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	1.0 Introduction


The Governmentwide Commercial Purchase Card Program (GCPC) is similar in nature to a commercial credit charge card; however, it is a procurement method for official Government use only by authorized Agency personnel to purchase supplies and services in support of mission requirements. The GCPC is mandatory for all purchases less than or equal to the micro-purchase threshold. Micro-purchase threshold means $3,000, except it means –

· $2,000 for acquisitions of construction subject to the Davis-Bacon Act

· $2,500 for acquisitions of services subject to the Service Contract Act; and

· For acquisitions of supplies or services that, as determined by the head of the agency, are to be used to support a contingency operation or to facilitate defense against or recovery from nuclear, biological, chemical, or radiological attack, as described in FAR 13.201(g)(1), except for construction subject to the Davis-Bacon Act (41 U.S.C. 428a)-

(i)$15,000 in the case of any contract to be awarded and performed, or purchase to be made, inside the United States; and

(ii) $25,000 in the case of any contract to be awarded and performed, or purchase to be made, outside the United States.

The Davis-Bacon Act and Service Contract Act applies only to the United States defined as the 50 States, the District of Columbia, Puerto Rico, the Northern Mariana Islands, American Samoa, Guam, the U.S. Virgin Islands, Johnson Island, Wake Island, and Outer Continental Shelf lands as defined in the Outer Continental Shelf Lands Act (43 U.S.C. 1331, et seq.), but does not include any other place subject to U.S. jurisdiction or any U.S. base or possession in a foreign country (29 CFR 4.112). This means that the micro-purchase threshold for contracts awarded and performed, or purchases to be made; outside the United States is $3,000 for supplies, services and construction.

(Note: Cardholders located outside the United States should refer to supplemental guidelines entitled “Purchase Card Guidelines for Overseas Cardholders,” maintained on the International Trade Administration internet site at http://www.ita.doc.gov/ooms/overseas.htm.
Use of the GCPC meets the paperless goals by streamlining the purchase and payment process, thereby reducing costs and administrative burdens associated with acquisition functions. 

The Director, Acquisition and Grants has oversight and program management responsibility for the NOAA GCPC Program. This chapter is provided as guidance concerning NOAA GCPC Program procedures and requirements. 

The NOAA GCPC Program expedites the acquisition of mission critical supplies and services by simplifying the procurement process for purchases that are less than or equal to the micro-purchase threshold. As discussed in Section 5.0 of this guide, in certain limited circumstances, the GCPC may also be authorized for purchases at higher limits. The Program allows administrative and operational personnel to make micro-purchases without going to the procurement office. Proper use of the GCPC eliminates procurement lead-time and results in substantial transaction cost savings. NOAA also benefits because the Program’s invoice and certification process is automated, which facilitates timely payments and reduces errors associated with manual entry.

Warranted Contracting Officers may use the GCPC as a method of payment in conjunction with other contracting methods for actions in excess of the micro-purchase threshold subject to the restrictions delineated in and up to the limit of the individual’s warrant in conjunction with approvals described in Section 5.0 of this guide. Additionally, the GCPC may be used as a method of payment for Commercial-Off-The-Shelf (COTS) training requirements using the SF 182 (Authorization, Agreement and Certification of Training) up to $25,000. 

Activities must have in place and utilize effective controls, oversight, audits, reviews, and inspections to prevent, identify, and take corrective action in instances of misuse, abuse, fraud, or mismanagement of the GCPC. 

	1.1 Guidance


NOAA GCPC Guidance is provided in the following: 

· FAR 13.301 

· Commerce Acquisition Manual (CAM) 1313.301 Purchase Card Procedures

· NOAA Acquisition Handbook  (http://www.ago.noaa.gov/ad/policy/Acq-Handbook-1-rev3.1.pdf)

· NOAA AGO Purchase Card Policy
· NOAA Simplified Acquisition Procedures

· NOAA Finance Handbook at http://www.corporateservices.noaa.gov/~finance/Finance%20Handbook.htm
	2.0 GCPC Program Management


	2.2 Authority and Responsibility


The NOAA Director, Acquisition and Grants Office, located in Silver Spring, MD, has overall responsibility for the management and operation of the NOAA GCPC Program. 


 The functions include:

· Management and oversight of the NOAA GCPC Program.

· Promulgate policy and guidance and provide assistance to subordinate activities. 

· Work with Citibank (see Citimanager Website at http://www.citigroup.com/transactionservices/homepage/cash/cc/, Finance, and others to resolve problems and look for ways to improve the Program. Provide administrative and disciplinary action when instances of fraudulent, improper, and/or abusive GCPC transactions are found. 

· Conduct internal management controls.

· Ensure appropriate resources are allocated. 

· Receive quarterly briefings from the APC on the GCPC Program.

· Review and approve the Semi-Annual Report.

	2.3 Communication and Coordination


Key participants within the NOAA GCPC Program include the Head of Contracting Office (HCO), Regional Acquisition Division (RADs), and Financial Managers.  Agency Program Coordinators (APCs), Approving Officials (AOs), Cardholders (CHs), and Budget Execution Activity (BEA) are the essential personnel in maintaining and improving efficiency and effectiveness in management, operation, and control of the NOAA GCPC Program. Outside the NOAA, key participants include the Vendor who provides goods and services, Citibank (card provider), and GCPC Program Management Office. The collective actions of the NOAA GCPC Program participants determine the effectiveness, efficiency, and success of the program. 

Communication needs to be frequent, clear, and productive among all NOAA GCPC Program participants, including customers, vendors, and suppliers. Communication is accomplished through the chain of command and directly amongst all participants. GCPC conferences are an opportunity for interactive development through sharing best practices, problems, trends, improvements as well as an opportunity for additional training. Regular communication with the Office of Counsel, the Inspector General, and other audit, investigative and law enforcement office enhances oversight of the program and facilitates exchanges of useful information about possible misuse, abuse and fraud.

	2.4 Key Program Personnel


The roles and responsibilities of key GCPC Program personnel, including the HCO, APC, AO, and CH, are delineated in the CAM 1313.301 and NOAA AGO Purchase Card Policy. The roles and responsibilities of these key personnel and other major participants in the NOAA GCPC Program are set forth below.

	2.4.1 Accountable Officials   


Key individuals in the GCPC Program are considered Accountable Officials and, as such, have pecuniary liability. Those Accountable Officials include APCs, AOs, CHs, Resource Managers and Fund Holders, and Automated Information System (AIS) Administrators. GCPC Program Accountable Officials are accountable and retain pecuniary liability for any erroneous payment that results from inaccurate information and data, including designation of the proper appropriations or other funds and erroneous payment as a result of negligent performance of assigned duties. Accountable Officials must become thoroughly familiar with their responsibilities and accountability. Misuse of the GCPC may result in a fine of up to $10,000, imprisonment for not more than five years or both under 18 U.S.C. 287. 

This information concerning Accountable Officials is specifically included in the Designation Letter. 

	2.4.2 Head of Contracting Office (HCO)   


The Head of the Contracting Office (HCO) is the person responsible for the day-to-day oversight of the purchase card program within their respective operating units. Responsibilities include designating an Agency Program Coordinator (APC) and other officials, as appropriate, to oversee the purchase card program, developing operating unit-specific procedures for card use, management, security, account reconciliation, scheduled documentation review, and initiating operating unit accounts with the purchase card contractor. HCOs may delegate administrative functions of their Purchase Card Program and add controls in any area to fulfill their responsibilities, including the principal deputy to such official, with the authority to bind the Government to the extent of delegated purchasing authority. The roles and responsibilities of the HCO include, but are not limited to:

· Coordinate and execute NOAA GCPC Program at the regional office. 

· Review and approve all nominations for APCs, AOs and CHs.

· Approve of the use of the GCPC as a method of payment up to $25,000.

· Issue Letters of Appointment/Delegation to APCs, AOs and CHs. 

· Withdrawing delegations and appointments.

