same manner and format as required by SUP 02.

10. Request for Waiver or Deviation. Requests for waiver or deviation from
this instruction shall be submitted in witing to the Supply Director, Code

41000. If the request requires SUP 02 review and approval, it nust be signed
and forwarded by the NAS Pensacola Contracting Ofice via the reporting chain
of conmand addressed i n paragraph 9 above.

11. Action. This instruction is effective upon receipt.

/sl
RANDAL L. BAHR

Di stri bution:
B
( NASPNCLAI NST 5216. 1U
St ocked: (100 copi es)
Conmandi ng O ficer
Code 41100 Supply, Purchasing
NAS Pensacol a
385 MIlington Ave
Pensacol a FL 32508-5014
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STANDARD CPERATI NG PRCCEDURES FOR THE
GOVERNVENT- W DE COMVERCI AL PURCHASE CARD ( GCPC) PROGRAM
PROCEDURES FOR APPL| CATI ONS AND APPAO NTMENTS FOR
CARDHOLDERS AND APPROVI NG OFFI G ALS (AO

A Preparing and subnmitting an application

The Departnent Head initiates an application for a GCPC purchase card
usi ng appendi x A or AO appoi nt nent usi ng appendi x B.

B. Approving or rejecting an application

The Supply Director approves or rejects the application and directs the
Activity Program Coordinator (APC) to respond to the Departnment Head using
ei ther appendix C or D

C. Training

For approved applications, the APC will establish a file on the applicant
and contact the enployee to arrange for training.

D. Processing the application with the Bank

After training is acconplished, the APC will forward the application to
the Bank. A copy of each purchase card application will be kept in a
suspense fil e pendi ng acknow edgenent by the applicant that the purchase card
has been recei ved.

E. Provi ding the applicant an appointnent letter

The APC wi ||l use appendi x E for purchase card applicants and appendi x F
for AO applicants to confirmconpletion of training and to appoint the
appl i cant as either GCPC purchase cardhol der or AQ

F. Acknow edgi ng recei pt and under standi ng of the appointnent |etter

The cardhol der rmust acknow edge receipt of his/her appointment within 5
wor ki ng days fromthe date of the appointnment |etter using appendi x El1. The
AO will conplete appendix F1 and F2 and return themto the APCwithin 5
wor ki ng days of the date of the appointnent letter. Failure to neet any of
these requirenents will result in suspension of the appointnent.

G Acknow edgi ng recei pt of the GCPC purchase card

Wthin 30 days of the date of his/her appointnment letter, t he cardhol der
must return appendix E2 to the APC. Failure to do so will result in
cancel l ati on of the application.

H. Fol Il owi ng Up on an applicant’s purchase card

For bank applications held in the APC s suspense file for nore than 30
days, the APC will follow up with the purchase card applicant, using appendi X
G The applicant must respond using appendix GL. Failure to do so may
result in cancellation of the application.

Encl osure (1)
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l. Cancel i ng an Appoi nt nent

The Department Head will request cancellation of an appoi ntnent by
preparing and submitting appendix Hto the Supply Director

Encl osure (1) 2
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MEMORANDUM

From {Departnment Head’s Oficial Title}

To: Supply Director

Subj :  REQUEST TO ESTABLI SH GOVERNVENT - W DE COMMVERCI AL PURCHASE CARD ( GCPQ)
PROGRAM CARDHCOLDER

1. Request a GCPC purchase card be issued to {prospective cardhol der nane}
in the {Division/Branch}. Please set the Monthly Credit Limt at ${dollar

anount}, and the nmaxi num Single Purchase Credit Limt at ${dollar anount}.

The Approving Oficial for this cardholder will be {approved AO nane}.

2. Please contact {departnent POC & tel ephone nunber} to arrange for

{prospective cardhol der’s nane} training.

