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Date:__________

                                           _______________________________________




                                          (Organization)

                                                  STANDING OPERATING PROCEDURE

                                          U.S. GOVERNMENT PURCHASE CARD PROGRAM

1. REFERENCE.  HQ, I Corps & Fort Lewis,  SOP 715-2 Directorate of Contracting, U.S. Government Purchase Card Program (Government Visa Credit Card).

2. PURPOSE:  To establish procedures on the proper use of the Government Purchase Card (GPC) as a supplement to Simplified Acquisitions and control purchase of supplies and services by use of U.S. Government Credit Card by   ________________________________________(organization) personnel.

3.  Approving Official for ___________________________is __________________________.  The Approving Official will attend training in certification responsibilities, provide a request for appointment and two DD Form 577 Signature cards to DOC.  The Approving Official will ensure that a replacement  or alternate are trained and appointed to certify purchases or payment in the event of his/her absence.  The alternate AO is the only person authorized to certify for purchase or payment if the primary AO is absent.  The AO will establish funds availability with the Resource Management Branch of the organization and delegate funded amounts to cardholders.  (Note to Approving Officials:  SOP will specify how purchases will be approved.  The Approving Official prior to purchase will review all purchases.)  Purchasing will be suspended funds are not available or if a properly appointed Approving Officials or alternate is not available to authorize purchases.  Approving Official using Automation Operations system in CARE must implement Electronic Statement Review/Approval and Certify invoices and maintain accounts.  

4.     ____________________________(Organization) cardholders are listed below with their                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                               purchase limits and items to be purchased.

      Name & Grade          Single Purchase       Monthly Limit      Items to Purchase       Cardholder           

      Position/Section                Limit                                                                                    Initials 

     __________________   _______________  ________________   _____________  _________

     __________________   _______________  ________________   _____________ _________                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                               

     __________________   _______________ ________________   _____________ _________     

     __________________   ________________ _______________   _____________  _________
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5. All cardholders will attend training and maintain required documents to justify purchases.  All purchases will be initiated by a work request, bill of materials, service order, DA Form 2407 Maintenance Request, or memorandum for record.  It is mandatory for all Cardholders,  to implement CARE Electronic Automation system by document all purchases in transaction log entry by creating entries.  The entries can be reconciled once the transaction is posted into CARE.  Exhibit 6 of the Government Credit Card SOP or an equivalent form may also be used.  (NOTE:  Approving Official will specify in the SOP which form will be used by the unit’s cardholders). 

6. Cardholders will purchase supplies and/or services that fall within the mission responsibilities of their job descriptions.  Cardholders are authorized to use the Government Credit Card when the cardholder has determined that mission essential supplies and services are not available through mandatory sources of supply.  See Exhibit 17 for mandatory sources.  Historical data from previous purchases may also be used to determine availability.

7. Approving Official shall verify the organization’s authorization for all items purchased.  This                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                              will require review of authorization documents such as the CTA, MTOE, or TDA which are    

      pertinent to the unit.

8. The Approving Official will ensure that all accountable property is registered on the unit’s property book.             

9.    Cardholders will verify that funds are available by checking with the Approving Official or                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                      the budget section.  Cardholders will maintain a documentation file to justify all purchases.                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                   The fill will include a work request document, list of vendors called for price competition                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                     (Exhibit 9), if appropriate, name of individual at DOC or 20th MMC who concurred with the                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                       purchase (when applicable), sales slip or delivery ticket, and an acceptance signature of the                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                   person receiving the supply or service.  All requests will have an estimated cost when                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                          submitted to the cardholder for purchase.  

10. Cardholders will transfer cardholder statement and corresponding purchase documentation to  

Approving Official every month as purchases clear the account.  Approving Official will maintain all purchase files under MARKS File Number 715j for a period of 3 years.

11. Use of the credit card by anyone other than the cardholder shall result in termination of the card.

12. Departing credit cardholders must submit credit cards to the Approving Official for destruction.  A completed Destruct Notice (Exhibit 4) will be forwarded to DOC.
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13.  Credit cardholders will report lost or stolen card to US BANK immediately.  The Approving                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                         Official must submit a memorandum to DOC within 5 workdays which includes the                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                   circumstances of the loss; the card number; the cardholder’s complete name; the date and                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                        location of the loss; if stolen, the date reported to police; the date and time US BANK was                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                     notified; and purchases made on the day the card was lost/stolen; and all other pertinent                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                       information.

                                                                                                      ________________________       

                                                                                                         Approving Official Signature

                                                                                                      _ _________________________  

                                                                                                                          Title                         

                                                                                                       _________________________  

                                                                                                            Budget Officer Signature  
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