	2.4.3 Agency Program Coordinator (APC)


APCs provide overall program management at the regional level and are usually located within the acquisition office. APCs also provide program management of specific AO accounts. In addition, the following NOAA GCPC Program specific duties are applicable to APCs: 

· Provide day-to-day oversight and audit management to include span of control, profile management, delinquency, credit limit, OMB reporting, and inactive cards. 

· Use Citibank Custom Reporting System (CCRS). 

· Ensure all training requirements are met and maintain copies of training records. 

· Issue delegation and termination of delegation letters. 

· Ensure outgoing AOs are replaced in sufficient time; ensure CH accounts are suspended at least 30 days prior to CH departure. 
· Manage the Agency local GCPC Program as delegated by the HCO.

· Review monthly and semi-annual reviews.

· Submit quarterly reports to the Office of Management and Budget (OMB). 

· Attend APC conferences and teleconferences.

· Provide semi-annual reviews.

· Respond to outside auditors and higher level data calls. 

· Report any instances of suspected misuse, abuse, or potential fraud.

· Perform 100% transaction reviews IAW NOAA AGO Purchase Card Policy
· Provide briefings to HCO. 

· Conduct semi-annual reviews to determine continuing need for CHs to retain GCPCs. 

· Monitor Span of Control: AO to CH does not exceed 1:7. 

· Perform fiscal year rollover functions. 

· Ensure program personnel, AOs, and CHs are properly appointed, trained, and capable. Ensure profiles match local missions. 

· Perform account management. 

· Establish accounts for new AOs and CHs.

· Establish single purchase limits and cycle limits. 

· Review and approve Merchant Category Codes (MCCs) for each account. 

· Assign delegations of authority. 

· Review accounts to ensure they are still active, close out inactive accounts, and reduce accounts as necessary. 

· Conduct audits of AO and CH accounts.

· Provide delinquency management to ensure invoices are approved in a timely manner. Greater than 30-day delinquencies shall not exceed 1 percent of the Activity’s current balance. 

· Monitor Citibank reports to ensure prompt payment and avoid delinquencies. 

· Provide training to AOs and CHs and maintain training records. 

· Recommend administrative or disciplinary action, including restitution, to the HCO in instances of misuse, abuse, or fraud. 

· Establish a file for each AO and CH to maintain the following documentation: 

· Nomination letter

· Training documentation

· Account setup forms

· Record of any disciplinary action

	2.4.4 Approving Official (AO)/Certifying Officer  


The AO, normally the supervisor of the CH (recommended), ensures the CHs under his/her billing account fulfill their responsibilities under the GCPC Program. The AO’s roles and responsibilities are delineated in the CAM 1313.301:  

· Review, approve, and certify the CH’s monthly billing statement (official invoice) within five days of receipt. AO will reconcile CH statement when the CH is unavailable or fails to do so in a timely manner. 

· Where the Commerce Purchase Card System (CPCS) has been implemented, ensuring that cardholders use the CPCS to conduct online reconciliation i.e., match Purchase Card Ordering Log and Statements of Account before signing paper copy of the statement; reviewing object class codes and accounting codes before validating and authorizing cardholder’s Statement of Accounts; and forwarding to the agency or bureau specific finance office prior to their agency-specific sweep dates or as otherwise indicated in operating unit guidance. 

· Ensure monthly billing statements are accurate.

· Ensure monthly statements are signed, dated and retained in the file. 

· Ensure all CH transactions are legal, proper, and mission essential. 

· Verify supporting transactional documentation (e.g., receipt, acceptance, and inspection of the supplies or services) prior to certifying invoices.

· Separation of function 

· AO should not also certify the availability of funds. 

· Ensure the CH does not sign for receipt of goods and CH does not certify the availability of funds. Notify APC/HCO of any suspected unauthorized purchase.  Reviewing the print-out of cardholders every six (6) months, or as often as necessary, to identify accounts requiring maintenance.  Ensuring that accounts are properly closed and finalized, when cardholders leave or accounts otherwise need to be closed.

	2.4.5 Cardholder (CH)   


The nomination of a CH leading to the CH appointment represents confidence in the CH’s integrity and ability to procure mission requirements in accordance with all applicable regulations and instructions. Program specific roles and responsibilities apply:  

· Complete Required Training. 

· Ensure proper, adequate funding is available for all purchases.

· Screen all requirements for availability from mandatory Government sources of supply first.

· Rotate micro-purchase requirements among qualified suppliers to the maximum extent possible. 

· Ensure all purchases are legal, proper, mission essential at fair and reasonable prices from responsible suppliers using the Micro-Purchase Worksheet (also search the Excluded Parties Listing: http://epls.arnet.gov/)

· Ensure micro-purchases are compliant with Section 508 (see http://www.section508.gov) of the Rehabilitation Act (guaranteeing electronic and information technology are accessible to people with disabilities).

· Maintain a Purchase Card Log to document individual transactions. 

· Review, reconcile, and certify the CH monthly statement and forward to AO with supporting documentation within five days of receipt.

· Follow appropriate procedures for payment and/or disputes.

· Resolve questionable transactions and initiate disputes in a timely manner; track disputes to completion.

· Ensure proper separation of function is occurring for each transaction. 

· CH shall not sign acceptance/inspections of goods/services.

· CH shall not approve availability of funds.

· Maintain physical security of the card.

· Notify issuing bank, AO and APC immediately if the card is lost or stolen.

	2.5 Financial Management


Fund management, usage, and execution are key elements for successful management of the GCPC Program. Program participants must have an understanding of the nature and importance of financial issues as they work with financial management personnel, to include fiscal personnel responsible for the prompt recording of all obligations according to appropriation law.

Each GCPC Program APC must develop and coordinate financial details required for the activity’s financial management system before an account can be established in Citibank’s online card management system, CitiDirect. This is accomplished by coordinating with financial management personnel to confirm Line of Accounting (LOA) information is valid and accurate. Among the many NOAA GCPC Program participants, the financial managers play vital roles in the effective financial management of the GCPC Program. 

	2.5.1 Standard Accounting, Budgeting, and Reporting System   


The Commerce Purchase Card System (CPCS) is the official accounting system for the NOAA GCPC program and was designed to meet the fiduciary standards established by the Government Accountability Office (GAO), Office of Management and Budget (OMB), and United States Department of the Treasury. 

Personnel manually post transactions affecting obligations and expenses into CPCS. Payments are processed through electronic interfaces with the disbursing systems. 

 Electronic Reconciliation/Payment Flow Chart illustrates the electronic reconciliation/payment process.  See also GCPC Section 7.0 Reconciliation and Payment.

	2.5.2 Chief Financial Officer/Budget Officer   


The Line Office/Staff Office Chief Financial Officer/Budget Officer (BO) has overall financial responsibility for managing LO/SO funding. They also ensure the funds approval process is streamlined in order to provide effective financial management controls. Roles and responsibilities of the CFO/BO include the following:

· Assist with day to day financial matters.

· Establish financial authority for GCPC accounts.

· Establish valid LOAs and ensure LOAs are loaded into CPCS and CitiDirect.

· Advise the primary APC, AO, and CHs of approved spending allowances. 

· Ensure CitiDirect transactions are recorded in a timely and accurate manner into CPCS.

· Conduct visits for the purpose of detecting and correcting erroneous CitiDirect transactions.

· Ensure activities maintain proper financial records and source documents supporting fund execution for the life of the appropriation and for the required six years and three months.

	2.5.3 Budget Execution Activity (BEA)   


The roles and responsibilities of the BEA include the following:

· Ensure supporting documentation is maintained to support each GCPC transaction.

· Track GCPC transactions, for example using the Purchase Card Log Template.

· Ensure funding types (e.g., bulk or transactional) are correct for each GCPC account.

· Monitor available fund balances to ensure funds granted are not over obligated or over-expended.

· Ensure funds are executed for valid requirements under the executed appropriation.