/| DEPARTMENT HEAD SI GNATURE/ /

This formis available on the LAN Bulletin Board in the General Information Folder. Select the
nessage by Tom Addy with the Subject: GOVERNMENT PURCHASE CARD MEMO TEMPLATES.

Appendi x A
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MEMORANDUM

From {Departnment Head’ Oficial Title}
To: Supply Director

Subj :  REQUEST TO APPO NT/ CHANGE APPROVI NG COFFI CI AL (AO

1. Request {prospective AO nane} be appointed as AO for the foll ow ng

car dhol der (s):

Nane of Cardhol der Depart nent Code Tel ephone

oR

1. Request {prospective AO nane} be appointed as AOto replace {current AO

nane} for the follow ng cardhol der(s):

Nane of Cardhol der Depart nent Code Tel ephone

2. Please contact {departnent POC & tel ephone nunber} to arrange for

{prospective AO s nane} training.

/| DEPARTMENT HEAD SI GNATURE/ /

This formis available on the LAN Bulletin Board in the General Information Folder. Select the
nessage by Tom Addy with the Subject: GOVERNMENT PURCHASE CARD MEMO TEMPLATES.

Appendi x B
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MEMORANDUM

From Supply Director
To: {Departnent Head” O ficial Title}
Cc: {Applicant’s Nane}

Subj :  ACKNOALEDGEMENT OF APPROVI NG OFFI Gl AL ( AO) / CARDHOLDER APPLI CATI ON

1. Your application for {applicant’s nane} to be designated as AO

or cardhol der is hereby acknow edged and approved.

2. In order to proceed with the application, the above naned individual mnust
attend the mandatory purchase card training course which is avail abl e at
Bui | di ng 3644 on Tuesday, Wdnesday, and Thursday from 1300 to 1500 (holidays
excluded). Wen this individual conpletes the required CD-ROM course, and
NAS Pensacol a’ s internal operating procedures training, the Activity Program
Coordinator (APC) will forward the necessary docunents to CitiBank for the

i ssuance of the purchase card.

3. This office will contact the applicant within 3 days fromthe date

of this letter to arrange for the required training.

THOVAS N. ADDY

Appendi x C
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MEMORANDUM

From Supply Director
To: {Departnent Head's Oficial Title}
Cc: {Applicant’s Nane}

Subj :  REJECTI ON OF APPROVI NG OFFI Cl AL/ CARDHOLDER APPLI CATI ON

1. The request we received fromyour Departnent for appoi ntnent of
{applicant’s nane} as {AO or cardhol der} has been denied for the foll ow ng

reason(s):

{expl anation of rejection}

2. Please contact Ms. Ann Callender at 452-9918 if you have any
guestions or require assistance.

THOVAS N. ADDY

Appendi x D
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4200
Code 41100
{Dat e}

From Commanding O ficer, Naval Air Station, Pensacol a
To: {Appl i cant’s Nane}
Vi a: (1) {Department Head’'s Oficial Title}
(2) {Nanme of Designated Approving Oficial for Applicant}

Subj : DELEGATI ON OF AUTHORI TY FOR USE OF THE GOVERNMENT - W DE COMVERCI AL
PURCHASE CARD (GCPC) AS A NON- PURCHASI NG AGENT

Ref : (a) NASPNCLAI NST 4226. 1A
(b) NAVSUPI NST 4100. 94

Encl: (1) Notification of Receipt of Ctibank Card Form
(2) Cardhol der Acknow edgenment Form

1. You have successfully conpleted the U S. Governnent purchase card training
course and are hereby del egated authority as a non-purchasing agent to purchase
suppli es and services using over -the-counter, over the tel ephone, or internet
procurerment met hods, and pay for such purchases using the subject card. An
application has been subnmitted to the bank f or a card to be issued in your nang,
which will be sent directly to you. W have filed a copy of your application in
suspense pending verification fromyou that the card has been received and is in
your possession. Please use enclosure (1) in providing t his information. Should
we not receive a response fromyou in witing within 30 days fromthis date, we

wi Il commrence with the cancellation of your application

2. Your single purchase limt is ${dollar anmpbunt}, and your nonthly cardhol der
limt (meaning the bank's billing cycle from22"™ of the current nonth to the 215
of the followi ng nonth) is ${dollar anpunt}.

