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SUMMARY:  USPFO GPC SOP 2-1 provides instructions and guidance on the proper use of the Government credit card.  These instructions are IAW the Federal Acquisition Regulation (FAR), its supplements, and the General Services Administration (GSA) contract for the GPC credit card.  The January 2003 issue is effective immediately and supersedes all previous issues.

CHANGES:  Changes are marked with a vertical line on the left edge of the column.  

APPLICABILITY:  This SOP applies to individuals in the New Mexico National Guard (NMNG) who are involved in the use of the GPC credit card.

SUPPLEMENTATION:  Supplementation of this SOP is prohibited without prior written approval from the USPFO for New Mexico.

SUGGESTED IMPROVEMENTS:  Users of this SOP are invited to send comments and suggested improvements directly to the Chief of Contracting, USPFO for New Mexico, ATTN:  NMPF-AQ, 47 Bataan Blvd., Santa Fe, NM  87505-3258 or e-mail to  lou.zolofra@nm.ngb.army.mil
INTERIM CHANGES:  Changes to this SOP are not official unless issued by the Office of Primary Responsibility  (OPR).

OPR:  NMPF-AQ (MAJ Lou A. Zolofra, 474-1803)
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Chapter One -- General

1-1.  Purpose.  This SOP provides a consolidated source of information for implementing policies and procedures for the use and administration of the Government Purchase Card (GPC) Program within the New Mexico National Guard (NMNG).

1-2.  Explanation of Abbreviations, Terms, and Definitions.  Abbreviations, terms, and definitions used in this SOP are found in Annex A to this SOP.

1-3.  Responsibilities.

a.  United States Property and Fiscal Officer for New Mexico (USPFO-NM).

1.  Accountable and responsible for the proper obligation and expenditure of all federal funds used in the GPC credit card program.

2.  Serves as the Appointing Authority (AA) for Ordering Officers in the GPC credit card program.  The USPFO-NM, if he wishes, may delegate this appointment authority to the Chief of the Contracting Office.

b.  Chief of the Contracting Office (CCO).

1.  Serves as the Agency Program Coordinator (APC), overseeing the GPC credit card program and establishing guidelines for its use.  Is the liaison officer between the USPFO-NM, GSA, and US BANK.

2.  Serves as the focal point for coordination of applications, issuance, and destruction of the credit cards, establishment of reports, and administrative training.

3.  Serves as the Disputes Office Contact (DOC) for the GPC credit card program within the NMNG.

4.  Serves as the Appointing Authority, if designated as such by the USPFO-NM.

c.  Comptroller (Commercial Accounts, NMPF-CM-CA).

1.  Is the designated billing office (DBO), responsible for payments of official GPC credit card purchases.

2.  Informs the DOC of any billing errors found in the US BANK monthly billing statement or credit card invoices.

d.  Billing Officials.

1.  Responsible for approving purchases, reconciling monthly statements, and verifying that all purchases made were for necessary Government requirements, IAW the FAR and the cardholder's ordering officer authority.

2.  Enforces the provisions of this SOP.

e.  GPC Credit Cardholder.

1.  Makes purchases using the GPC credit card IAW the provisions in the ordering officer authority and the instructions in this SOP.

2.  Safeguards the issued GPC credit card from improper use and theft.  The cardholder is personally liable for any abuse or misuse of the issued GPC credit card.

1-4.  Administrative.

a. The General Services Administration (GSA), Federal Supply

 Service (FSS) awarded a single award schedule contract for Government wide commercial credit card service to US Bank. 

The contract is intended to provide Government wide commercial credit cards and associated services to civilian and military Government employees for the purpose of making and paying for purchases made for official Government requirements.

b.  Purpose of the Government Credit Card.

1.  The Government commercial credit card is one of four simplified acquisition procedure methods available for the purchase and payment of supplies or services.

2.  The credit card is intended to supplement established simplified acquisition procedures, and is designed to minimize cost/administrative burden and reduce procurement lead time.

3.  The credit card may be used with either large or small businesses as long as the purchase does not exceed $2,500.

c.  The policy of the USPFO-NM is to use the Government  

Purchase credit card for purchases under $2,500.  The Purchasing & Contracting office shall manage the GPC credit card program in all-operating units and activities to ensure that the program complies with these procedures and any other regulations.

d.  The GPC credit card is strictly for U.S. GOVERNMENT PURCHASES ONLY.  Use of the card for other than official Government business will result in immediate cancellation of the card.  The GPC credit card is specially designed, stating "FOR OFFICIAL USE ONLY", so that it will not be mistaken for a personal credit card.

e.  The GPC credit card may be used at any merchant who accepts VISA credit cards for payment of purchases.

1-5.  Issuance/Activation of GPC Credit Cards.

a.  To be considered for a GPC credit card the individual's supervisor must submit a letter (e-mail accepted) through the appropriate Billing Official, to NMPF-AQ, requesting the individual be authorized a GPC credit card.  The supervisor will include what the individual's spending ($) and purchasing authority (items/services) limits should be.  GPC Cardholder Set-Up forms can be obtained from the USPFO-NM Purchasing & Contracting office (NMPF-AQ).

b.  If approved, the APC will schedule the individual for training.  All cardholders are required to attend a mandatory six- (6) hour block of instruction on micro purchase procedures, ethics, and proper use of the GPC credit card. The USPFO-NM contracting office will conduct this training. All cardholders and Billing Officials must complete the 4-hour on-line DAU course http://clc.dau.mil, called the DoD Government Purchase Card Tutorial. Prospective cardholders and Billing Officials are required to complete the agency training requirements, the DAU on-line course, and provide completion certificate prior to activating of accounts.

c.  Further, cardholders are required to sign the following:

1.  Delegation of Authority Memo

2.  A Procurement Integrity Certificate and

3.  A statement saying the cardholder has read and 

understands DOD Regulation 5500.7-R, Joint Ethics Regulation

d.  Once this training is successfully completed the APC will submit the completed forms to US BANK for processing.  The credit card will be mailed directly to the cardholder within 5 days after the application is received by US BANK.  

e.  Upon receipt of the card, the cardholder must call

1-888-994-6722 at US BANK to activate the card.  The cardholder 

must know his "single purchase limit" and "monthly purchase limit" to activate the GPC credit card.  A Voice Response Unit (VRU) requiring the use of a touch tone telephone will move you through the account activation process.

f.  Credit cards may be directed by the APC to be sent to a mailing location other than the cardholder's mailing address.  The cardholder will verify where their card is to be sent so that they can properly activate the account once the card has been received.


g.  Re-training is required for all cardholders and BO every 2. The purpose of this training will be to provide updated information on current policy and procedures.  DoD has authorized the use of the on-line DAU course http://clc.dau.mil to meet this requirement, unless otherwise determined by the APC, cardholders and BO will have their choice in attending a scheduled training sessions or completing the online training to satisfy this requirement. Failure to complete this training or do the on-line course may cause suspension of GPC privileges. 