· Maintain and monitor supporting documentation files and memorandum records for the required six years and three months.

	3.0 GCPC Program Requirements 


	3.6 Training


APCs, AOs, and CHs must receive initial training on GCPC policy as well as refresher training every three years. 

The APC must maintain training records for alternate APCs, AOs, and CHs for the duration of time the participant serves in the capacity plus three years beyond.

NOAA GCPC Program Training Requirements

	Training 
	When
	Who

	GSA SmartPay Purchase Card
	For Initial delegation and every three years refresher
	All program participants

	Section 508 Training (recommended)
	for initial delegation
	APC, AO, CH


	3.6.1 Initial Training   


Prior to designation as a program participant via a letter of delegation, all prospective APCs, AOs and CHs shall successfully complete mandatory online training on policies and procedures, as well as local internal operating procedures (see DAU Continuous Learning Center : https://learn.dau.mil/html/clc/Clc.jsp) 

NOTE:  It is the responsibility of the CH and the AO to maintain the currency of their training.  Letter of Delegation expiration dates will be tied to expiration of the required training.  

The APC will document the individuals’ record that training was completed. The APC must maintain a training log for tracking of AO and CH training (see Automated Training Log), to ensure all mandated training requirements and refresher training have been completed by GCPC program participants.

	3.6.2 Refresher Training    


Online GSA SmartPay Purchase Card training and Government Ethics Training for CH, AO, and APC is required every three years.

	3.6.3 Ethics Training    


Annual ethics training requirements for all Government employees is found in 5 CFR 2638.705. GCPC Program participants required to complete an OGE 450 Confidential Financial Disclosure Report, must take annual ethics training. See Section 3.1.4.

	3.6.4 Training Documentation and OGE Form 450   


Program participants (APCs, alternate APCs, AOs, and CHs) must maintain individual training certificates and supporting documentation. 


CHs who make purchases in excess of $100,000 per fiscal year and AOs who certify in excess of $100,000 per fiscal year must complete OGE 450. CHs and AOs who do not exceed these respective thresholds may still be required to complete OGE Form 450 if required by their supervisor when, in the supervisor's judgment, the CH or AO otherwise has duties involving the exercise of significant independent judgment over matters that will have a substantial impact on the integrity of NOAA operations or relationships with non-Federal entities, or to avoid actual or apparent conflicts of interest.

	3.7 Personnel 


	3.7.1 Personnel Requirements   


The following personnel may be issued a GCPC or be appointed as an AO or APC:

1. Civilian Government Employees.

2. Members of the NOAA Corps. 

Contractor support services may be used to assist an APC in fulfilling administrative responsibilities under the following circumstances:

3. HCA approval of a business case analysis per each request for Contractor services. 

4. Direct oversight of Contractor by the primary APC. 

5. Contractor must sign a Non-Disclosure Agreement (NDA).

6. Contractor will have read-only access to the bank system.

7. Contractor will not be an AO. 

	3.7.2 Delegation of Authority    


A Letter of Delegation on NOAA letterhead (see Sample APC Appointment Letter, Sample AO Letter of Delegation, and Sample CH Letter of Delegation) is given to each APC, AO, and CH outlining the duties and responsibilities of their position. 

**All open market purchases above the micro-purchase threshold must be made by a warranted Contracting Officer/DPA. 

	3.7.3 Becoming a GCPC Cardholder  


The GCPC CH is responsible for utilizing the GCPC for official Government purchases only. Each GCPC has the CH’s name specified on the front of the card and is non-transferable. The following steps must be taken to be appointed a GCPC CH:

1. Obtain written nomination IAW CAM 1313.301, Section 2 – CHs and AOs are nominated via letter by their supervisors. 

2. Complete required training as specified in Section 3.1 above. 

3. Obtain authority to purchase supplies and/or services via Letter of Delegation (LOD).

4. APC establishes CH account with Citibank. 

· Bank issues card and grants CH access to the online card management system, CitiDirect.

5. Complete Office of Government Ethics (OGE) Form 450, if required (CHs purchasing more than $100,000 per fiscal year), see Section 3.1.4 above.

	3.7.4 Becoming an Approving Official   


The AO is the Program’s first line of defense in identifying misuse, abuse, and fraud. The AO is responsible for ensuring proper use of the GCPC through approvals of all CH purchases and certification of monthly invoices for payment. The following steps are required to be appointed an AO:

1. Obtain written nomination by their supervisor.

2. Complete required training as specified in Section 3.1.

3. Obtain written appointment from the APC. to include the following:

· AO responsibility.

· Pecuniary liability. 

4. APC establishes an AO account.

· access granted to the online card management system, CitiDirect.

5. Complete OGE 450 if required (for AOs certifying transactions exceeding $100,000 per fiscal year). 

Note: The AO should be the supervisor of each CH. 

	3.7.5 Becoming an Agency Program Coordinator   


The APC has the overall day-to-day management and oversight of the GCPC Program for their activity. The APC is responsible for ensuring proper use of the GCPC through monthly and semi-annual transaction reviews and reviews of internal management controls. Steps to becoming an APC are as follows:

1. Complete required training.

2. Obtain written Delegation Letter from the HCO specifying the following:

· APC responsibilities.

· APC as an Accountable Official. 

3. A higher or equal level APC establishes an account.

· access granted to the online card management system, CitiDirect.

	4.0 Account Information and Procedures


	4.8 Limitations


Each GCPC account is established with a single purchase limit (micro-purchase threshold), and billing cycle limit. The CH’s delegation of authority document specifies these limits commensurate with anticipated purchase requirements. 

	4.8.1 Single Purchase   


Each CH’s delegation of authority document shall include limits commensurate with anticipated purchase requirements of the CH. Any CH with a single purchase limit set up within the bank system greater than $250,000 is required to provide justification and obtain written approval from NOAA AGO. Single purchase limits are a part of the required quarterly maintenance reviews by APCs. Single purchase limits are also reviewed quarterly by the NOAA AGO Program Manager. 

APCs should review the CH expenditures for the previous twelve months and select the highest single transaction dollar amount as the limit. For new accounts for which no spending patterns exist, the APC should conduct an anticipated spending pattern projection.

	4.8.2 Method of Payment   


In accordance with FAR 13.301, the purchase card is authorized for use as a method of payment. Cardholders are encouraged to utilize the purchase card to place orders and to pay for orders against Required Sources of Supply in FAR Part 8 and to place orders and/or make payment under other contractual instruments, when agreed to by the contractor. When orders or payments will be made on a purchase card, contracts must include the clause at FAR 52.232-36, Payment by Third Party, as prescribed by FAR 32.1108 and 32.1110(d). However, payment by a purchase card may also be made under a contract that does not contain the clause to the extent the contractor agrees to accept that method of payment. Cardholders may utilize the purchase card as a method of payment up to their single purchase limit.

Orders over the micro-purchase threshold placed on the purchase card are subject to the requirements of FAR Part 13, Simplified Acquisition Procedures and other internal departmental policies and procedures. 

	4.8.3 Billing Cycle (30 days)   


Each CH and AO account delegation of authority shall include their billing cycle limit. The billing cycle limit may be assigned in increments of $100. CH and AO billing cycle limits shall be reviewed by the APC, at a minimum, quarterly. For existing accounts, the APC should review the CH’s expenditures for the previous twelve months, select the month with the highest expenditures, and use that amount to establish the billing cycle limit. For the AO, the APC should add the billing cycle limits for all CHs and use 2 times that amount for the AO billing cycle limit. For new accounts for which there is no spending history, the APC should conduct an anticipated spending pattern projection, and apply the guidelines above to the projection. In the absence of any other information, a billing cycle limit of $5,000 is recommended for the CH.