3. As a purchase cardhol der, you are required to conply with references (a) and
(b). Refer to them as necessary to uphold your responsibilities as a GCPC
cardhol der. You are the sole authorized user of the GCPC purchase card issued in
your name. Supplies or services may be purchased consistent with your

organi zational responsibilities and purchase limts established by the AO

desi gnated to revi ew your purchases. Buying hazardous naterial (HAZMAT) is
strictly prohibited using the purchase card. Purchases of conputer equi pnent
(including software) must be nmade through the Managenent |nformation Systens

of fice at the Naval Conputer and Tel ecomruni cations Station (NCTS), Pensacol a

4. You are personally responsible to the Government for the anobunt of any
purchases made with the GCPC purchase card and nmay be subject to disciplinary
action or penalties under 10 U.S. C. 932, UCM] Art. 132, for the misuse of this
procur ement instrunent.

5. This delegation will automatically term nate upon separation from Naval Air
Station Pensacola, witten notification by your Departnment Head via the AQ or
revocation by this office. Please use enclosure (2) to acknow edge receipt of
this delegation letter.

6. Should you have any questions regarding this program please contact Ms. Ann
Cal | ender at 2-9900.

THOVAS N. ADDY
By direction

Appendi x E



NASPNCLAI NST 4226. 1A

{ Dat e}
MEMORANDUM
From {Applicant’s Nane}
To: Activity Program Coordi nat or
Subj :  NOTI FI CATI ON OF RECEI PT OF Cl Tl BANK CARD
1. In conpliance with ny delegation of authority letter of instruction

regardi ng the 30-day notification period for receipt of the GtiBank card, |
hereby advise the APC that | received the subject card on {date card

received}. The card was activated on {activation date}.

oR

1. In conpliance with ny delegation of authority letter of instruction
regardi ng the 30-day notification period for receipt of the CtiBank card,
hereby advi se the APC that the purchase card has not been received as of this

dat e.

2. If there are any questions, please contact ne at tel ephone nunber
{applicant’s tel ephone nunber}.

/1 APPLI CANT SI GNATURE/ /

This formis available on the LAN Bulletin Board in the General |Information
Fol der. Sel ect the nessage by Tom Addy with the Subject: GOVERNMENT PURCHASE
CARD MEMO TEMPLATES.

Appendi x E-1
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ACKNONLEDGEMENT OF APPO NTMENT AS A GCPC PROGRAM CARD HOLDER

By signature hereon, | acknow edge ny appoi ntnent as a GCPC Program
cardhol der. | have reviewed and understand ny responsibilities as a
cardhol der. | understand that this appointment will rermain in effect until

revoked in witing by nmy Department Head or your office.

Si gnature of Cardhol der Dat e

Maki ng The Above Stat ement

HAND DELIVER THIS FORM TO THE APC | N BLDG 3644

This formis available on the LAN Bulletin Board in the General Information Folder. Select the
nessage by Tom Addy with the Subject: GOVERNMENT PURCHASE CARD MEMO TEMPLATES.