1-6.  Standards of Conduct.

a.  Employees of the NMNG hold a public trust; their conduct must meet the highest ethical standards.  Agency employees shall use their GPC credit card only to purchase items of supply or services within the guidance of this program.  Cardholders and BO acknowledge that making false statements on credit card records may result in removing the employee from federal service.

b.  The Government may punish wrongdoers by fine, imprisonment, or both, as stated in Section 1001; Title 18 United States Code.  Unauthorized use shall have the meaning as set forth in Footnote 22, Section 226.12, Title 12 Code of Federal Regulations, "Unauthorized use means the use of a credit card by (any) person, (including) the cardholder, who does not have actual, implied or apparent authority for such use and from which the (Government) received no benefit."

1-7.  Procurement Integrity.

a.  Individuals delegated procurement authority are procurement officials, as defined under Section 27, for the Office of Federal Procurement Policy Act. Procurement officials must receive procurement ethics training and execute the procurement integrity certification required by FAR 3.104-12.

b.  As Procurement Officials, cardholders and Billing Officials are subject to adverse administrative actions or remedies as well as civil and criminal penalties for violations of the Procurement Integrity Act.

c.  A "Procurement Integrity Summary for Procurement Officials" is provided at Annex D.

1-8.  Safeguarding GPC Credit Cards.

a.  The unique GPC credit card that the cardholder receives has his/her name embossed on it and may be used only by that cardholder.  No other person is authorized to use the card.  The card was specially designed, showing the great seal of the United States and the words "United States of America" imprinted on it to avoid being mistaken for a personal credit card.

b.  The GPC credit card should be treated in the same manner as cash.  Proper use of the credit card is the sole responsibility of the cardholder.  The cardholder is personally liable for any abuse or misuse of his/her credit card.

1-9. Lost, Stolen, or Compromised Credit Card.

a.  Immediately notify (within one day) your Billing Official, APC, and US BANK in the event your credit card is lost or stolen, or you believe your account number has been compromised in a fraudulent manner.  US BANK can be reached by calling toll free:

1-800-227-6736

b.  The cardholder will provide the following information to the Billing Official and APC:

1.  The credit card number.

2.  The cardholder's complete name.

3.  The date and location of the loss (if known).  If stolen, date reported to the police.

4.  Date and time US BANK was notified by the cardholder.

5.  Purchases made prior to the discovery of the loss.

6.  Other information that is pertinent to the loss (i.e. police report).

The cardholder will follow up any telephone notification with a written report, comprised of the information shown above.

d.  A new GPC credit card will be mailed to the cardholder within two (2) business days of the reported loss or theft of the credit card.  A card that is subsequently found after being reported lost or stolen will be cut in half and given to the Billing Official.  The Billing Official will complete a destruction notice and forward the notice to the administrative office for disposition.

1-10. Separation of Cardholder.  When a cardholder leaves the agency or unit, the cardholder shall destroy the card and submit a Cardholder Maintenance form for cancellation of the account thru his BO to the APC.

1-11.  Transfer of Cardholder to Another Billing Official.

a.  If a cardholder is transferred to another unit/office with a different Billing Official, the new Billing Official must determine if the employee will be a cardholder within his office.  If it is determined that the cardholder should have card, then a new card should be ordered under the new Billing Official and the old card should be canceled by submitting an GPC Cardholder Maintenance form to the APC.

b.  If the new Billing Official determines that the cardholder does not require the credit card, the procedures in paragraph 1-10 of this SOP will be implemented.

1-12.  Changes to Cardholder Information.  Changes to the cardholder's name address, organization, Single or Monthly Purchase Limit, Merchant Type Code, or default accounting code will be immediately reported through the Billing Official, to the APC using the Cardholder Maintenance form.

Chapter Two -- Conditions and Limitations for Use of the GPC Credit Card

2-1.  Purpose.  This chapter provides instructions and guidelines on the proper use of the GPC credit card.

2-2.  Administrative.

a.  The GPC credit card may be used for micro purchases made IAW Part 13 of the Federal Acquisition Regulation, its supplements, and this SOP.

b.  The GPC credit card can be used to pay for supplies and services acquired using oral solicitation procedures, purchase orders, written contracts, or over the counter purchases.  Without exception the GPC credit card shall only be used to pay for authorized Government purchases.

c.  As with other purchasing methods, the following conditions shall be met when using the GPC credit card:

1.  Each single purchase may be comprised of multiple items, but the total dollar amount cannot exceed the single purchase limitation on the cardholder's delegation of authority (see paragraph 2-3.1.)

2.  The least expensive item that meets the "minimum" needs of the Government should be sought.  However, prices being equal, different merchants should be used to make recurring purchases.

 

3.  Cardholders must follow organizational administrative control of funds procedures to ensure that sufficient funds are available prior to making any purchase.

d.  Credit cardholders can use the GPC credit card for over the counter purchases.  Over the counter purchases are made when the supplies or services are:

1.  Immediately available;

2.  A single delivery will occur;

3.  And one payment will be made.

Supplies or services cannot be backordered.

e.  Telephonic/Oral Orders:  "Oral Procedure,” as used in these instructions, means a procedure where an order is placed or a purchase is made through an oral agreement which is made in person or by telephone. The Government issues no written purchase orders or contracts.  The vendor provides the supplies or services, and then payment is made by GPC.

1.  Oral procedures may be used to acquire goods and services that can be described in sufficient detail so that parties to the agreement have a clear understanding of the requirement; PROVIDED the oral procedure is authorized in FAR 13 and agency regulations.

2.  When placing a GPC telephone order with a vendor, the cardholder will:

i.  Notify the vendor the purchase is tax exempt

ii.  Confirm that the vendor agrees to accept the GPC 


Visa card

iii.  Instruct vendor to include the following information on the shipping or packing slip

-Cardholder name and office symbol

-Building number, room number, complete address

-Cardholder telephone number

iv. instruct vendor to include delivery charges in price

(FOB Destination)

v.  Advise the vendor that you should receive the item before your account can be charged
f. Use of the credit card is not intended to replace effective procurement planning which enables the agency to receive volume discounts from bulk purchases.

2-3.  Spending/Dollar Limitations.

a.  The cardholder will be assigned a single purchase limit and a monthly purchase limit.  These limits will be published in the individual's credit card appointment letter.  The purpose of these limits is explained below.

1.  Single Purchase Limit.  The single purchase limit is a limitation on the procurement authority delegated to the cardholder by the Appointing Authority.  This dollar limit cannot be exceeded unless a revised delegation of authority is issued by the USPFO-NM, raising the limit.  When using the credit card, a "single purchase" may include multiple items; however, no single purchase may exceed the authorized single purchase limit established for each cardholder.  Single purchase limits may be assigned to cardholders in $50.00 increments, not to exceed a maximum amount of $2,500.