	4.8.4 Merchant Category Codes   


Transactions may also be limited by merchant type. Merchant Category Codes (MCCs) may be assigned or blocked in CH bank account profiles. NOAA has blocked GCPC transactions for certain categories of merchants. Examples include casinos, jewelry stores, and drinking establishments. The NOAA purchase card policy contains a list of current blocks.  These MCCs are automatically applied to CH account profiles at the time of account set-up. APCs should further limit CH transactions by blocking MCCs for which there is no need. 

	4.8.5 Purchase Limits   


	Micro-Purchase Requirements

	Supplies
	≤ $3,000

	Services
	≤ $2,500

	Construction 
	≤ $2,000

	Procurements Outside of the United States 
	≤ $3,000

	Contingency Operation or Defense against Nuclear, Biological, Chemical, or Radiological Attack
	≤ $15,000 inside the U.S.

≤ $25,000 outside the U.S.

	Method of Payment

(Warranted Contracting Officers/DPAs Obtaining Supplies/Services via a Contract Vehicle)

	Purchase Orders, Blanket Purchase Agreement (BPA) Orders
	≤ $100,000

≤ $5.5M for commercial items

	Delivery Order against Federal Supply Schedules 

or

Basic Ordering Agreements (BOAs) under Indefinite Delivery Contracts
	≤ $9,999,900

	Oral Orders for supplies against Letters of Agreement 
	$3,000 – $25,000

	Delivery and Task Orders against competed IDIQ Contracts
	≤ $100,000

	Training Requirements using SF 182
	≤ $25,000


	4.1.6   Unauthorized Commitments   


An unauthorized commitment is an agreement that is not binding solely because the Government representative who made it lacked the authority to enter into that agreement on behalf of the Government (FAR 1.602). The ordering and acceptance of supplies and services without benefit of a legal contract constitute an improper act and does not obligate the Government for the items ordered, but may incur a personal liability to the individual who made the commitment. Such agreements can be ratified, or approved, after they have been illegally authorized, but only by an official who has the authority to do so and only when certain conditions are met. The GCPC may not be used as a method of ratifying an unauthorized commitment. For more information on the ratification of unauthorized commitments see FAR 1.602 and APG, Post Award Chapter, 5.11. 

	4.9 Safeguarding the GCPC 


It is the CH’s responsibility to ensure that the GCPC is safeguarded and is not used by any other individual for any reason. The CH will not carry the GCPC on his or her person unless conducting official Government business.

	4.9.1 Reporting Lost or Stolen GCPCs   


If a GCPC is lost or stolen the CH must notify the bank immediately. The CH must then provide written notification to the AO and APC with the following information: 

· GCPC account number.

· CH complete name.

· Date and location loss became evident.

· Date and time the bank was notified. 

· If stolen, date and time theft was reported to police.

· Purchases made on the GCPC since it became lost or stolen.

	4.9.2 Account Closing and Check-Out    


The APC shall ensure, to the maximum extent practicable with the assistance of the AO, that CH accounts are suspended at least 30 days prior to the projected date of transfer, retirement, or termination. To avoid further charges, APCs will reduce single and monthly credit limits to $1 after all transactions have posted to the CH account. In addition, the purchase card shall be destroyed and closed out in Citidirect. Communication between CH and the AO is important to ensure that any CH transactions made prior to his/her departure are made known to the AO. The AO can then certify the CH statement in his/her absence. 

APCs should perform quarterly reviews of their CH and AO listings to close out any accounts not verified or active.  Exemption for inactive accounts exist for members with COOP authority.

Alternate AO accounts should be established when necessary to ensure that no payments become delinquent in the unforeseen absence of a primary AO. 

	5.0 Making Purchases


	5.10 Use of the GCPC


GCPC as the method of purchase and/or method of payment for purchases valued at or below the micro-purchase threshold is the preferred method. 

	5.11 Making a Micro-Purchase


The CH should use a standardized Purchase Request form prior to making any purchases. The Micro-Purchase Worksheet template should be used by CHs and customers to initiate new requirements. The CH must ensure funds are available and must obtain approval by an authorizing/funds certifying official prior to purchasing supplies or services using the GCPC. The CH should complete the Purchase Request form to include all supporting documentation in anticipation of future audits. The CH should take the following action when making a micro-purchase:

1. Complete Micro-Purchase Worksheet. 

2. Obtain written verification of Availability of Funds (see sub paragraph 11 below). 

3. Screen Mandatory Sources of Supply and document the results.

4. Ensure purchases of electronic and information technologies (EIT), except when part of a weapons system, are compliant with Section 508 of the Rehabilitation Act of 1973 which states that Federal agencies must accommodate the needs of people with disabilities. CHs must use the “Buy Accessible Wizard” available at www.buyaccessible.gov, to determine if the EIT being purchased complies with Section 508 requirements. The CH must print the website screening results and include in the transaction file. 

5. Conduct Market Research and document in the Micro-Purchase Worksheet (or equivalent). 

6. Obtain Approvals prior to making the purchase. 

a. Special Internal Approval, if required (e.g., for IT equipment, hazardous material)

b. AO

7. Review CAM 1313.301, Section 3.4, for a list of Restrictions and Special Approvals for use of the GCPC.)

8. Consider the Necessary Expense Rule

a. Is the purchase reasonably necessary to carry out an authorized agency function or will the purchase contribute materially to the effective accomplishment of that function?

b. Is the expenditure prohibited by law?

c. Is the expenditure otherwise provided for – within the scope of another appropriation or statutory funding scheme?

9. Place the Order (over-the-counter or via telephone/fax/Internet)

a. Ensure credit card fees paid by the vendor are not included in the price of the items purchased.

b. Ensure vendors do not charge sales tax.

c. Ensure vendors do not utilize a third-party Vendor that processes the purchase card transaction (e.g., PayPal).

d. Ensure vendors do not bill until after material has been shipped or service provided. 

10. Ensure rotation of commercial sources of supply. 

11. Record the purchase on the CH Purchase Card Log 

12. Inspection/Acceptance (minimum two-way separation of function)

a. Ensure receipt of a proper and valid invoice or sales receipt. A proper and valid invoice or sales receipt must show the unit price, the total amount, date of the transaction, shipping/handling and tax (if applicable).

b. At a minimum, a two-way separation of function must occur to protect the integrity of the procurement process. The individual responsible for the purchase of a supply or service (CH) shall not perform the receipt, inspection and acceptance function.

13. Ensure AO has verified the existence of sales receipt or invoice and receipt and acceptance documentation. 

14. Ensure proper documentation is included in the purchase file.

a.  GCPC Micro-Purchase Worksheet or equivalent (Purchase Request and Funding Document, if separate)

b.  Supporting documentation: e.g., screening/research documentation, approvals, documentation when purchasing “special attention” supplies or services i.e. test results of non-potable water when bottled water is purchased. 

c. Itemized invoice or sales receipt (specifying items/prices)

d. Evidence of receipt of goods, if separate from the Micro-Purchase Worksheet

Checklist of purchase card file Required Documentation may be used by CHs to ensure the required documentation is contained in each purchase file. 

	5.12 Supply Sources 


Prior to initiating any micro-purchase, the CH should check mandatory sources of supply as required by FAR Part 8 and document the results of the search on the Micro-Purchase Worksheet or equivalent. 

The following website contains reference lists of available items:

· The Committee for Purchase From People Who Are Blind or Severely Disabled (NIB/NISH) as required by the Javits-Wagner-O’Day Act (JWOD) is www.jwod.gov. Note: The NIB/NISH Committee has changed the name of the JWOD Program to the AbilityOne Program.

· Federal Prison Industries (FPI) www.unicor.gov (no longer mandatory for requirements less than $3,000).
FPI and NIB/NISH products may also be obtained from the GSA Advantage at http://www.gsaadvantage.gov/. 

Note: GCPC transactions do not require Vendors to be registered in the Central Contract Registration (CCR) database. For other exceptions, where potential Vendors are not required to register in CCR, see FAR 4.1102.

