(OFFICE SYMBOL)                                                                                             (DATE)

____________________________________________

(UNIT/ACTIVITY)

STANDARD OPERATING PROCEDURE

GOVERNMENT PURCHASE CARD (GPC) PROGRAM

1.  REFERENCE.  Army SOP dated 31 Jul 02 and Ft Riley supplemental documents

2.  PURPOSE.  To outline responsibilities and internal controls related to the utilization of the GPC and the administration thereof.

3.  RESPONSIBILITIES.  Individuals requiring mandatory training have received such and are appointed in writing.  Their names are listed on the enclosure to this SOP.  The unit/activity SOP and enclosure will be updated, respectively, and submitted to DOC, Ft Riley as changes occur.

a.  The Billing Official will approve, in writing or by e-mail, ALL requests for purchases of supplies and services using the GPC.

b.  The Billing Official will ensure compliance, self and Cardholder(s), to DOC guidelines as outlined in the Army SOP, Fort Riley supplemental information, newsletters, MOIs, etc.  Additionally, the Billing Official will ensure each Cardholder and the APC/Alternate APC, DOC receives a copy of the unit/activity SOP for review and approval.

c.  Cardholders will only purchase AUTHORIZED mission related supplies and/or services that are not available through mandatory supply channels or on the installation. Cardholder(s) are ultimately responsible for purchases made with the GPC.

d.  Cardholders raters’ will ensure GPC duties are contained within Cardholders performance standards.

4.  INTERNAL PROCEDURES/CONTROLS.

a.  Requests for local purchase using the GPC will initiate (indicate how the requests will be handled), ensuring all information is accurate and complete on a written Purchase Request or e-mail.  Once signed by the Billing Official, the Cardholder will:

(1) Verify availability through mandatory supply channels and the installation.

(2) Obtain non-expendable/durable property IAW AR 735-5 and ICPBO published procedures (indicate the step-by-step process that will be followed).

(3) Ensure availability of funds (indicate how the Cardholder will do this).

(4) Contact the suggested source and place the order, giving the vendor the credit card number and explicit delivery/mailing instructions.

(5) Annotate phone number and any comments related to product quality, timeliness of delivery, etc.

(6) Receive item(s) and invoice/receipt

(7) Verify quantity, quality, billing, etc.

(8) Pass item(s) to requestor/receiver and obtain an acknowledgment (signature and date) on the GPC Purchase Request

(9) Complete and retain any additional documentation

(10) Reconcile monthly charges in CARE within 1 business day after cutoff on the 23rd of the month.  If the 23rd falls on a weekend the cutoff will be the Friday before the 23rd.

(11) Pass files to the BO for retention.  

b.  The Billing Official will:

(1) Comply with responsibilities outlined in the Army SOP dated 31 Jul 02.

(2) Coordinate changes in Cardholders, Billing Officials/Alternates and spending limits with (indicate budget office).

(3) Receive Cardholder SOA, any CSQIs and billing statement.

(4) Verify and validate purchases (indicate how this will be accomplished).

(5) Certify invoice in CARE within 5 business days after the 23rd cutoff.  If the 23rd falls on a weekend cutoff will be the Friday before the 23rd.

(6) Track and ensure resolution of disputed actions.

(7) Retain ALL billing statements and Cardholder files/records IAW MARKS (indicate how the retention of files will be accomplished e.g.- files will be maintained in Cardholder area with Billing Official access/monitoring at all times.). The APC must have access to all files at all times.
c.  Purchasing will be suspended when funds are no longer available.

d.  Purchases that are not approved will be paid for by the Cardholder or whoever is deemed responsible for the unapproved purchase(s).

e.  Use of the card by anyone other than the Cardholder will result in proper disciplinary action and termination of the card.

ENCL                        (BUDGET OFFICER’S                              (COMMANDER’S

                                   SIGNATURE BLOCK)                             SIGNATURE BLOCK)

          (OFFICE SYMBOL)                                                                                    (DATE)

_____________________________________

(UNIT/ACTIVITY)

GPC PROGRAM KEY PERSONNEL

The Approving Authority(ies) is (are):  (Grade/Rank, Name, Title)

The Billing Official is:  (Grade/Rank, Name, Title)

The Alternate Billing Official is (are):  (Grade/Rank, Name, Title)

Cardholder(s) is (are):  (Grade/Rank, Name, Title)