2.  Office Limit.  The office limit is a budgetary limitation assigned by the Billing Official.  The Billing Official shall obtain approval from the USPFO-NM when determining the monthly purchase limit for each credit cardholder.  The total value of purchases for any single month shall not exceed the monthly purchase limit set by the USPFO-NM.  The Billing Official may request that the USPFO-NM raise the cardholder's monthly purchase limit.  Monthly purchase limits are assigned to credit cardholders in $100.00 increments.

b. The cardholder shall maintain a Purchase Log showing obligations, expenditures and current balance.  

c.  If the credit cardholder feels his spending limits are insufficient, he should contact his Billing Official to request an increase or decrease to his limits.  The Billing Official will contact the APC to have the limits changed.  The cardholder must completely justify any increases in his limits prior to these limits being changed.

2-4.  Item/Service Purchase Limitations.

a.  Each credit cardholder is assigned the type of items or services he is authorized to purchase.  Each credit card has an assigned Merchant Type Code, which defines what types of merchants the cardholder is authorized to buy from.

For example, if the cardholder is only authorized to purchase office supplies, and he goes to an automotive repair shop to purchase office supplies, the card will reject, since the Merchant Type Code does not match the cardholder's code.

b.  When purchasing supplies and equipment, the cardholder shall inform the merchant that the purchase is for "Official Government Purposes" and is not subject to state or local taxes.  The GPC credit card is imprinted with "US Government Tax Exempt".  New Mexico Gross Receipts Tax (NMGRT) is charged on purchases for services.

c.  Items and Services Not Authorized For Purchase.  Cardholders are not authorized to use the GPC credit card to purchase (under any circumstances) the following items or services:

1.  Travel type items, such as; meals, lodging, drinks or other travel or subsistence costs;

2.  Purchase of airline, bus, train or other related tickets;

3.  Items that must be backordered (non A&Q personnel);

4.  Rental or lease of vehicles;

5.  Printing or copying services, unless otherwise approved;

6. Telephone calls or Telecommunication services (except DOIM)

7.  Cash advances from any source (i.e. ATM or bank teller machine);

8.  Rental or lease of land or buildings;

9.  Repair of Interagency Fleet Management vehicles;

10.  ADPE (Automatic Data Processing Equipment) such as 

computers, hardware, software, and services unless otherwise authorized in a Letter of Authority;

11.  Items not specifically included in the fund cite the cardholder's Billing Official has authority to commit;

12.  See the GPC Card Acceptance Statement for other restrictions.

Chapter Three -- Purchasing Procedures 

3-1. Purpose.  This chapter provides instructions and guidance for GPC credit card purchases made by cardholders.

3-2.
Administrative.

a.  Credit card holders may use the GPC credit card at merchants that accept VISA credit cards for payment of purchases.  

b.  Cardholders will comply with all acquisition regulations (FAR Part 13), simplified acquisition threshold procedures, and instructions outlined in this SOP.

c.  Cardholders are authorized to place orders over the telephone.  

d.  All GPC credit card purchases for SERVICES require New Mexico Gross Receipts Tax (NMGRT) be applied to labor charges.  NMGRT is NOT applied to purchases for supplies and equipment.

e.  All GPC credit card purchases are federal tax exempt.  The GPC credit card has the wording "US Government Tax Exempt".  The New Mexico State Tax and Revenue Rule GR-90 para GR 54:14 addresses Government Credit Card Purchases as tax-exempt.

f.  Each single purchase may be comprised of multiple items, but the total cannot exceed the single purchase dollar limitation on the cardholder's Ordering Officer Authority letter.

g.  Purchases cannot be split to avoid the single purchase dollar limitation.

h.  When making purchases, the cardholder will determine if the price is considered fair and reasonable for that type of product or service.  Comparing the price against other vendors or looking through sales catalogs can do this determination.

i.  The item or service purchased must be immediately available.  Cardholders are not authorized to purchase items or services that must be backordered or delivered at a later date.

j.  Purchases will be distributed equitably among qualified vendors (FAR 13.106(a)).

k.  Pricing is to be obtained on an "or equal basis".  The least expensive item that meets the "Government's minimum need" 

shall be purchased.

l.  Do not accept gratuities of any kind.  Acceptance of gifts and/or favors is not authorized.

m.  Avoid purchase from a government employee, such as a National Guard member.  (FAR 3.6)
3-3.  Purchasing Procedures.  The following procedures will be followed when the cardholder wishes to make a purchase using the GPC credit card.

a.  The cardholder will obtain authorization from the Approving Authority before making the required purchase(s).  This authorization can be in the form of an individual purchase authorization or based on bulk funding limits, per cardholder, per month.  The Billing Official will decide which type of authorization will be used.

b.  Ensure that the provisions in paragraph 3-2 (Administrative), to this SOP, are followed.

c.  Select your purchases present them and your GPC credit card to the merchant.  Advise the merchant that the purchase is TAX-EXEMPT (NMGRT exempt for supplies and equipment).  If the merchant questions the tax-exempt status, notify the USPFO A&Q office at (505) 474-1820, so the matter can be resolved.  If tax is inappropriately charged, the credit cardholder must return to the vendor to have the additional charge removed.  A credit voucher is used to remove the charge from the cardholder's account.

d.  Ensure that the fee paid to US BANK by merchants is not added to the price of items or services purchased by cardholders.

e.  The merchant will complete a charge slip, which includes the following information:

1.  Imprint of your credit card (card number, expiration date, your name, and the card's tax-exempt status).

2.  Date and amount of the purchase.

3.  Brief description of the item(s) purchased.

4.  Imprint of the merchant's name and identification.

f.  As the charge slip is being completed, the merchant will obtain authorization for the purchase transaction via either a telephone or direct telecommunication link to the VISA authorization network.  The merchant will obtain an authorization number (as long as the purchase is within the spending limits established for your card) which will also be written on the charge slip.

g. The merchant will request the cardholder sign the charge slip. 

 Before signing the charge slip, the cardholder must ensure the charge slip is properly completed (i.e. date of purchase, correct dollar amount, brief description (not a part number) of the item(s) purchased, no improper tax charges).  If the merchant does not write in the proper information on the charge slip, the cardholder will do so.  The purpose of this is to protect 

any purchase made from being questioned as to whether or not it was for official use within the cardholder's Ordering Officer Authority.

h.  The merchant will provide one copy of the charge slip and the cash register receipt to the cardholder.  The cardholder will retain these copies and attach them to his certified monthly Statement of Account.   If the charge slip or cash register receipt are lost, the cardholder will write a statement on the monthly Statement of Account explaining the loss and what items were purchased on the lost receipts.  If charge slips and cash register receipts are lost on a recurring basis, the credit card will be canceled.

i.  Items that are returned must be documented with a credit voucher from the merchant.