	5.12.1 Buying Green   


The CH will purchase “environmentally preferable” products and services. Many commercial sources have labeled their products with icons that identify items as “environmentally friendly” products. In addition, the Environmental Protection Agency (EPA) and General Services Administration (GSA) have issued the following guides to assist purchasing personnel who are responsible for procuring activity requirements:

· EPA. The EPA guide, entitled “Guidance on the Acquisition of Environmentally Preferable Products,” identifies EPA preferable items and is on the Internet at http://www.epa.gov/cpg.

· GSA. The GSA guide lists over 5,000 products and services qualifying as “green” (environmentally friendly) and is accessed from this location: http://www.gsa.gov/Portal/gsa/ep/contentView.do?P=FCOEE&contentId=9845&contentType=GSA_OVERVIEW
	5.13 Property Accountability Standards


Personnel shall ensure accountable items purchased with the GCPC are properly documented, inventoried, and accounted for as prescribed in NOAA property policies. 

The CH is required to notify the property custodian that an item should be accounted for on the property records. The CH will document the notification made to the property custodian within the purchase file for the item.

	5.13.1 Purchase Card Log   


The Purchase Card Log efficiently and effectively makes available information about products and services purchased with the GCPC. The Purchase Card Log should provide faster, easier, and more accurate tracking, resulting in fewer errors in locating information, reconciling transactions, and ensuring funds are properly obligated. 

The CH should complete the Purchase Card Log for each transaction immediately following a purchase but may begin entering information as soon as he/she receives a purchase request for supplies or services. The AO shall review the Purchase Card Log as part of their monthly reconciliation process. 

	5.13.2 Receipt of Purchased Items    


The cooperation of the CH, receiving office, and other GCPC participants is required to document vendor delivery, activity receipt, charges, and reconciliation effectively and efficiently as follows:

· If the Vendor delivers purchased items by common carrier and the delivered items are correct and in working order, the person receiving the items signs the invoice, receipt, or shipping documentation and provides it to the CH. 

· “Acceptance,” which is required for payment, must be performed by a Government official (acceptance is an inherently Governmental function). FAR 32.905(c) requires that documentation authorizing payment include the date the “designated Government official” accepted the supplies or services. Further, CFR 1315.2 defines “acceptance” as “acknowledgement by an authorized Government official that goods received and services rendered conform with the contract requirements.”   

CH verifies accuracy/completeness of information and enters it in the purchase log. 

· CH reconciles transactions and resolves or prepares to dispute questionable transactions, if required. 

· CH puts the purchase request, receipt, and invoice/shipping document in one file to create a complete purchase file for the order. The CH must be able to produce signed documentation to attest that someone, besides the CH, received the quantity of goods purchased and paid for.

· CH retains the file documentation for the required time.

· AO must physically validate each sales receipt/invoice and receipt acceptance documentation prior to the CH reconciling the monthly statement. This may be accomplished by signing and dating the AO signature block on the Micro-Purchase Worksheet (or equivalent).  

	5.13.3 Disputes   


CHs have the responsibility to dispute charges that include duplicate billing, non-receipt of merchandise, returned merchandise, canceled merchandise or services, invoice amount discrepancies, etc (Note: sales tax is not disputable). Before filing a dispute, the CH should attempt to resolve the dispute with the vendor first; if an agreement cannot be reached or a credit is not received on the next billing cycle, the CH must file a dispute.

The CH will have 60 days from the date of the billing statement to formally dispute a transaction. The disputes form can be downloaded from CitiDirect and must be faxed to the number indicated on the disputes form. APCs must track disputes on a weekly basis by downloading the disputes report from the CitiDirect Custom Reporting System (CCRS). All dispute documentation shall be retained by the AO for six years and three months.

	5.14 GCPC as Method of Payment


Method of Payment is when the GCPC is used to pay for supplies or services ordered and obtained via a contractual vehicle. 

	5.15 Procurement Reports


Procurements greater than $3,000 must be reported to the Federal Procurement Data System-Next Generation (FPDS-NG) in accordance with the instruction at FAR Subpart 4.6. 
	5.16 File Maintenance and Retention


	5.16.1 Administrative   


The APC must establish an administrative folder for each CH and AO under their cognizance to maintain documentation including but not limited to the following:

· Nomination letter

· All Training documentation

· All Letters of delegation 

· Account set-up form

· Record of any disciplinary action taken 

	5.16.2 Cardholder   


The CH’s statements and documents received or generated by the CH to support GCPC transactions may be disposed of as follows: 

Transaction dated on or after July 3, 1995 (the effective date of the Federal Acquisition Regulations (FAR) rule defining simplified acquisition threshold).

(a)
Transactions that exceed the simplified acquisition threshold and all construction contracts exceeding $2,000 - Destroy 6 years and 3 months after final payment.


(b)
Transactions at or below the simplified acquisition threshold and all construction contracts at or below $2,000 - Destroy 3 years after final payment.

This guidance is applicable to all transactions below the Simplified Acquisition Threshold (SAT) per NARA’s General Records Schedules and as restated in FAR 4.805, Storage, Handling and Disposal of Contract Files. Annotate disposal dates on the exterior of the files. 

APCs should ensure that all CHs, AOs, and Alternate APCs under their cognizance are properly retaining GCPC records and files.

	6.0 Exceptional and Special Attention Contracting Areas


	6.17 Use of the GCPC Outside the United States 


The GCPC may be used as a purchase instrument in lieu of a written purchase or delivery order outside the United States up to $25,000. This use does not constitute an increase of the micro-purchase threshold; Simplified Acquisition Procedures (SAP) in accordance with FAR Part 13 apply when using the GCPC overseas for purchases between the micro-purchase threshold and $25,000. The following conditions are required:  

a. The purchase is made outside the United States for use outside the United States.

b. The purchase is for a commercial item.

c. The purchase is not for work to be performed by employees recruited within the United States.

d. The purchase is not for supplies or services originating from or transported from or through sources identified in FAR Subpart 25.7
e. The purchase is not for a ball bearing or roller bearing as end items.

f. The purchase does not require access to Classified or Privacy Act information.

g. CHs exercising this authority must receive training in accordance with this instruction (which includes CON 237) and be warranted.

h. CHs using the GCPC above the micro-purchase threshold shall ensure that requirements are: 

· Competed among at least three Vendors or a sole source justification is completed.

· Written requirements above $10,000 are posted in a public place (NOAA uses FEDBIZOPPS.gov to satisfy this requirement)

· Purchase prices are determined fair and reasonable and written documentation is provided in the GCPC holder’s purchase file establishing the basis for determining the prices fair and reasonable.

Actions in excess of the micro-purchase threshold must also have the required procurement reports completed and submitted as discussed in Section 5.7. 

	6.18 Emergency Acquisition and the Government Commercial Purchase Card


Warranted Contingency Contracting Officers, who have appropriate delegations of authority and who have been properly appointed, may be authorized to use the GCPC in support of Emergency Acquisitions, such as responses to natural disasters or Continuity of Operations (COOP). When the GCPC is used for these types of operations, the purchase card may used in conjunction with Emergency Acquisition flexibilities (SEE APG Emergency Acquisition Module). 

	6.19 Special Emergency Acquisition Authority for Contingency Operations or To Facilitate the National Defense


The FAR has increased various thresholds when, as determined by the head of the agency, procurement of supplies or services may be made to support a contingency operation or to facilitate defense against recovery from nuclear, biological, chemical, or radiological attack by the following: 

1. A warranted CO at the respective Regional Acquisition Division  

2. NOAA Emergency Acquisition Contracting Officers (EA KO). 

The GCPC may be used, if the appropriate delegation of authority has been granted, to make purchases that meet the above circumstances after the required determination has been made. Each determination shall include the following:

· A brief synopsis of the requirement.

· Dollar amount of the requirement.

· An explanation of how the purchase has a clear and direct relationship to support a contingency operation, or to facilitate the defense against recovery from nuclear, biological, chemical or radiological attack. 

The determination using this delegated authority must be made in writing and retained for review at a central location in each contracting office with a copy placed in each purchase file. 