Appendi x E-2
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4200
Code 41100
{dat e}

From Commanding O ficer, Naval Air Station, Pensacol a
To: {Applicant’s Nane}
Vi a: {Departnent Head's Oficial Title}

Subj :  APPO NTMENT OF GOVERNVENT - W DE COMVERCI AL PURCHASE CARD PROGRAM
APPROVI NG CFFI CI AL ( AO)

Ref : (a) NASPNCLAI NST 4226. 1A
(b) NAVSUPI NST 4100. 94

Encl: (1) DD Form 557 (two each)
(2) AO Acknow edgenment Form

1. Having successfully conpleted the U S. Covernment purchase card training
course, you are hereby appointed as the AO for the follow ng cardhol der(s):

Nane of cardhol der Depart nent Code Tel ephone

a. {insert nane} {insert code} {insert phone}

2. Your office limt for a 30-day period is ${dollar amount}. References
(a) and (b) provide detailed instructions regarding your duties as an AQO

Pl ease refer to them as necessary to uphold your responsibilities to this
assignment. Additional ly, you nust fill out two copies of enclosure (1) with
the Commanding Officer’s Signature (“By direction” authority accepted) and
forward to this office for processing.

3. You nust acknow edge receipt of this assignnent within 5 working days
fromthe date of this letter using enclosure (2). Failure to do so wll
result in termnation of the assignnent.

4. This delegation will automatically term nate upon your separation from
Naval Air Station Pensacola, witten notification by your Department Head, or
renoval by this office

5. Shoul d you have any questions, please contact Ms. Ann Cal |l ender at
452-9918.

THOVAS N. ADDY
By direction

Appendi x F
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ACKNONLEDGEMENT OF APPROVI NG COFFI Cl AL APPO NTMENT

By signature hereon, | acknow edge ny appoi ntnent as an Approving O ficial
(AO. | have reviewed and understand ny responsibilities as an AO |
understand that this appointment will remain in effect until revoked in
witing by ny Departnment Head or your office. | have attached two DD 577
forms as requested with the Commanding Oficer’s signature (“By direction”

aut hority accepted).

Signature of Approving Oficial Dat e

Maki ng t he Above Statement

HAND DELIVER THIS AND DD 577 FORVMB TO THE APC IN BLDG 3644

This formis available on the LAN Bulletin Board in the General Information Folder. Select the
nessage by Tom Addy with the Subject: GOVERNMENT PURCHASE CARD MEMO TEMPLATES.

Appendi x F-2
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MEMORANDUM

From Supply Director
To: {Applicant’s Nane}
Vi a: (1) {Departnent Head’s Oficial Title}
(2) {Nane of Designated Approving Oficial for Applicant}

Subj: FOLLOM UP ON RECElI PT OF PURCHASE CARD

Ref : (a) NASPNCLAI NST 4226. 1A

Encl: (1) Acknow edgenent of Purchase Card Recei pt

1. According to our records, 30 days have passed since the command
processed your Departnent’s request and ordered your G tiBank Purchase Card.
As of this date, the APC has not been notified that your purchase card has
been received and activated in accordance with reference (a). Please submt
enclosure (1) to this office within 5 working days fromthe date of this
menorandum Failure to do so may result in the cancellation of your

application.

2. Please contact Ms. Ann Cal l ender at 2-9918 for further assistance.

THOVAS N. ADDY

Appendi x G
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{ Dat e}

MEMORANDUM
From {Applicant’s Nane}
To: Activity Program Coordi nat or
SUBJ: ACKNOANLEDGEMENT OF RECElI PT OF PURCHASE CARD
1. | received ny GtiBank Purchase Card on {date} and it was activated on
{date}.

R
2. | have not received the GtiBank Purchase Card that was ordered in

ny nane. Request the APC take necessary follow-up action to determ ne why
the purchase card is being delayed and/or if it could have been lost in the
mail .

/1 APPLI CANT S| GNATURE/ /

This formis available on the LAN Bulletin Board in the General |nformation
Fol der. Sel ect the nmessage by Tom Addy with the Subj ect: GOVERNVENT PURCHASE
CARD MEMO TEMPLATES.

Appendi x G 1
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MEMORANDUM

From {Departnment Head’'s Oficial Title}

To: Supply Director
Cc: {Cardhol der’s or AO s Nane}

Subj :  REQUEST CANCELLATI ON OF APPO NTMENT

Ref : (a) NASPNCLAI NST 4226. 1A

Encl: (1) Destroyed Purchase Card

1. Please cancel the appointment for {cardholder’s or AOs nane} and notify

this office upon conpletion of this action. {Add this statenent if applicable}

In accordance with reference (a), the destroyed purchase card is provided in

encl osure (1).

