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GOVERNMENT 
PURCHASE CARD 
TRAINING FOR PURCHASES EXCEEDING $3,000 
SPONSORED BY: 
REGIONAL CONTRACTING OFFICE (RCO) SECKENHEIM 
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        ADMINISTRATIVE 
ANNOUNCEMENTS 
* Class Duration 
* Breaks - every hour - 10 mins 
* Turn off sound/ringer on all cell phones and pagers 
* Location of smoking areas 
* Restrooms/Water Fountains 
* Phone 
* Vending Machines 
* Food in classroom 
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INTRODUCTION 
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        INTRODUCTION OF RCO PERSON 
Chief. Regional Contracting Office (RCO) Seckenheim 
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        Mr. Randy Hamilton 
Team leader. Government Purchase Card (GPC) Mr. Solomon Evans, A/OPC Level Four (Primary) 
DSN 375-3395 COMM 0621 487-3395 
Trainer for this Session 
GPC 
RCO 
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CONTACT INFORMATION 
Address: rco Seckenheim Office Hours: 
1600 Unit 29331, Box 744 
Monday - Friday 
APO AE 09096 
Phone DSN: 375?!xxx Fax DSN: 
8284 
Civilian: 0621487-xxxx Fax: 0621487
8284 
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        Homepage: http://www.usacce.army.mil/seckenheim/r| 
RCO 
ACCOUNT AUTHORIZATION 
* DFARS 213.301 permits use of the purchase card on a stand-alone basis for overseas purchases of commercial items valued at or below $25,000 for use/consumption outside the United States. 
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        8 
Law, Regulations, and Policies 
• 41 U.S.C. 421 AND 48 CFR Chapter 1 
• FAR 13.003©(2)(e) (Policy) 
• DFARS 201.603-3 (Appointment Authority) 
• DFARS 213.301 (Simplified Acquisition Procedures) 
• AR-715-XX, GPC PROGRAM (APRIL 2006) 
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HOW DOES THE PROGRAM WOR 

        
        [image: Picture #20]
        

        > The purchasing authority and the funding must be in place. 
> The cardholder receives a written request for supplies or services. 
> The cardholder obtains and documents competition 
> The cardholder documents the determination of price reasonableness. 
> The cardholder makes the purchase. 
GPC 
RCO 
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USE OF GOVERNMENT-WIDE COMMERCI PURCHASE CARD (GPC) 
>For purchase of supplies or services >Over the counter 
> Telephonic / faxed order 
> Internet 
>CONUS, local vendors, AAFES 
CARDHOLDER APPLICATION PROCESS 
Step One: Complete on-line DAU GPC tutorial and Ethics Training Step Two: Schedule and attend prescribed GPC on-site training (Orientation) http://www.usacce.armv.mil/seckenheim/ 
Step Three: Submit completed GPC Account Setup Form to the A/OPC. Complete Credit Card Application signed by BO and your Resource Management Office (CDR's signature needed for over $3,000 SPL) Step Four: Send back a signed copy of "Delegation of Authority" letter. 
Step Five: Wait for card - two week delivery Step Six: "Self register" in C.A.R.E for a user ID and password 
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        PURCHASE CARD FUNDING 
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        TYPES OF FUNDING 
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        Two different forms of funding: 
• DD3953 - Purchase and Commitment Form - one for each purchase 
OR 
• Bulk Funding 
ENSURE THAT FUNDS ARE AVAILABLE TO Pi 
BULK FUNDING 
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        FOR ITEMS BEING PURCHASED! 
• Funds must be reserved prior to purchase. 
• Funds may be reserved in advance in the form of bulk commitments. Bulk funds cover anticipated purchase card purchases for a specified period. 
• Local fund control procedures apply when bulk funding is used. Cardholders must comply with these procedures prior to making purchases. 
• The cardholder must record his/her purchases in the Purchase Log. Documentation must ensure accountability for both the purchases and the associated funding. 
GPC 
RCO 
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        MANUAL LOG SHEET 
You have to Log purchases... Mandatory requirement for bulk funding 
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        PURCHASE GUIDELINES 
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        HAT DO I HAVE TO D 
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        • Determine in writing the best value for the government. 
• Have detailed documentation to show competition. 
• Prepare modified contract form Germany. 
GPC 
RCO 
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MAXIMIZING 
COMPETITION 
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        * Before award, the cardholder shall determine and document that the proposed price is fair and reasonable: 
* Base price reasonableness on competitive quotes 
* If only one response is received, include a statement of price reasonableness in purchase file, the statement may be based on: 
- Market research 
- Comparison with historical data giving the Gov't the best price possible 
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        Conditions for Use 