The following micro-purchase thresholds currently apply for Emergency Acquisition Authority:

· $15,000 for contracts awarded and performed, or purchases to be made, inside the United States.

· $25,000 for contracts awarded and performed, or purchases to be made, outside the United States.

The following SATs apply for Emergency Acquisition Authority:

· $250,000 for any contract to be awarded and performed, or purchase to be made, inside the United States.

· $1 million for any contract to be awarded and performed, or purchase to be made, outside the United States.

Whenever the GCPC is used outside the U.S. as a purchase method between the micro-purchase threshold and $25,000, or in support of contingency, humanitarian or peacekeeping operations up to the simplified acquisition threshold, all procurement actions greater than $3,000 must be reported in accordance with the instruction in FAR 4.6. 

	7.0 Reconciliation and Payment


CHs and AOs reconcile the monthly GCPC Citibank statements by validating each transaction charge against available receipts and the purchase log. After completing reconciliation, the AO certifies the monthly billing statement and authorizes payment of proper charges. The CH and the AO shall both sign and date the CH’s bank statement or CitiDirect statement printout to verify its accuracy. A copy of the statement with both signatures shall be retained in the CH and AO GCPC files.

	7.20 Electronic Certification 


Electronic certification via CitiDirect reduces processing charges, error rates, delinquencies with interest charges, and resulted in larger rebates. 

For accounts that are still being certified manually (some of which are due to firewall and connectivity issues) the APC may resolve these issues and coordinate to convert the manual accounts to electronic certification and bill payment. 
Citibank online statements detail all posted transactions for the designated billing cycle and include all transaction data necessary to reconcile the amounts billed. Citibank closes out the billing cycle on the 19th of the month, generates an electronic statement, creates the invoice online in CitiDirect, and opens the statement for the new billing cycle. 

CHs should use the CitiDirect system as a tool throughout the month to review transactions and pre-screen them before the monthly billing cycle ends. Daily and weekly reviews greatly reduce the CH’s month-end workload and permit an earlier reconciliation by the AO. In addition, frequent monitoring of the CH account activity by the APC using CitiDirect can uncover improper or fraudulent use of a GCPC before it becomes a major problem. When an AO determines account adjustments are necessary on the CitiDirect statement, he/she should maintain a tracking log, and together with the CH should ensure that future statements reflect credits or other applicable adjustments. 


The following documents must be retained in the file prior to certification:

· A computer-generated requisition, purchase request or CD 435, including a complete line of accounting and appropriate authorizing signatures.

· The AO Account Summary Statement (Citibank Invoice) downloaded from the Citimanager web site, or the Citibank standard CD 400 (Invoice) report. Note: The Account Summary Report or CD 400 must be date stamped with the date the invoice was received.

· A Certification Statement Template or some form of a receipt/proof that services or goods were received satisfactory.

The APC, as the liaison and intermediary for addressing and resolving payment issues among activities, Citibank, and finance must track in CitiDirect the progress of CH reconciliation and AO certification in order to pay promptly. The AO will complete a 100% reconciliation of all CH transactions and all supporting documentation prior to certification, and monitor the actions for completion of payment or problems and potential delays. The AO should also verify via that sufficient obligations exist prior to certifying the invoice. 

	7.21 GCPC Delinquencies and Standards


Using the CitiDirect Custom Reporting System, APCs should monitor accounts to ensure activities under their cognizance are making prompt payments and resolving any delayed payments. Making prompt payments and controlling delinquencies results in NOAA generating revenue and eliminating or reducing interest expenses.

The APCs work with AOs and BEAs to actively research and resolve all payment problems. APCs should also implement a local policy for suspension and/or termination of corporate accounts that continuously fail to certify within the required timeframe of five days, or repeatedly fall into a delinquent status. It is the APC’s responsibility to hold the AOs and CHs accountable for paying the GCPC statements in a timely manner.

	7.22 GCPC Account Suspension Policy


CHs and AOs must reconcile their monthly statements within 5 business days after receipt and the AOs must certify the invoice within 5 business days after receipt. If accounts are not properly reconciled and certified, interest penalties may result and the AO account may go into a delinquent status and AO accounts may be suspended.

	8.0 Program Oversight


Each NOAA GCPC Program participant is responsible for the integrity of the GCPC Program and must perform designated or assigned oversight tasks and responsibilities within the framework of GCPC policies and procedures in order to protect program integrity.

	8.23 Program Reviews


Oversight and management of GCPC Programs is the joint responsibility of the Director, AGO, the respective HCO or equivalent, and APC. Internal reviews of the local GCPC Program shall be conducted by the APC to prevent, identify, and correct non-compliance, misuse, abuse, and fraud. Internal reviews shall be conducted IAW the NOAA Purchase Card Policy.

	8.23.1 Questionable Vendor Activity   


APCs should always be conscious of and regularly check for questionable vendor activity. Questionable vendor activity indicators to look for include, but are not limited to:

· Multiple bills or invoices for same item(s) purchased.

· Similar invoices from different vendors (company has two different names with the same address and owner).

· Failure to deliver goods, though payment made.

· Inappropriate significant increases or decreases in price on particular items from one purchase period to the next.

· Failure by the CH to use required sources of supply.

· CH preference of particular vendor(s) (minimal rotation/inequitable distribution of business).

· Home-owned business (not illegal, but AOs should be cautious).

In instances where fraudulent vendor activity has been found, the activity should initiate suspension or debarment of vendors. It is incumbent upon APCs to conduct routine checks of debarred vendors and reconcile those vendors against transactions containing vendor-identifying information. Personnel may check for company status using the Excluded Parties Listing at http://epls.arnet.gov. This site lists all parties excluded from Federal Procurement and Non-Procurement Federal Programs.

	8.23.2 Split Purchases   


FAR policy strictly prohibit the splitting of purchases into more than one segment to avoid the requirements for buys over the $3,000 micro-purchase limit ($2,500 for services and $2000 for construction) or otherwise to circumvent this limit or any other purchase limit established for use of the GCPC. Once items exceed the micro-purchase limit, CHs should use Simplified Acquisition Procedures (SAP) to purchase these items. Personnel should watch for the following indicators of a split purchase:

· Identical amounts and descriptions.

· Receipt shows “total” purchases exceeding $3,000 for supplies, $2,500 for services, or $2000 for construction.

· Sequential purchase orders and all items purchased on the same day.

· Sequential invoice numbers.

· No receipt provided or receipts timed minutes apart.

· Transactions for same vendor invoice and job order numbers. 

	8.23.3 Purchases Exceeding Minimal Mission Need   


Purchases from upscale or high profile retail outlets and purchases of expensive “gold plated” items when a less costly generic product will fulfill the mission may be an indicator of misuse or abuse of the GCPC. An example would be the purchase of Franklin Covey day-planner inserts. Day-planner inserts are available from Ability One Program (formerly known as JWOD) distributors for a substantially lower price than if purchased directly from Franklin Covey. 

	8.23.4 Suspected Fraudulent Transactions    


Questionable (or fraudulent) transactions include those that may be improper because they were not required to fulfill immediate mission requirements or may have been for the personal use of the recipient. When conducting a review for suspected fraudulent transactions, the APCs should look for the following fraud indicators:

· Documentation

· Photocopies of original documents.

· Missing documentation (requisition for purchase, required approvals, signatures)

· White-out or changes.

· Timely submission (requisitions backdated or postdated).

· Repetitive purchases

· Favoritism toward a particular vendor.

· Recurring purchases of high-value items that could generate the possibility for kickbacks (e.g., toner cartridges).

· Purchases from relatively unknown vendors.

· Purchases not mission-related

· For example, casinos, hotels, jewelry stores, cruise lines.

· Services

· Performance outside the scope of work (actual performance does not match contractual Statement of Work).

· Overruns, variances and approvals not documented.

· Contractor estimates equal to Government estimate (personnel releasing advance information to contractor).