2. M point of contact is {departnent PCC & tel ephone nunber} should you

requi re additional information.

/| DEPARTMENT HEAD SI GNATURE/ /

This formis available on the LAN Bulletin Board in the General Information Folder. Select the
nessage by Tom Addy with the Subject: GOVERNMENT PURCHASE CARD MEMD TEMPLATES.

Appendi x H
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(This is a list of all prohibitions or special approvals related to purchase
card buys)

TITLE

Advance Paymnents

Adverti sing

Asbest os and Asbestos-Containing Materials

Bl ack Oxi de Coated Brass Threaded Fasteners

Bui I di ngs or Land, Long-Term Rental or Lease of

Busi ness Cards

Cash Advances

Christmas and Gt her Seasonal Decorations

Coffee Pots, Coffee, Refreshnents

Commer ci al Vehi cl es, Purchase of

Conmrerci al or GSA Vehicles, Rental/Lease of (Wthout Drivers)

Enpl oyee ldentification Tags

Federal Information Processing Resources/Y2K

Fi rewor ks Di spl ay

Fuel, G|, Services, Mintenance, Repairs

Hazardous Material and Hazardous Waste Di sposal

I ncentive Musi c and Equi pnent

Lodgi ng and Meal s

Luggage

Medi cal and Dental Care at Civilian Non-Federal Sources

Menber shi p Dues

Qzone Depl eti ng Substances

Per sonal Services

Pesti ci des

Pl aques, Ashtrays, Paperweights, and O her Menentos as Gve-away itens

Printing and Duplication

Pur chase from Gover nnent Enpl oyees or Business Omed or Controlled by
CGover nment Enpl oyees

Repr ogr aphi ¢ Equi pnent

Sensitive Conpartnented Information in Contracts

Shi pboard Habitability Equipment, Including Furniture, Laundry/Dry
G eani ng and Food Servi ce Equi pnent

Transportation, Purchase of

Travel or Travel Rel ated Expenses

Uniformltens

Vi sual Information (VI) Equipnment and Materi al

Vi sual | nformation- Audi ovi sual (AV) Production
Including Interactive Video (1VD) Acquisition

Vi sual Information/Acquisition of Comrercial Of -the-Shelf Visual
Information (VI) Productions

Wt hdrawal of Tax-Free Ethyl and Specially Denatured Al cohol
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LI ST OF PRCH BI TED AND SPECI AL ATTENTI ON | TEM5S RELATED TO
PURCHASE CARD BUYS

Advance Paynents

Ceneral rule: Except for requirenents such as subscriptions for publications
(e.g., Navy Tines, Federal Contracts Reporter, Commercial C earing House
Inc., etc.) and post office box rentals advance paynments are prohibited.

Adverti sing

Ceneral rule: Unless specific approvals have been obtai ned adverti sing
contract actions are not authorized in accordance with the Navy Acquisition
Pr ocedur es Suppl ement ( NAPS)

Exception: The Chief of Naval Personnel has authorized an increase from
$1,000 to $2,500 for the specific nedia advertising purchase limt for
Conmmandi ng Officers of Navy Recruiting Districts to commensurate with the
current mcro-purchase threshold. This authority cannot be redel egated and
each advertisenent is conditioned upon the use of a properly executed DD Form
1535.

Asbest os and Asbestos-Containing Material s
Ceneral Rule: Purchase cardhol ders are not authorized to purchase asbestos
or asbestos-containing nmaterial s.

Bl ack Oxi de Coated Brass Threaded Fasteners
Ceneral Rul e: Purchase cardhol ders are not authorized to procure brass or
copper alloy fasteners coated with bl ack oxide.