1.  This credit voucher will be reconciled against the monthly Statement of Account.  The credit memo will be attached to the monthly statement with the purchase charge slips.

2.  If an item purchased is found to be unacceptable, try to resolve the problem with the merchant first.  If the merchant refuses to issue a credit voucher for the item, the cardholder will complete a Cardholder Statement of Questioned Item form, and immediately send it to the Billing Official.

3.  The Billing Official will send the Cardholder Statement of Questioned Item form to US BANK for resolution.

3-4.  Procedures after the Purchase.

a.  At the close of each 30-day billing cycle, each cardholder will receive a monthly Cardholder Statement of Account, from US Bank you should receive this statement within 5 days after the end of the billing period.  The Statement of Account will itemize each transaction, which was charged or credited to the cardholder's GPC account.

b.  Review the Statement of Account for accuracy.  If the statement is accurate, the cardholder will complete (within 5 working days of receipt of the statement) the actions listed below:

1.  On the statement "Description" line, provide a completed description of each item purchased.

2.  Sign and date the back of the Statement of Account.

3.  Attach to the statement, copies of the charge slip, credit voucher and cash register receipts for all charges and credits.

4.  Submit the Original Statement of Account (with all supporting documents) to your Billing Official within five (5) working days after receiving the statement from US BANK.  The Billing Official must receive the cardholder's Statement of Account no later than the fifth day.  

(a)  Failure to submit the Statement of Account within the prescribed time period could lead to interest penalties being charged to the cardholder.

(b)  If the cardholder will not be available to sign the Statement of Account because of leave or travel, it is the Billing Officials responsibility to forward the original Statement of Account, without receipts or attachments, to the finance office for prompt payment.  When cardholder returns, he is to sign a copy of the Statement of Account and forward it to your Billing Official with receipts.

c.  Billing Errors, Disputes, and Defective Items.

1.  Statement of Account Errors/Disputes.

 (a)  If a cardholder receives a Statement of Account that lists a transaction for merchandise that has not been received, or a transaction, which includes an unauthorized charge, the cardholder will complete a Cardholder Statement of Questioned Item form.  Provide a complete explanation of the error.  Send the signed original of this form with supporting attachments to:

GPC (IMPAC) Customer Service

(See Annex B for full address)

A copy of this form (with all supporting documents) will be attached to the Statement of Account when it is sent to the Billing Official.  US BANK will credit the transaction until the error or dispute is resolved.  DO NOT ALTER THE STATEMENT OF ACCOUNT IN ANY WAY.

(b)  If an item was returned to a vendor and the credit voucher (invoice) was received, the cardholder will verify that the credit is reflected on the Statement of Account.  Credit vouchers not reflected on the Statement of Account would be held until the next Statement of Account is received.  If the credit does not appear on the next monthly statement, the cardholder will complete a Cardholder Statement of Questioned Item form and send the original signed form with supporting attachments to US BANK.  A copy of this form will be attached to the Statement of Account when it is sent to the Billing Official.

(c)  Authorized purchases not reflected on the Statement of Account would be held until the next monthly statement is received.  If the authorized transaction does not appear on the next monthly statement, the cardholder will complete a Cardholder Statement of Questioned Item form for submission with the monthly statement.  The Billing Official will submit the Cardholder Statement of Questioned Item form to US BANK for resolution.

2.  Receipt of Defective or Damaged Item Shipments.

(a)  If items are found to be defective or damaged, the cardholder will contact the vendor to resolve the problem.  If the vendor refuses to correct the faulty item or shipment, or refuses to issue a credit voucher, then the purchase is considered to be in "dispute".

(b)  The cardholder will immediately notify the Billing Official of the dispute.  The cardholder will also complete a Cardholder Statement of Questioned Item form and submit it with supporting attachments to US BANK for resolution.  A copy of this form will be sent to the Billing Official.  US BANK will credit the disputed transaction until the dispute is resolved.

3-5.  Reversal of Charges.

a.  VISA Operating Regulations have specific time frames established in which reversal of charges might be processed.  If conditions occur as noted in paragraphs 3-3.h.2. /3. and 3-4.b.1. (b), the Cardholder Statement of Questioned Item form must be forwarded to US BANK as soon as possible to ensure compliance with the suspense periods.

b.  VISA Operating Regulations often require certain written documentation from the cardholder before a reversal of charges can be processed.  Information on the Cardholder Statement of Questioned Item form will assist in identifying the specific documentation required.  For additional information regarding individual purchase transaction reversal requirements, refer to the Chargeback Manual provided by US BANK.

c.  If you have questions regarding the information on the Cardholder Statement of Questioned Item form, or if you have any problems regarding the reversal of a transaction, please contact the US Bank’s GPC Customer Service Staff at:

1-888-994-6722

Chapter Four – Required Sources of Supply

4-1.
Purpose.  This chapter provides the required sources of supply to be used by all cardholders.

4-2.
Administrative.  

a.  When making purchases using the GPC credit card, all acquisition regulations that pertain to the Micro Purchase threshold apply.

b.  The cardholder/purchaser shall ensure:

1.  Funds are available for the purchase prior to making a commitment to the vendor.

2.  That the procurement is being made from the required source of supply for the item.

4-3.
Required Sources of Supply.  The following sources are listed in order of priority as stated in FAR part 8.001.

a. Agency Inventories, Supply Channels (MilStrip)

b. GSA Supply Catalog

c. Federal Prison Industries, (UNICOR) for furniture

d. Committee for purchases from people who are blind or severely disabled

e. Wholesale supply sources, GSA Stock Programs

f. Mandatory GSA Schedules

g. Commercial sources

Chapter Five -- Billing Official Procedures

5-1.  Purpose.  This chapter provides Billing Officials with instructions and guidance on the review and approval of items purchased by their associated cardholders with the GPC credit card.

5-2.  Administrative.

a.  Billing Official responsibilities are described in Chapter 1, paragraph 1-4d.

b.  As a Billing Official, you are responsible for understanding the contents of this SOP.  Billing Officials should be thoroughly familiar with Chapters Two and Three.

c.  Billing Officials will normally be the Program Manager (PM) for those funds used by their associated cardholders.  The PM is to ensure Letters of Authority (LOA) are issued IAW established policy.  When an LOA is issued for a procurement of a property book item, the LOA shall state that the item is to be accounted for in the appropriate Property Book. The LOA must come from the Program Manager through the Billing Official to the cardholder with a copy furnished to the appropriate Property Book Officer. Once the item is received, the PBO will the item has been placed on the appropriate Property Book. No PM, other than DCSIM or DPI, should issue a LOA authorizing a purchase of a computer item without written authority from the DCSIM. 

d.  The Billing Official will determine what type of funding authorization their associated cardholders will use when making purchases using the GPC credit card.  This authorization can be in the form of an individual purchase authorization or based on bulk funding limits, per cardholder, per month.  It is the responsibility of the Billing Official to coordinate and manage the designated funding authorization with the USPFO-NM Comptroller's Fiscal Accounting Branch.

e.  Billing Official 30 Day Office $ Limit.