· Routinely billing within 90-95% of Not-to-Exceed amount.

· Apparent low-value items at a high price or high-value items at a low price

· Common items of a known price being purchased at inflated prices or greatly reduced prices.

· Private business dealing or close social relationships with vendors

· More business repeatedly going to one vendor.

· Close social relationships increasing the likelihood of improperly disclosing contracting information (also applies to family members).

· Shared history between the CH and the vendor (e.g., close friend, co-worker, relative, and retiree).

· Returns/credits

· Government should receive full credit (Must follow this through the billing cycle(s) until invoice is properly credited).

· Continuous errors in the process could indicate cash received, personal credits granted or material not received.

External Fraud

If a CH discovers fraudulent charges against their card, they should immediately contact Citibank Customer Service at 800-790-7206 (OCONUS 904-954-7850) to report the fraud. Do NOT use the disputes process to handle these transactions. CHs must also notify their AO, the AO must notify the APC, and the APC notifies the HCO. 

Complete the Affidavit of Unauthorized Use   to report unauthorized charges appearing on the CH statement. 

	8.23.5 Prohibited Items   


The following items must not be purchased with the purchase card:


1. Personal convenience items. This includes, but is not limited to commuting expenses, parking fees, parking tickets, personal fines, gifts, entertainment, personal membership fees, personal clothing and footwear, decorative items, personal qualification expenses. (These types of personal expenses are prohibited by legislation and/or GAO decisions, some of which are outlined in Principles of Federal Appropriations Law, Volume I, Chapter 4 (available at internet site U.S. GAO - Use Interactive Third Edition Volumes and Index/TOA). Exceptions

may be made by the HCO if there is a specific appropriation for the purchase or if, after review of Appropriations Law and/or consultation with the Office of General Counsel, HCO determines that the expense is allowable.


2. Copy paper for the entire department is acquired from the Government Printing Office (GPO) by the DoC Office of Administrative Operations (OAO). For operating units within the Washington D.C. metropolitan area, all copy paper must be obtained through OAO (for Hoover Building) or operating unit Printing Coordinators (at Census, NIST, NOAA, NTIS and PTO).


*Exception:

Cardholders in operating units outside the Washington, D.C. metropolitan area may utilize the purchase card to purchase paper from regional GPO offices, GSA or GSA Federal Supply Schedules. Cardholders may purchase copy paper from open-market sources if determined to be more cost-effective.


3. Any supplies or services which should be placed on a travel card or fleet card, including the purchase of gas or oil for Department-owned vehicles and repair of Department or leased vehicles.*


*Exceptions:

On the rare occasion that a vendor will not accept the Fleet Card for fleet-related supplies or services, the cardholder must, prior to making the purchase, contact the APC or HCO to explain the circumstances and request approval to place the purchase on the Purchase Card. The APC/HCO will use discretion in allowing these expenses to be placed on the purchase card. Written approval (e-mail) from the HCO/APC must be maintained in the Purchase Card file.

	8.23.6 Approvals Required Prior to Purchase


Prior to purchase, these supplies or services require a special approval or authorization, as detailed below. The cardholder must maintain approvals in the Purchase Card files. Operating unit guidance on use of the purchase card may contain additional restrictions or approvals. Cardholders and Approving Officials are responsible for ensuring that only authorized purchases are made with the Purchase Card.


	Requirement
	Approval Authority
	Reference

	Personnel Recruitment Advertisements in newspapers


	Personnel Manager


	DAO 208-2, Appendix E,

3/12/96



	Paid Advertisements in

newspapers (other than for

recruitment of personnel)


	Head of Contracting Activity

(HCA) or designee (refer to

Operating Unit guidance)


	DAO 208-2, Appendix D,

3/12/96

and

FAR 5.502(a)


	Leasing of Motor Vehicles

(not associated with official

travel)


	Head of Contracting Activity

(HCA) or designee (refer to

Operating Unit guidance)


	DAO 208-2, Appendix D,

3/12/96

and

FAR 8.1102


	Purchases for Food at Formal

Government-Sponsored

Conferences


	Operating Unit Chief Financial

Officer (CFO). For Operating

Units without CFOs, prior

written approval from the

equivalent level official is

needed.


	GAO Decision B-300826,

March 3, 2005. And DOC

Office of Financial Management

implementing policy

memorandum on March 6, 2006.



	Operating Unit Printing

Coordinator (for Census, NIST,

NOAA, PTO and NTIS)

All others, contact DoC Office

of Administrative Operations


	All Government printing must

be procured through established

Government channels. Refer to

Printing Coordinator for specific

information.

Printing and Duplicating

(exceeding the capacity of an

office printer or copy machine)

(includes printing, binding,

blankwork, composition,

platemaking, presswork, binding

and micrographics as well as

related supplies that are used

and equipment that is usable in

printing and binding operations)

Exception: Operating Units outside of the Washington, D.C.

metropolitan area may utilize their Regional GPO Printing Office

without consulting with their operating unit Printing Coordinator.

These OUs must utilize their Regional GPO Printing Office or

request a waiver from their regional GPO office, prior to utilizing an

open-market source.


	FAR 8.802(b)


	Publication of scientific/research

articles in professional journals


	Operating Unit Printing

Coordinator (for Census, NIST,

NOAA, PTO and NTIS)

All others, contact DoC Office

of Administrative Operations


	Per the Office of Administrative

Operations



	Kitchen Appliances (e.g. coffee

pot, refrigerator, microwaves…)
	Operating Unit building management official.


	GAO Decision B-302993, Use
of Appropriated Funds to
Purchase Kitchen Appliances,



	8.24 Monthly and Semi-Annual Reviews (Major Program Elements)


APCs should regularly track activity program performance to ensure appropriate personnel are monitoring and effectively managing all the following major program issues/pulse points: 

· Span of control.

· Delinquencies.

· Account inactivity.

· Training of program participants.

· Account spending limits.

· Equitable distribution of business.

· Delegation letter or warrant.

· Integrity of the purchase request (approval signatures, quantity matches, etc.).

· Receipt, inspection and acceptance procedures.

· Separation of function is performed.

· Screening for mandatory sources of supply.

· Invoice certification process and monitoring delinquencies.

· Internal procedures to resolve disputes.

· Use of the GCPC as a method of payment.

	8.24.1 APC/AO Span of Control   


The number of accounts assigned to an APC or AO should be based on the volume of transactions and limited to a number that allows for proper administration of the GCPC Program and execution of the internal review and control functions. NOAA policy requires that the AO to CH account ratio be no more than 1:7. 

	8.24.2 Delinquencies   


The APC must ensure that delinquent accounts are immediately researched to identify the cause of the delinquency. 

	8.24.3 Account Inactivity   


The APC must ensure that accounts with a period of inactivity greater than three – six months are evaluated for possible closure. Such an account may belong to a transferred, resigned, or retired CH and untimely closure could leave it open to fraud.

	8.24.4 Training of Program Participants   


The training record of all APCs, Alt-APCs, AOs, Alt-AOs and CHs must be reviewed to ensure that they are current and meet all program-training requirements. The APC must also ensure that the training certificates for all program members are filed and readily available. 

	8.24.5 Account Spending Limits   


The APC must ensure that AO and CH accounts are allotted realistic spending limits. The monthly spending limit of a CH account should be determined by reviewing the CH expenditures during the past 12 months, selecting the month with the highest expenditure and use that amount. For the AO, the APC should add the limit for all the CHs and use 2 times that amount for the AO billing cycle limit. Requests for increases shall be performed IAW the NOAA purchase card policy.  

	8.25 Monthly and Semi-Annual Reviews (Other Critical Elements)


In addition to a transactional and major program element review, a review of other critical elements must also be conducted, which at a minimum include the following: 

· Verify AO has reviewed CH purchases.

· AO validation of receipt/acceptance of supplies or services.

· CH purchase log.

· Contract reporting (FPDS-NG).