For information regarding this prohibition, contact M. Scott Stanko, Nava
Inventory Control Point, Code 0541, at 717-605-1361
DSN 430- 1361 or via Internet: scott_a stanko@ cpnech. navy. m |

Bui | di ngs and/ or Land, Long-Term Rental or Lease of
Ceneral Rule: Purchase cardholders are prohibited fromentering into | ong -
termrentals or |eases for buildings and/or |and.

Busi ness Cards

Ceneral Rule: Flag Oficers, nenbers of the SES, and general officers may
aut hori ze the printing of business cards limted to using existing software
and agency- purchased stock for those positions that require business cards in
t he performance of official duties.

Cash Advances
Ceneral Rule: Purchase cardhol ders are prohibited fromusing their purchase
cards to obtain cash advances.

Christmas and Gt her Seasonal Decorations

Ceneral Rule: Seasonal decorations may be acquired using the purchase card
provi ded | ocal custons and traditions are observed. Purchase cardhol ders are
not authorized to buy Christmas cards.

Encl osure (3) 2
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Coffee Pots, Coffee, Refreshnents

Ceneral Rule: Unless the purchase of coffee pots, coffee, or refreshments is
for an authorized ness, as discussed in NAVSUP Publication 486 Vovl -1, Chl to
Rev 3, and BUPERI NST 1710.13, the purchase of these itens are prohibited.

Pur chase cardhol ders are al so prohibited frombuying refreshnments for other
gover nment enpl oyees.

Exceptions: The use of Oficial Representation Funds for official

entertai nment and Center of Influence events involving Navy recruiters are
exceptions to this rule. In addition, Navy recruiters are aut horized to use
the purchase card to buy neals for recruiting applicants as an out -of - pocket
expense.

Conmrer ci al Vehi cl es, Purchase of
Ceneral Rule: Purchase cardholders shall not use their cards to purchase
conmer ci al vehi cl es.

Conmer ci al or GSA Vehi cles, RENTAL/LEASE of (Wthout Drivers)
Ceneral Rule: Purchase cardholders are not authorized to use their purchase
cards to rent/l ease commercial or GSA vehicl es.

Enpl oyee ldentification Tags

Ceneral Rule: Unless the requiring activity/comand determ nes that use of
the identification tags are necessary and in support of m ssion requirenents,
activities may not use appropriated funds to purchase enpl oyee identification
t ags.

Federal Informati on Processing Resources/Year 2000 (Y2K) Project
Ceneral Rule: Purchase cardhol ders should ensure all procurenents of IT are
Y2K conpl i ant.

Fi rewor ks Di spl ay
Ceneral Rule: Purchase cardhol ders may not use appropriated funds to buy
fireworks for on ground displ ays.

Fuel, G|, Services, Mintenance and Repairs

Ceneral Rule: Purchase cardhol ders are not authorized to purchase fuel, oil
services, maintenance and repairs of Interagency Fleet Managenent System and
GSA Fl eet Managenent Programs; i.e., repair of GSA | eased vehicles.

HAZMAT and Hazar dous Waste Di sposa
Ceneral Rule: Except for commonly used hazardous material the purchase of
HAZMAT by cardhol ders is prohibited.

I ncenti ve Musi ¢ and Equi pnent

Ceneral Rule: Except for specifically progranmred nusic, the purchase of
musi ¢ and equi pnent for broadcasting (e.g., radios, automatic record players,
or phonographic records) for entertai nnent purposes is generally not

aut hori zed.

Exception: Specifically progranmred nusic may be purchased based on a witten
determ nation by the Conmandi ng O ficer describing how the acquisition would
i nprove norale, benefit the conmand, etc., and thereby qualify as a necessary
expense under the necessary expense rules. This prohibition also does not
precl ude the expenditure of appropriated funds for the purchase of a public
address systemrequired for intra-station communication



Lodgi ng and Meal s
Ceneral Rule: Purchase cardhol ders are prohibited fromusing their purchase
cards for the paynent of |odging and neals for enployees on tenporary duty.