        
        [image: Picture #47]
        

        > Purchases should be tax exempt use tax exempt form (ABWICKLUNGSSCHEIN) where required. 
>Order form for purchases > $3,000 >Backordering not permitted >No "splitting" of requirement 
>Research market to get the best value 
GPC 
RCO 
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        UNAUTHORIZED USE 
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        * For work to be performed by employees recruited within the United States. 
* Except as authorized by the Department of Treasury Office of Foreign Assets Control (OFAC), Agencies, their contractor and subcontractor may not acquire supplies or services if any proclamation, executive order or statue prohibited such transactions 
Specially designated nationals and blocked person. Check; 
http://www.epls.gov/TerListl.htmil and http://www.treas.aov/ofac 
GPC 
RCO 
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AUTHORIZED TRANSACTI 
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        * Most transactions involving Cuba, Iran, Libya, Sudan are prohibited as are most imports from North Korea into the U.S. or its outlying area. 
* Purchase of ball or roller bearings as end items 
* Purchase requiring access to classified or Privacy Act information 
* Purchase requiring Transportation of supplies by sea 
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        REQUIREMENTS OF FAR 
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        Requirements of the Federal Acquisition Regulation (FAR) Applicable to GPC purchases: 
Mandatory Training Prohibition - Splitting Requirement Source Rotation Price Reasonableness Determination Purchase Documentation fC.A.R.E. Loo) 
Government Sources & Priority of Use 
GPC 
RCO 
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        BEFORE YOU BUY 
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        ^ Obtain required pre-approvals or technical reviews -utilize purchase request form s Screen mandatory sources s Ensure adequate funding is available (or proper funding) 
s Make sure vendor takes the GPC s Document that the price is fair and reasonable 
s Ensure any shipping charges are included in the price and not to be billed as a separate item. s Distribute your purchases among vendors (share the wealth) 
s Advise vendor that purchase is tax exempt Take your tax relief (VAT) form with you. s Document purchases - bulk funding log, 
purchase file, C.A.R.E. Transaction Detail Log 
s Ensure additional credit card fees are notlffa! *^dd'CT RrtH^pdr'LTicfSB Pr'iCFT” 
RCO 
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	PHONE No.1-800-846-1212 
FAX: 1-800-846-1200 | 
	