1.  The Billing Official's Office $ Limit is the total of 3 months spending limit of all cardholders assigned to the Billing Official.

2.  Each time a cardholder makes a purchase, the authorization for that purchase will be approved if the amount is within the Billing Official's Office $ Limit.

3.  Contact the APC if you need to increase or decrease your Office $ Limit.

f. Credit card purchase control logs/MOD (DA2406), or a self-developed spreadsheet, shall be used by cardholders.  

g.  REBATES: When rebates are given, the billing official must decide what account classification the rebate will be applied to. The amount of the rebate is subtracted from the amount owed on that specific account classification. Example: You get a rebate of $100 dollars and on the current billing cycle you purchased something for $300. Subtract the rebate from the purchase. When you do the 1034, in the account classification block, put to the account classification number you want to pay $200 not $300. The amount on the 1034 should equal the amount on the statement under current billing activity.

5-3.  Credit Card Issuance Approval.  

a.  All individual GPC credit card requests must be 

approved by the prospective individual's designated Billing 

Official.

b.  Billing Officials will forward the GPC credit card request to the USPFO-NM, requesting the individual is authorize a credit card (see Chapter One, paragraph 1-5).  Billing Officials will provide the following recommendations with each individual credit card request:

1.  "Single Purchase Limitation" (see Chapter Two, paragraph 2-3.a.1.)

2.  "Monthly Purchase Limitation" with each individual credit card request (Chapter 2, paragraph 2-4.a.).

3.  "Item/Service Purchase Limitation" (Chapter Two, paragraph 2-4)

5-4.  Lost, Stolen or Compromised Credit Cards.  

See Chapter One, paragraph 1-9.

5-5.  Separation of Associated Cardholders.  

See Chapter One, paragraph 1-10.

5-6.  Transfer of Associated Cardholder to Another Billing Official.  

See Chapter One, paragraph 1-11.

5-7.  Changes to Cardholder Information.  

See Chapter One, paragraph 1-12.

5-8.  Payment/Statement Procedures.

a.  US BANK provides two documents at the end of each billing cycle. The first is a Statement of Account, which is mailed to the individual cardholder. The second document is a Consolidated Billing Statement, mailed to you, the Billing Official, of all the individual cardholders you are responsible for who have used their credit cards in the last billing period.  

b.  Cardholder Statement of Account processing procedures is described in Chapter Three, paragraph 3-4.  The cardholder is required to send his/her signed Statement of Account to the Billing Official within 5 days after receipt.

c.  The Billing Official is responsible for receiving completed statements from all cardholders, reviewing them, resolving questions that he/she may have on purchases, signing the statements, and delivering the completed original cardholder statement to Commercial Accounts.

1.  All statements are due to Commercial Accounts within two days after receipt by the Billing Official.

2.  When the cardholder will be on leave or Travel (TDY), the Billing Official shall submit the Consolidated Statement of Account for payment to Commercial Accounts and reconcile with the cardholder upon his return to duty.  The original cardholder statement will be signed by the cardholder at the time he/she returns and will be sent to the Billing Official.

3.  Should the Billing Official not receive all of the cardholder statements, it is his/her responsibility to contact the cardholders and have the statements furnished at once.

d.  All Statement of Accounts will be furnished to Commercial Accounts at the same time attached to the Billing Official's consolidated statement.  If, however, one or more cardholder Statement of Accounts is not received for some reason, the remaining statements should not be held while the missing one(s) is being verified.

5-9.  Transaction Approvals.

a.  Approval procedures of the transactions your cardholders have made using the GPC credit card are the individual Billing Official's responsibility.  You are required to review each cardholder's purchases, the merchant who made the sale, and determine is these items were for "Official Use" and if the items were allowed to be purchased in accordance with Chapter Two, paragraph 2-4d.

b.  Improper transactions will require the cardholder to either provide you a vendor credit voucher proving the item was returned for credit, or a personal check payable to the organization.  Contact Commercial Accounts for details on check payments.

c.  Resolution and penalties for improper use of the credit card is the Billing Official's responsibility.

5-10.  Disputed Transactions.

a.  Disputed transactions are the responsibility of the cardholder to resolve.  Cardholder procedures to resolve disputed transactions are found in Chapter Three, paragraph 3-4c.

b.  The cardholder is instructed to return the original, signed Cardholder Statement of Questioned Item form and all supporting documentation to US BANK within 60 days of the date of the Statement of Account on which the transaction appeared.

1.  A photocopy of these documents should be attached to the cardholder's Statement of Account when it is sent to the Billing Official.

2.  The Billing Official will verify that the cardholder has submitted the documents to US BANK within the required 60 days and that all documents are in fact accurate and complete.

3.  It is essential that the time frames and documentation requirements established by VISA Operating Regulations and the contract is followed to protect the cardholder's rights in a dispute.

5-11. Records.

Billing Officials are required to maintain GPC files for three (3) years after final payment of the monthly Consolidated Billing Statement. Cardholder are required to maintain GPC files for one (1) years. Maintain files under MARKS at 715j.
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EXPLANATION OF ABBREVIATIONS, TERMS AND DEFINITIONS

AGENCY PROGRAM COORDINATOR (APC):  Serves as the focal point for coordination of applications, issuance and destruction of credit cards, establishment of reports, determines authorization activity codes, and oversees administrative training.  The APC also serves as the liaison between the NMARNG, US BANK, and the GSA contracting officer.  The APC is the Chief of the Contracting Office in the USPFO.

APPOINTING AUTHORITY (AA):  The Appointing Authority is the USPFO for New Mexico.  Appoints Ordering Officers and credit cardholders at the recommendation of the Agency Program Coordinator and Billing Officials.  This responsibility may be delegated to the Chief of Contracting by written authorization from the USPFO for New Mexico.

BILLING OFFICIAL (BO):  The cardholder's Billing Official is normally the cardholder's immediate supervisor, or is the resource manager who's funds are being obligated through use of the credit card.  A cardholder cannot be his or her Billing Official nor can the cardholder be a Billing Official for his/her immediate supervisor.  The Billing Official reviews and verifies with payroll signature each certified cardholder Statement of Account.

DESIGNATED BILLING OFFICE (DOB):  The Designated Billing Office receives the official invoice from US BANK and is responsible for payment of the official invoice.