Exception: Certain reserve activities are authorized to buy neals for Naval
Reservists during drill activities.

Luggage
Ceneral Rule: The purchase of |uggage for enpl oyees/service nmenbers to carry
per sonal bel ongings while on travel orders is generally not authorized.

Exception: Seabags issued to service nmenbers and briefcases, etc., furnished
for the express purpose of carrying official docunents associated with the
duties of the service nmenber or enpl oyee.

Medi cal and Dental Care From G vilian Non-Federal Sources
Ceneral Rule: Purchase cardhol ders shall not use their cards for payment of
nmedi cal and dental services.

Menber shi p Dues

Ceneral Rule: Except for nenbership dues which solely benefit the agency or
activity the purchase of club, association, organization, and other rel ated
menber shi ps are prohibited.

Exception: The use of appropriated funds for nenbership dues of an activity
or agency is permssible if the nenbership contributes to the fulfillment of
the m ssion of the activity or agency.

Qzone Depl eti ng Substances (CODS)
Ceneral Rule: Purchase cardhol ders are not authorized to purchase ODS
material s.

Exception: Contracting Officer’'s may use their purchase card as a nethod of
paynment provided guidance in the NAPS is strictly adhered to.

Per sonal Services
Ceneral Rule: Unless you have statutory authority purchase cardhol ders
shoul d not contract for personal services using the purchase card.

Pesti ci des

Ceneral Rule: Unless prior approvals are obtained from cogni zant Pest
Managenent Consul tant at the appropriate NAVFAC division, purchase
cardhol ders are not authorized to contract for purchase of pesticides.

Pl aques, Ashtrays, Paperwei ghts, and other Menentos As Gve-Away ltens
Ceneral Rule: The use of appropriated funds to buy give-away itens such as
pl aques, cuff links, hats, T-shirts, license plate covers, bracelets,
ashtrays, Christmas cards, paper -weights, cigarette lighters, novelty trash
cans, key chains, and simlar itens are generally prohibited.

Exception: The purchase of give-away itens in support of enployee
recognition prograns may be authorized if acconplished in accordance with
agency policy.

Printing and Duplication
Ceneral Rule: Purchase cardhol ders are prohibited frombuying printing or
duplication services from agenci es ot her than DAPS

3 Encl osure (3)
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Purchase from Gover nnment Enpl oyees or Busi nesses Oamed or Controlled by
Cover nment Enpl oyees

Ceneral Rule: Purchases from Governnent enpl oyees (mlitary or civilian) or
from busi ness organi zati ons substantially owned or controlled by government
enpl oyees are general ly prohibited.

Repr ogr aphi ¢ Equi pnent

Ceneral Rule: The purchase/lease/rental/trial/replacenent or change in
rental or |ease plan of reprographic equi pnent is not authorized unless the
requestor has conplied with t he requirenments of the Navy Reprographic

Equi pnrent Program The requestor mnust obtain witten approval fromthe
cogni zant DAPS for all shore copying equi pmrent with speeds of 71 or nore
copies per mnute. (Exanples of reprographic equi pment are: copiers and
hi gh speed copiers, Diazo process equi pnent, |aser printers, and duplicating
equi pnent . )

Sensitive Conpartnented Information In Contracts

General Rule: Purchase cardhol ders are not authorized to enter into
negoti ations that will include requirements for contractor access to
Sensitive Conpartnented Information unless the custoner has staffed the
requi rement through Commander, O fice of Naval Intelligence, Code ONl -532.

Shi pboard Habi tability Equi pment, |ncluding Furniture, Laundry/Dry C eaning
and Food Service Equi pnent

Ceneral Rule: Except for furniture, laundry, dry cleaning, and food service
equi pnrent listed in the foll owi ng catal ogs, purchase cardhol ders are

prohi bited from purchasi ng of these itens.