	Requestor 
	E AND SIGNATURE OF REQUESTER 
	NAME AND 

	Approving OfFici 
	NAME AND SIGNATURE OF APPROV OFFICIAL IATURE OF ADP MANAGER 
al 
	NAME AND 

	IZ 
	Requestor/Receiver 
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        You may NOT split purchases in order to stay below the single purchase limit. THIS IS A VIOLATION OF FEDERAL LAW! 
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You may purchase multiple items as long as the aggregate is below your single 
,GPC 
RCO 
z6 
PUTTING PURCHASES 
Splitting occurs when a single requirement is "split" into multiple purchases in order to stay below the "micro-purchase threshold so that the purchase card can be used. 
Any purchase over the micro-purchase threshold ($3 k), as established by congress, must be competed and cannot be made using the GPC procedures for under $3 k alone. 
Splitting will result in suspension of GPC accounts for approving official jind 
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        SPLIT PURCHASE EXAMPLES 
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        A single cardholder making multiple purchases from the same merchant on the same day, the total of which exceeds the single purchase limit and the total requirement was known at the time of the first purchase. 
A single cardholder purchasing the same/similar item(s) from multiple merchants on the same day, the total of which exceeds the single purchase limit and the total was known at the time of the first purchase. 
A single cardholder making multiple purchases of similar items from the same or multiple merchants over a period of time when the total requirement was known at time of the first purchase and the value exceeds the single purchase limit. 
Multiple cardholders under the same supervisor/approving official purchasing the same/similar item(s) the same day or in a compressed timeframe when the total requirement is known at a given time and exceeds the single purchase limit. 
GPC 
RCO 
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        MANDATORY SOURCES 
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        EQUIRED SOURCES OF SUPPLI AND SERVICES - FAR PART 8 
Mandated by Congress and is LAW 
•Agency inventories 
•Excess from other agencies 
•National Industry for the Blind (NIB) 
•National Industry for the Severely Handicapped (NISH) 
•Wholesale Supply Sources 
•Federal Supply Schedules \ 
\ Part 
•Commercial Sources (open market) 
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        Cardholders are required to place office product orders against the mandatory BPAs through DoD EMALL 
Exceptions: 
- Purchase made through local Self-Service Stores 
- The mandatory BPA vendors cannot satisfy the ordering office's urgent delivery requirement 
- Purchase is made of a JWOD / ABILITY ONE product from sources other than BPA holders when mandatory JWOD / ABILITY ONE products from BPA holders are determined to be priced above fair market value of the product. 
“Ability One" will replace the acronjgp 
JWOD 
DoD EMALL 
Inability to meet delivery requirements shall be documented in writing 
Comparison with other JWOD sources is required 
when BPA products are priced above fair market value 
www.emall.dla.mil 
Toll free # 1-888-352-9333 
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PRE-APPROVALS PURCHASES 
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        PRE-APPROVAL 
REQUIREMENTS 
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        Prior approval required, in accordance 
	with local and Command Policies, fa 
fnl IniAii riM' 1 
	fcthe 

	lUlll/ Vv 1II ^ ■m 
/ - Chemicals/Hazardous materials 
^ - Duplicating Equipment 1 
/ - Audio/Visual Equipment 
	r 

	/ - ADP Equipment j r 
s - Construction up to $2,Of \ 
/ - Books/subscriptions AppPOVc 
	t\ 

	/ - Training 
^ - Cellular telephones 
^   Sustainment items, i.e. weapons, repair— 


parts, ammunition 
* Additional items may be identified 
Wrr 
PRE-APPROVAL REQUIREMENT^ 
* Installation Property - Property Book Officer 
* Chemicals /Paints/Hazardous Materials 
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        - HAZMAT Control Center 
Batteries 
- Units turn in all used batteri 
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        Bottled Water 
- Medical Officer- no potable Printing Services 
- daps mandatory source for all printing/ reproduction services. 
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RE-APPROVAL REQUIREMENTS 
* IT/Audio/Visual Equipment 
-G-6 
* Rental Vehicles 
-TMP 
* Construction up to $2,000 
- DPW 
* Training 
- Training Officer - appointed posi 
* I AW Agency Procedures 
- Approving Official 
GPC 
RCO 
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        TAX RELIEF FORM GERMANY 
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        ABWICKLUNGSSCHEIN TAX RELIEF (VAT) FORMS 
German Tax Relief (VAT) Form, "ABWICKLUNGSSCHEIN", is required to have the 19% value added taxed deducted at the time of purchase. 
To determine price without the value added tax: 
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        EURO PRICE minus 19% = TAX FREE EURO PRICE 
EURO PRICE minus TAX FREE EURO PRICE = TAX AMOUNT 
(BOTH AMOUNTS WILL BE NEEDED TO COMPLETE THE VAT FORM) 
GPC 
RCO 
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WHERE TO GET MORE ABWICKLUNGSSCHEIN'S 
Purschke + Hensel 
Kanalstrasse 7 
12357 Berlin 
Phone: 030-6609010 
Fax: 030-66931199 or 030-660901-11 
email: purschke-hensel@t-online.de 
VISA Card (GPC) will be accepted 
	FORMS 
	