CARDHOLDER:  Individual authorized through a letter of appointment from the USPFO for New Mexico, to buy supplies or services for the Government, using the GPC credit card issued by US BANK.

DELEGATION OF AUTHORITY:  A document issued by a designated individual that establishes the individual as an authorized cardholder.  The delegation of authority will specify spending and usage limitations unique to that cardholder.

DISPUTE:  A condition in which a cardholder disagrees with a charge or credit on the Statement of Account.  The charge or credit in disagreement could be a result of returned defective or damaged items, improper charges (e.g. taxes), unauthorized charges, or vendor refusal to issue a proper credit.

DISPUTES OFFICE CONTACT (DOC):  The individual responsible for coordinating, processing and monitoring all disputed purchases, 

credits or billing errors.  The DOC will be the Chief of the Contracting Office.

GPC: Government Purchase Card 

I.M.P.A.C.:  International Merchant Purchase Authorization Card is a Government credit card program provided by the contractor, US Bank, located in Denver, Colorado.

MONTHLY OFFICE LIMIT:  A monthly dollar limit placed on each Billing Official.  This dollar limit is the cumulative 30-day spending limit of all cardholders assigned to the Billing Official.

MONTHLY PURCHASE LIMIT:  The spending limit imposed on a cardholder's cumulative purchases in a given month.  The Billing Official establishes this limit for each cardholder.

PRICE REASONABLENESS DETERMINATION:  A determination that the price paid to a merchant is fair and reasonable, based on a comparison of the price with prices found reasonable on previous purchases, current commercial price lists and catalogs, or an Independent Government Estimate.

USBank:  The exclusive contractor that the Department of Commerce awarded the Government Credit Card Program to.

SINGLE PURCHASE LIMITATION:  The spending limit imposed on a cardholder's single purchase.  The Billing Official establishes this limitation for each cardholder.

STATEMENT OF ACCOUNT:  A monthly listing of all payments authorized for purchases and credits made by the cardholder and billed by the merchant.
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ADDRESSES AND PHONE NUMBERS

AGENCY PROGRAM COORDINATOR:  The Agency Program Coordinator is the Chief of the Contracting Office.

USPFO for New Mexico

ATTN:  NMPF-AQ (GPC)

47 Bataan Blvd.

Santa Fe, NM  87505-4695

(505) 474-1803

DSN 867-8803

APPOINTING AUTHORITY:  The Appointing Authority is the USPFO for New Mexico.

USPFO for New Mexico

ATTN:  GPC

47 Bataan Blvd.

Santa Fe, NM  87505-4695

(505) 474-1803

DSN 867-8803

DESIGNATED BILLING OFFICE:  The Designated Billing Office is the Commercial Accounts Branch, Comptroller Division, and USPFO for New Mexico.

USPFO for New Mexico

ATTN:  NMPF-CM-CA

47 Bataan Blvd.

Santa Fe, NM  87505-4695

(505) 474-1847

DSN 867-8847

DISPUTES OFFICE CONTACT:  The Disputes Office Contact is the Chief of the Contracting Office.

USPFO for New Mexico

ATTN:  NMPF-AQ (GPC)

47 Bataan Blvd.

Santa Fe, NM  87505-4695

(505) 474-1803

DSN 867-8803

US BANK BANKCARD SYSTEM:

US Bank BankCard System

ATTN:  IMPAC Customer Service

P.O. Box 6347

Fargo, ND  58125-6347

1-888-994-6722

Annex C

Automation Funded, expendable supplies
Deputy Chief of Staff, Information Management (DCSIM)

GPC Credit Card Policy for Automation Funded Items

26 September 2001

1.  The DSCIM is the only NMARNG activity authorized to purchase administrative use computers (ADP) and software for NMARNG activities.  Partners in Excellence guidance may vary and should be coordinated with DCSIM.  DCSIM manages and provides maintenance and repair on all administrative use computers for the agency.  The only exemptions are:  

a.  Mainframe computers network servers and CPU workstations installed within and operated by the USPFO Data Processing Installation.

b.  SPS computers, terminals, and printers used by USPFO Contracting.

c.  Logistical systems; i.e., ULLS, SPBSR, SARRS, etc., and computers and associated items installed with or utilized within tactical equipment.

2.  Funding for certain expendable supplies for use on administrative use computers is distributed to the various GPC Card holders by means of the Letters of Authority issued by the Assistant Chief of Staff, Logistics.

3.  No DCSIM automation funds provided for GPC card use can be used to support provide materials, or supplies for periods of Annual Training.  Nor can DCSIM automation funds be used to support any of the exemptions noted above.

4.  The following items may be purchased with the GPC card using DCSIM automation funding without DCSIM approval:

Diskettes

Mouse Pads

Anti-Glare Screens
Printer Cartridges

Printer Cleaners
Diskette Cleaners
Ink Cartridges

Backup Tapes

CD-ROM Cleaners
Diskette/Tape/CD-ROM Storage Containers

 

Toner Cartridges for laser printers (recharged only)
5.  The following items must have DCSIM approval prior to purchasing but may be purchased with DCSIM automation funding provided for the activity GPC card.  DCSIM must give approval to purchase with activity GPC card.  Prior to purchase DCSIM will ensure that the item is not in current inventory and that the item meets the requirement.

Mouse


Keyboards

Cables


Gender Changes

AB Switches

Surge Protectors

6.  The following items are specifically PROHIBITED from being purchased with DCSIM automation funding provided for the activity GPC card:

Paper (of any kind)
Labels


Business Cards

Envelopes

Wrist Rests

Repair parts or services
Typewriter Ribbons


Any other item not specifically named

7.  Questions regarding DCSIM automation funding should be directed to the DCSIM Points of Contact (POC) which are:

Program Manager:

MAJ Anthony J. Shumpert


474-1600

Automation:


BeaJae Bone’



             474-1865
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Procurement of Contract Meals

1. Select Vendor:

a. Maintain rotation list of all qualified vendors.


b. Cardholders may not disqualify vendors unless otherwise determined by State Department of Health or State Food Service Advisor.

2. Call in advance to make reservations based on assigned strength.

a. Notify vendor this number is an estimate.

b. Tell vendor what time you plan to arrive

c. Advise vendor we will only pay for meals consumed.

d. Follow-up w/vendor on headcount, morning of the meal.

3. Cardholder may negotiate meal prices.

a. Negotiate individual meals within the BDFA/JTFR.

b. Do not include tips.

4. Obtain individual guest checks with original grand total receipt stating number of meals paid.

a. Each person must stay within dollar allowance authorized per person.

b. Individuals wanting to spend more than authorized are to pay the difference at time of purchase.

5. Forward with original monthly statement DA Form 3032/3033 with original receipt, number of meals and total paid to Billing Official.

Keep copies of all records for your files.