Furni ture equi pnent — S9600- AD- GTP- 010, U.S. Navy Shi pboard Furniture Catal og
wi th applicabl e changes.

Laundry/dry cl eani ng equi pnent — S6152- B1- CAT- 010, Navy Laundry and Dry
Cl eaning Catal og with applicabl e changes.

Food service equi pnent — S6161- (b- CAT-010, The Shi pboard Food Service
Equi pnent Cat al og with applicabl e changes.

Transportation, Purchase of
Ceneral Rule: The purchase card cannot be used to pay for transportation
char ges.

Travel, or Travel Rel ated Expenses
Ceneral Rule: The purchase card cannot be used to pay for travel or trave
rel ated expenses; i.e., expenses associated with official travel including
transportation, |odging, or neals.

Uniformltens
Ceneral Rule: Cardholders are not authorized to use appropriated funds to
purchase uniformitens.

Vi sual Information (VI) Equi pment and Materi al
Ceneral Rule: Per OPNAVINST 5290. 1A, Acquisition of professional VI
equi pnent by non-Vl-activities or personnel is prohibited.
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Naval Media Center (NMC) (formerly Naval |nmaging Conmand) is the sole
authority for contracting for visual information within the Navy. The PCC
and policy officer for the Navy Annual VI Production Program adm nistered by
Chi ef of Naval Qperations (CNO (NX®C4) can be reached by calling 202 -433-
3790 or DSN 288-3790.

Vi sual | nformation-Audi ovi sual Production Including Interactive Video
Acqui sition

Ceneral Rule: Unless approval has been granted from NMC, the acquisition of
Audi ovi sual production, including interactive video in the Federal
Covernment, is prohibited, regardl ess of cost or application.

Exceptions: DON activities may be approved by CNO (NOBC4) on a case -by-case
basis. Requests for exceptions to this policy will require subm ssion of the
approved instructional system devel opnent analysis. For mgjor claimant

Vi sual I nformati on Managenent O fices, contact: Visual |nformation
Production Policy Oficer, CNO (NOOC4) at 202-433-2141; DSN 288-2141.

Vi sual Information-Acquisition of Commercial Of -The-Shelf Visual |nformation
Producti ons

Ceneral Rule: Unless prior approval from Visual Information Managenent
Ofice is obtained, purchase cardhol ders are not authorized to procure
conmerci al off-the-shelf VI production. For a list of VI off -the-shelf
productions, visit the Defense Automated Visual Information System Def ense
I nstructional Technol ogy Information System (DAVIS/DITIS) | ocated on the
Naval Media Centers website: http://ww. nmedi acen.navy. ml/ .

Exceptions: Justification nust be submitted to contracting officials in
accordance with regul ations of the Major O aimant Visual |nformation
Managenent Office. For major claimnt Visual |nformation Managenment O fices,
contact: Visual Information Production Policy Oficer, CNO (NOOC4) at 202 -
433-2141; DSN 288-2141.

Wthdrawal of Tax-free Ethyl and Specifically Denatured Al cohol

Ceneral Rule: The purchase of tax-free ethyl and specifically denatured

al cohol is not authorized unless a permit fromthe Bureau of Al cohol, Tobacco
and Firearns has been issued.
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DESI GNATI ON OF KEY POSI TI ONS FOR GCPC

1. Activity Program Coordi nator (APC):
Name:

Addr ess:

Tel ephone:
2. Approving official (AO0):
Name:

Addr ess:

Tel ephone:
3. Dispute Ofice Contact (DOC):
Name:

Addr ess:

Tel ephone:
4. Financial Point of Contact:
Name:

Addr ess:

Tel ephone:

Not e:  NASPNCLAI NST 4226. 1A delineates duties and responsibilities for all
positions |isted above.

(Commrandi ng O ficer’s Signature) (Date)
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