	EURO 

	50 
	
	18.40 

	100 
	30.70 
	

	500 
	121.75 
	

	1000 
	230.00 
	


GPC 
Abwiddungssdiein 
. _. __Je ta LJ" 
□a S-?aESTmgg. 
““ 
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ABWICKLUNGSSCHEIN TAX RELIEF (VAT) FORMS 
5- LmpIangAestatigung und ZahlungsbesAdnigung Certificate of Receipt and Payment - Certified de riception ei de payment 
!SsSprlllS“ 
, , 
sss-. s~~=e~~s,r 
“navZ 0F vendor 
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        CARDHOLDER - ACTION AFTER PURCHASE IS MADE 
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        Create a monthly folder for documentation in supf of GPC transactions. File should include: quotes, ^ order forms, receipts, delivery tickets, invoices, receiving report, and other documentation. 
2. Label the folder with the date of the monthly 
statement that will include those transactions. For example: Transactions made between July 20 and Aug 19 will appear on the statement dated Aug 19. Therefore the label would read: "GPC Aug 20XX." 
3. Keep the folder in a secure location - do not compromise your GPC number. 
4. Enter transaction in the C.A.R.E. Transaction Log include all required information immediately after completing the purchase. 
5. Enter transaction in the Bulk Funding Log - keeping track of monies available. 
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        CARDHOLDER - AFTER ACTIO 
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        As items are received, mark the corresponding I entry (C.A.R.E.) as "received" and include the date. 
7. File all invoices and purchasing documentation in the cycle folder prepare in Step 1. 
8. If invoices and/or receipts are missing, copies must be obtained from the merchant. 
9. If you obtained competitive quotes, the quotes should be placed in the cycle folder with the invoice. 
10. If you choose other than the lowest quote, you must document your determination that the price was reasonable. 
GPC 
RCO 
CARDHOLDER - DOCUMENTAT 
Full, accurate, and complete documentation provides: 
• Complete support for each transaction. 
• An audit trail of what the taxpayer's and patron's dollars are paying for and why. 
• Protects the Cardholder and Approving/Certifying Officer from suspicion of wrongdoing. 
• Is required by regulation. 
• Is the responsibility of the Cardholder to create and maintain supporting documentation throughout the billing cycle. 
•The Approvina/Certifvina Officer is responsible for ensuring all required documentation is present and sufficient to support the transaction. 
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        FILE DOCUMENTATION 
> Competition 
> Current price lists, catalogs, or advertisements 
> Comparison with similar items in a related industry 
> Any other reasonable basis 
> Complete the " Cardholder's Determination of Price Reasonableness" form for each purchase made. 
> Modified contracting form - Germany 
> Tax exempt form (ABWICKLUNGSSCHEIN) 
> Receipt, invoice and receiving report 
> Final disposition of property 
QUIRED PURCHASE DOCUMEN 
sPurchase Requests w/ required approvals 
^Certified funding document; Bulk Funding Log 
^Sales Slips, Charge slips. Invoices ^Fair and Reasonable Determination ^Receiving Report ^Property Book accountability sMemo for Record 
FILE RETENTION 
REVIEW 
Who maintains the GPC files after monthly certification? 
> The Billing Official/Certifying Official 
How long do they maintain the files? 
> The GPC files are kept for six (6) years and three (3) 
months per the Federal Acquisition Regulation (FAR) Part 4.805, Financial Management Regulation and the AR-715-xx, File Retention. 
Where should the files be kept? 
> The files should be kept in a secure cabinet with limited access. 
What should be kept in the purchase files? 
> At a minimum: receipts, receiving reports, hand receipt, logs, invoices, delivery orders, and approvals, etc. 
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