6.
Refer to AR 30-22 and DA PAM 30-22 for additional actions required.
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ANNEX E

Procurement of Rations

1. Select Vendor:

a. Rotate list of all qualified vendors.

b. Call ahead to identify availability of perishable items.

2. Determine requirements based on assigned strength as per (DD 1379) AR 30-22 and DA PAM 30-22.

3. Go to the store and shop for best price and value.

a. Consider quantity discounts.

b. Government does not pay tax for supplies.

4. When finished shopping.

a. Obtain itemized receipt.

b. Obtain Visa customer copy.

5. Verify original monthly statement and forward to Billing Official with DA Form 5913 and original itemized receipt.

Keep copies of all records for your files.

6. Refer to AR 30-22 and DA PAM 30-22 for additional actions required.
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GPC

Payment Process

Training Outline

Purpose


The purpose of this training is to show how to submit your GPC billings to Commercial Accounts (CA) for payment while maintaining proper coordination with the Program Manager (PM).

Responsibilities


PM- Issue the funds via Letter of Authority (LOA)


Unit Command- Allocate each cardholders portion of funds in a subsequent LOA to each cardholder with instructions for use of the funds. Recommend that proper use of and conformance with GPC procedures be an item of performance evaluation on cardholders and billing officials NCOER/OER or Technician Performance Standards, whichever is applicable.


Billing Official (BO)- Verify and certify as to the validity purchases made by cardholders. Prepare SF 1034 and forward to CA for payment within time frame and IAW procedures stated in the GPC SOP.


Cardholder- Maintain a spreadsheet showing monthly LOA amount minus purchases made.

Letter of Authority (LOA)


Preparation- LOA’s are to be prepared IAW NGB PAM 37-1.

         Issuance- LOA’s issued by a PM to a unit is to be subsequently issued by the unit to individual cardholders, the individuals responsible for the expenditure of the funds.

SF 1034, Voucher for Payment


Preparation- SF 1034’s shall to be completed by the Billing Official. The form shall clearly show a breakdown of all Funds cites used and the total amount of dollars to pay on each fund cites. 

Consolidated Billing Statement


Only original Billing Statements shall be sent to the USPFO Commercial Accounts (CA) section for payment. Billing Official (BO) is required to print their name under their signature on the back of the form.


Routing- The original SF 1034 with the original Billing Statement shall be sent directly to the USPFO Commercial Accounts Section for payment within 2 days after receipt. A copy shall be sent simultaneously to each program manager whose funds are cited on the SF 1034.

Records


Cardholders and BO’s are required to maintain records of all purchases and transactions for 3 years (CH) and 6 years 3 months (BO) from date of final payment Ref. MARKS, 715 J.  Such records are subject to audit and as such must document and as necessary, justify the procurement.


At a minimum, Cardholders shall use a spreadsheet to show funds received per LOA, and all purchases made against that LOA to show an ending balance on a monthly basis. 

Penalties 


Cardholders and or Billing Officials who do not follow the instructions or procedures outlined in this training and the USPFO GPC SOP will have their GPC account suspended. Accounts suspended for non compliance with established procedures may be re-instated if requested in writing by the individuals chain of command (O3 or above) and upon the individual attending the next GPC training session and passing the written test given at the training session conducted by the contracting office. 

Attachments:

-Instructions for SF 1034


-Letter of Authority, Sample
Instruction for SF 1034 for GPC Billing

Requisition Number and Date: Tax ID number will be place in this block. (GPC TAX ID will always be 84-1010148)

Payee’s Name and Address: Vendor’s current name and address will be placed in this block. (GPC’s address will always be: IMPAC Card Services, P.O. Box 6313, Fargo, ND 58125-6313)

Discount Terms: Vendor’s bank routing number will be place in this block. (GPC’s routing number will always be 09100002)

Payee’s Account: Vendor’s bank account number will be place in this block. (GPC’s bank account number will always be 47163045555500010)

Government B/L Number: Checking or Savings depending on vendors account type will be placed in this block. (GPC’s bank account type will be always be checking)

Date of Delivery or Services: Billing account number from BO statement will be placed in this block. 

Amount: Total amount being paid will be placed in this block. 

Payment: Payment type will be marked in this block.

Title: Billing Officials name and rank will be printed or typed in this block.

Signature or Initials: Billing Officials signature will be placed in this block.

Authorized Certifying Officer: USPFO officer will be placed in this block.

Title: USPFO for New Mexico will be placed in this block.

Accounting Classification: Correct accounting classifications for LOA including document reference number will be placed in this block            (see attachment). Amounts should not exceed the amounts on the LOA, and should total the amount being paid. If amount exceeds LOA amount, program manager will be notified immediately and corrective action will be taken, to include suspension of card.

Original GPC invoices will be submitted with bill officials printed name and signature on back. All other blocks will remain blank. 

LETTER OF AUTHORITY

This LOA is to used in conjunction with cases where valid obligation documents such as orders, contracts, or other specific obligation documents are not available. This LOA will be forwarded to the issuing office within five (5) days after the GPC billing has been received and reconciled.

NMAG-ALO (715-13)                                                                     XX January 2003

MEMORANDUM FOR:  CW3 Ronald McDonald, Sub-Program Manager,                                                               112th ADA Bde, 600 Wyoming Blvd., Albuquerque, NM 87123 

SUBJECT:  112th ADA Bde Miscellaneous LOA – January 2003 (Total: $15,246.80)

1. Ref: USPFO GPC SOP.

2. This LOA provides the funding authority to obligate the federal government for miscellaneous purchases through the VISA GPC credit card. All purchases will be made in accordance with the established procurement policies and procedures as described in the references. Accounting Classification Code and Reference number will summarize any expenditure against this LOA on a SF 1034 after reconciliation of the GPC billing through the Billing Official (BO). The Billing Official is responsible for ensuring that the amount of funds obligated does not exceed the allocation. 

3. The accounting classification codes are as follows:

a. IDT Subsistence: 2112123 18-1567 1G123300 23TC S98563 WABCDE JFT - $12,246.80. Reference Number : SUBSISTENCEF01

b. AT Subsistence: 2112123 18-1567 1V123130 23TC S98563 WABCDE JFT - $ 1000.00.

Reference Number: ATSUBSISTENCEB

c. Supplies: 2112123 18-1567 166N4365 23TC S98563 WABCDE JFT  - $1000.00.

Reference Number: SUPPLIESATBRIG

d. Fuel: 2112123 18-1567 198G4564 23TC S98563 WABCDE JFT - $1000.00

Reference Number: FUELATOBRIGADE

4. POC for this matter is LTC Peter Tight or SPC Jessica Smith DSN: 867-8000/8000 or COMM: (505) 474-1000/1000 respectively. 