· Accountability of Minor property and Pilferable equipment.

· Compliance with $25,000 purchase authority for overseas activities.

· 100% review of Convenience Check accounts.

	8.26 On-Site GCPC Program Review/Audit


On-site GCPC Program Reviews/audits of subordinate activities shall be conducted by the APC (once every six months or more frequently as determined by the interim oversight activities.)  The on-site review/audit will normally consist of a review of 80% minimum of the preceding 12-month period purchase card transactions.  The purchase Card Annual Review Checklist located in the NOAA Purchase Card Policy (Exhibit 1) shall be used when conducting reviews/audits. 

	9.0 Disciplinary Guidelines


GCPC misuse, abuse, fraud, and payment delinquency will not be tolerated. The GCPC is for official government business and for no other purpose. The improper, fraudulent, abusive, or negligent use of a GCPC is prohibited.

Supervisors who receive information indicating that a employee has engaged in any fraud, misuse or abuse of a GCPC, shall take appropriate corrective disciplinary or adverse action, including further investigation if needed. Restitution should be made by the responsible individual or parties. Restitution should be made by a check payable to the U.S. Treasury via the activity’s CFO.

The intent of this guidance document is to ensure that management emphasizes the importance of personal accountability for GCPC fraud, misuse and abuse. There is no intent to deprive managers and supervisors of their discretion in handling GCPC misuse in a manner appropriate to each individual case. The circumstances of each individual case will determine the appropriate type of disciplinary or adverse action, if any, that may be imposed. A progression of increasingly more severe penalties is often appropriate in the case of minor instances of misuse, but more serious cases may warrant the most severe penalty for the first offense if abuse or fraudulent activity is prevalent. Clearly there is no single response appropriate for all cases. While the merits of each case may vary, timeliness, proportionality, and the exercise of good judgment and common sense are always important. 


	9.27 Guidance


An individual who makes an unauthorized purchase or who uses the card in an inappropriate manner may be liable to the Government for the total amount of the unauthorized purchase made in connection with the misuse, abuse or fraud. Use of the GCPC by any person other than the CH whose name appears on the GCPC may also constitute abuse or fraud. In addition, misuse, of the purchase card using the card in exceeds of the single purchase limit or monthly purchase limit, purchasing an item on the prohibited list, splitting purchases, failing to ensure sufficient funds are available, or any other disregard for the rules and regulations of the GCPC Program. 

CHs and AOs who make false statements on GCPC records may be removed from federal service or punished by fine, imprisonment, or both. Furthermore, the Government may consider intentional use of the GCPC for other than official Government business an attempt to commit fraud against the U.S. Government which should result in immediate cancellation of the individual's GCPC and possible further disciplinary action. 

	9.27.1 Civilian Personnel   


Civilian personnel penalty guidelines shall address offenses with respect to GCPC use and shall indicate that the penalty of removal from government service is an available maximum option for a first-time offender when the misuse, abuse or fraud is severe enough to warrant such disciplinary action as determined by the deciding official. The servicing human resources office should assist the supervisor in determining the charge and appropriate penalty based on NOAA’s past practice, regulatory guidance, applicable case law, and best judgment of the supervisor taking the disciplinary or adverse action. Coordination with the appropriate counsel office should occur early in the process, as required.

The following chart is one example of a GCPC offense and recommended remedies or penalties for such offenses:

	OFFENSE
	FIRST OFFENSE
	SECOND OFFENSE
	THIRD OFFENSE

	Unauthorized use of or failure to appropriately monitor use of GCPC
	Written Reprimand to

removal
	14-day

suspension to

removal
	30-day

suspension to

removal


The specific disciplinary action taken must be documented in writing. Verbal reprimands are not acceptable.

	9.27.2 Agency Program Coordinators (APC)   


APCs shall monitor the Citibank Reporting System to identify potential GCPC misuse, abuse, or potential fraud. Upon discovery of fraudulent, improper, and/or abusive card transactions, APCs should take appropriate administrative and disciplinary action. Immediate suspension or cancellation of accounts involved in this type of situation is an appropriate initial response until further investigation. The APCs should document results of internal reviews and require well-monitored corrective actions to ensure effective oversight. 

APCs must ensure that CHs know how to report questionable transactions or instances of suspected fraud to the appropriate AO or APC. 

	9.27.3 Approving Officials (AO)   


The AO is the GCPC Program’s first line of defense against misuse, abuse, and fraud. The AO is responsible for ensuring that all purchases made by CHs within their purview are appropriate and bona-fide, and that the charges are accurate. Upon discovery of any improprieties, the AO must notify the APC. 

	9.28 Relationship to Security Clearances


The review of the security clearance of the individual involved (or the modification or revocation of such security clearances in light of this review), in GCPC misuse, abuse, or fraud cases, is not a disciplinary action and should not be treated as such; however, this does not preclude a separate and independent review of such misuse, abuse or fraud by the appropriate security managers. Modification or revocation of a security clearance will result in appropriate action, which could include reassignment or removal. 

	10.0    Summary of References and Templates


Multiple references to statutory and regulatory material, such as the FAR, CAR, CAM, NOAA Acquisition Handbook, United States Code, and the Code of Federal Regulations, appear throughout this module; hyperlinks to those references are provided within the module. The following templates, additional information, samples, and/or hyperlinks are referenced in this section. They are listed in order of their appearance: 

	GCPC

1.0
	 International Trade Administration at http://www.ita.doc.gov/ooms/overseas.htm.

	
	 Commerce Acquisition Manual (CAM) 1313.301

	
	 NOAA Acquisition Handbook  (http://www.ago.noaa.gov/ad/policy/Acq-Handbook-1-   rev3.1.pdf)

	
	 NOAA AGO Purchase Card Policy

	
	 NOAA Finance Handbook at    http://www.corporateservices.noaa.gov/~finance/Finance%20Handbook.htm

	GCPC 2.0
	  Citibank (see Citimanager Website at   http://www.citigroup.com/transactionservices/homepage/cash/cc/)

	
	  GSA SmartPay

	
	  Electronic Reconciliation/Payment Flow Chart 

	
	  NOAA AGO Purchase Card Policy

	
	  Micro-Purchase Worksheet

	
	  Excluded Parties Listing: http://epls.arnet.gov/

	
	  Section 508 Training: http://www.section508.gov

	
	  Purchase Card Log

	
	 Electronic Reconciliation/Payment Flow Chart

	GCPC 3.0
	GSA SmartPay

	
	Section 508 Training

	
	  DAU Continuous Learning Center : https://learn.dau.mil/html/clc/Clc.jsp

	
	Automated Training Log 

	
	OGE 450

	
	Sample APC Appointment Letter

	
	Sample AO Letter of Delegation

	
	Sample CH Letter of Delegation

	GCPC

5.0


	Micro-Purchase Worksheet

	
	www.buyaccessible.gov

	
	Purchase Card Log

	
	Required Documentation

	
	JWOD (AbilityOne Program) website: www.jwod.gov

	
	Federal Prison Industries (FPI) www.unicor.gov

	
	GSA website: https://www.gsaadvantage.gov/advgsa/advantage/main/start_page.do

	
	 CCR website: http://www.ccr.gov/

	
	EPA: http://www.epa.gov/cpg/

	
	http://www.gsa.gov/Portal/gsa/ep/contentView.do?P=FCOEE&contentId=9845&contentType=GSA_OVERVIEW

	
	NOAA property policies

	
	NARA’s General Records Schedules: http://www.archives.gov/records-mgmt/index.html

	GCPC 7.0
	Certification Statement Template

	GCPC 8.0


	Excluded Parties Listing at http://epls.arnet.gov

	
	Affidavit of Unauthorized Use

	
	Prohibited Items - U.S. GAO - Use Interactive Third Edition Volumes and Index/TOA

	
	GAO Decision B-302993, Use of Appropriated Funds to Purchase Kitchen Appliances,

	
	NOAA Purchase Card Policy
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