                                                            JOHN E. CASH

                                                            COL, GS

                                                            Assistant Chief of Staff, Logistics

SAMPLE

EXAMPLE

NMNG ARMY ACCOUNTING CLASSIFICATION CODE

2132065              18-1029          P114G43.00MTC         26EB       US     W90XUE22650101     G29597          W8BMAA    029032
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ANNEX G

                                        DEPARTMENT OF THE ARMY

OFFICE OF THE ASSISTANT SECRETARY OF THE ARMY

ACQUISITION LOGISTICS AND TECHNOLOGY

ARMY CONTRACTING AGENCY

5109 LEESBURG PIKE SUITE 302

FALLS CHURCH VA 22041‑3201

(PROVISIONAL)

SAAL‑PI
                              SEP 26 2002

MEMORANDUM FOR HEADS OF CONTRACTING ACTIVITIES

SUBJECT:  
Mandatory Use of Blanket Purchase Agreements (BPAs) for Office Products for the Army

     This memorandum mandates use of Department of the Army Blanket Purchase Agreements (BPAs) for the purchase of office products. The effective date of these BPAs is October 1, 2002. These BPAs will be hosted on the Department of Defense (DOD) Electronic Mall (EMALL) and can be accessed at: https:Hema11.prod.dodonline.net/scripts/EMStoresRelatedSites.asp.

     Historically, the Army has purchased approximately $100 million in office supplies annually. Many of these purchases are made at full retail price without consideration for the statutory preference to utilize General Service Administration (GSA) schedules. Additionally, many of the purchases ignored the statutory mandate to obtain comparable products available from blind and severely disabled vendors under the Javits‑Wagner‑O'Day (JWOD) Program. Mandatory use of the Army's BPAs for office products will remedy most of these shortfalls.

     Our goal is to standardize the Army's method of procuring office products while offering our requiring activities better prices (by maximizing quantity discounts), delivery of orders as quickly as within 24 hours, and enhancing the Army's commitment to support the JWOD Program. The 12 BPAs identified on the enclosed list were carefully culled from existing 'Vendors on the GSA Federal Supply Schedule so as to promote the use of small and/or disadvantaged businesses. Last, use of these BPAs will better ensure compliance with the JWOD program, as the suppliers will automatically substitute JWOD products for like commercial products.

     These BPAs are mandatory for the purchase of office products using the Government Purchase Card within the Army. Installations (CONUS) that have local (on‑site) Self Service Supply Centers ‑ many of which are operated by JWOD-participating nonprofit agencies ‑ will first attempt to fulfill their needs for office supplies there. If the product is not available, the BPAs shall be used. OCONUS locations are to use the BPAs whenever the suppliers can meet their delivery requirements. Government purchase cardholders from other agencies within DoD, i.e., Navy, Air Force, may use these BPAs if they desire.

Offerors may offer their entire commercial catalog but they shall not list commercial products that have been determined to be essentially the same as items available under the MOD Program, items that do not comply with the requirements set forth in Executive Order 13101, and items that are not in compliance with the Trade Agreements Act.

Consistent with the cardholder's purchase authority, Government purchase cards may be used for transactions under these BPAs. FAR 8.404 and DFARS Subpart 208.4 provides guidance for placing orders against these BPAs. Again, you are encouraged to give preference to small business suppliers on the BPA whenever placing orders.

Point of contact for questions/comments is Bruce E. Sullivan at (703) 681​7564 or e‑main bruce.sullivan@saalt.army.mil.


 Sandra 0. Sieber

   Acting Director of the Army Contracting Agency

Enclosure

CF: PARCs (w/encl)

Department of the Army (DA) Blanket Purchase Agreements (BPAs) for Office

Products


       GSA Contract/
BPA Number/

Contractor/POC/Phone
      Expiration Date
    Business Size

Adams Marketing Associates, Inc. GS‑14F‑9734C
       DAKF23‑02‑A‑0054

3995 Deep Rock Road
       28 February 2005   Small/Woman‑Owned

Richmond, VA 23294

Corinne Hoke, 800‑322‑6082

George W. Allen Company, Inc.    GS‑14F‑0177D
       DAKF23‑02‑A‑0051

5640‑J Sunnyside Avenue
       2 February 2005    Small

Beltsville, MD 20705‑2213

Mike Tucker, 800‑419‑3717

BENTCO Office Solutions, Inc.    GS‑1 4F‑0031 L     
DAKF23‑02‑A‑0057

P. 0. Box 5613
       March 2006
        8(a)/SDB/VSDB/Hub Zone

Chattanooga, TN 37406

Ed Bentley, 423‑756‑4437

Boise Cascade Office Products     GS‑14F‑0035K
      DAKF23‑02‑A‑0047

5568 General Washington Drive     23 August 2005    Large

Suite A‑200

Alexandria, VA 22312

Mark Heuer, 703‑333‑5498

CADDO Design and Office Products  GS‑14F‑00011‑     
DAKF23‑02‑A‑0053

2760 West Fifth Avenue
        13 October 2005
    8(a)/Native American

Denver, CO 80204

Clark Tallbull, 303‑534‑3252

Corporate Express
       GS‑1417‑00161‑
     DAKF23‑02‑A‑0048

45449 Severn Way #155
       23 August 2005     Large

Sterling, VA 20166

David Harris, 800‑881‑4318 X222

Creative Sales Solutions, Inc.  GS‑14F‑0027L
       DAKF23‑02‑A‑0056

507 5h Street
      1 March 2005       SD13

Macon, GA 31201

Eddie Slocum, 478‑738‑0296

Metro Office Products, Inc.     GS‑14F‑0032K
       DAKF23‑02‑A‑0055

4605 Compass Point Road, Suite B 22 August 2005    SDI3

Belcamp, MD 21017

Greg Sheridan, 410‑297‑6666

Miller's Office Products
   GS‑14F‑0015L
  DAKF23‑02‑A‑0050

8404 Alban Road
   2 January 2006
  Small/Woman‑Owned

Springfield, VA 22150

Wayne Stillwagon, 703‑644‑2522

Office Depot
  GS‑14F‑0040K
  DAKF23‑02‑A‑0049

8870 Greenwood Place
  20 September 2005 Large

Savage, MD 20763

Jeffrey Hawting, 800‑890‑4914 X7157

Staples National Advantage  GS‑14F‑0036K
  DAKF23‑02‑A‑0052

45 East Wesley Street
  23 August 2005
  Large

South Hackensack, NJ 07606‑1498

Don Hamilton, 513‑347‑9242

Stephens Office Supply
  GS‑14F‑0019L
  DAKF23‑02‑A‑0081

372‑C Wythe Creek Road
  24 August 2005
  Small

Poquoson, Virginia 23662

Gail WojcIechowski, 757‑868‑0914 X1 1
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Dept Code        21
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PM
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2060 – G29697


2065 – G29597


2020 – G29297
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