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1. Situation. Use of the Governmment-Wide Commercial Purchase Card (GCPC)

shall be used for open market purchases
threshold to satisfy appropriated funds

that are below the micro purchase
purchases. The micro-purchase

threshold is $3,000 for supplies, $2,500 for services, and $2,000 for
construction. The GCPC may also be used for up to $100,000 for Defense
Logistics Agency (DLA) document services, as a method of payment of up to
$25,000 for commercial off the shelf training in conjunction with an approved
SF 182, and 515,000 CONUS or $30,000 OCONUS in support of approved
contingency or humanitarian requirements,

2. Mission. To promulgate local GCPC Internal Operating Procedures (IOP)
located in enclosure {1), for the Marine Corps Installations East-Marine
Corps Base Camp Lejeune (MCIEAST-MCB CAMLEJ) program participants to
supplement guidance contained in references (a) through (d).

3. Execution

a. Commander’s Intent and Concept of Operations

(1) Commander’s Intent. To maintain the integrity of the local GCPC
by providing operation support and oversight by using internal management

controls.

(2) Concept of Operations

(a} The Regional Contracting Officer (RCO) has staff cognizance
over the GCPC program and is guided by references (a) and (b} in the

performance of his/her duties.

{b) Under the provisions of
reminded the purchase card shall not be
the Government’s minimum needs in terms
purchases shall adhere to the necessary
logical
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relationship tc the appropriation to be charged, not prohibited by law, and
the expenditure is not applicable or subject to other funding appropriation.

b. Subordinate Element Missions

{1) The RCO shall:

{a) Be responsible for the operation of the program, pursuant to
the contractual authority vested in the office.

(b} Appoint a Level IV Agency Program Coordinator, in an official
letter of delegation, to be responsible for day-to-day oversight and audit
management of the program.

(2) General and Special Staff Department Heads shall:

(a) Be responsible for performing oversight of their local
program following the guidance provided in thig Order and its associated
references.

{b) Upon receipt of information that a civilian employee or
military service membex has participated or engaged in fraud, misuse or abuse
of a purchase card, shall investigate and take appropriate corrective or
disciplinary action. The responsible party/parties should be afforded the
opportunity to make restitution by check or money order made payable to the
U.8. Treasury via the unit/agency comptroller.

(3) Installation Commanders/Subordinate Commanders shall:

(a) Be responsible for performing oversight of their local
program following the guidance provided in this Order and its associated
references.

{b) Upon receipt of information that a civilian employee or
military service member has participated or engaged in fraud, misuse or abuse
of a purchase card, shall investigate and take appropriate corrective or
disciplinary action. The responsible party/parties should be afforded the
opportunity to make restitution by check or money order made payable to the
U.8. Treasury via the unit/agency comptroller.

(4} Tenant Commanders shall:

(a) Be responsible for performing oversight of their local
program following the guidance provided in this Order and itg associated
references.

{b} Upon receipt of information that a civilian employee or
military service member has participated or engaged in fraud, misuse or abuse
of a purchase card, shall investigate and take appropriate corrective or
digciplinary action. The responsible party/parties should be afforded the
opportunity to make restitution by check or money order made payable to the
U.S. Treasury via the unit/agency comptroiler.
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4. Adwministration and Logistics. The Level IV Agency Program Coordinator
shall provide administrative and program management controls for Level V
Agency Program Coordinators who manage Level VI base or tenant command
Approving Official and Cardholder accounts.

5. Command and Signal

a. Command. This Order is applicable to MCIEAST-MCB CAMLEJ subordinate
commands and tenant commands supported by the GCPC.

b. Signal. This Order is effective the date signed,

A

D. L. THACKER, JR.
Deputy Commander

DISTRIBUTION: A/B/C
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Chapter 1

Introduction

1. Introduction. The Govermment-Wide Commercial Purchase Card Program
{GCPC) program is a mandated procurement method for authorized personnel to
purchase supplies and services below the micro-purchase threshold for
official Government use.

a. Micro-purchase threshold means $3,000 for supplies or:
(1) %2500 for a service(s);
(2) 52000 for construction; or

{3) $15,000 CONUS and $30,000 OCONUS for Contingency/Humanitarian
Operations.

b. The GCPC may also be used for the following:

(1) $25,000 as a method of payment for Commercial off the Shelf (COTS
training;

(2} $100,000 for Defense Logistics Agency, Document Service {DLADS);
and

{3} A method of payment for contracting methods above the micro-
purchase threshold.

2. Guidance. The Consolidated Card Program Management Division (CCPMD)
provides centralized operational control and management of Department of the
Navy (DON) Card programs.

a. Naval Supply Systems Command provides GCPC policy. Instruction
manuals and procedural guidance are available at the CCPMD web-site
(https://www.navsup.navy.mil/ccpmd) .

{1} NAVSUPINST 4200.99, DON Policy for Operation and Management of
the GCPC;

{2) Desk Guides for Agency Program Coordinators (APC), Approving
Officers (AQ) and Card Holders (CH) contain information on day-to-day
operations;

{3) Purchage Card Policy Notices (PCPN) provide new policy guidance;

{4) Purchase Card Adminisgstrative Notices (PCAN) are administrative
announcements;

(5) NAVSUPINST 4200.85. Simplified Acquisition Procedures Manual; and

(6) CCPMD notices and training updates.

.1

}

1i-1 Enclosure {1)
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b. USMC, GCPC Standing Operating Procedure {SOP). The SOP provides
specific GCPC policy and guidance for all USMC commands and activities using
appropriated funds. The SOP is part of the USMC Contract Management Process
Guide, designed by Headguarters Marine Corps (HQMC}, Assistant Deputy
Commandant, Installations and Logistics (ADC, I&L) for contracting personnel
and their customers. http://www.hgmc.usme.mil/cmpg/.

c. MCIEAST-MCB CAMLEJ GCPC Internal Operating Procedure {IOP) Guidance.
This IOP is published in accordance with references (a) and (b).
Instructions in this IOP provide policy for personnel participating in the
MCIEAST-MCB CAMLEJ GCPC program.

{1) Purchase Card Office Notices are supplements to the GCPC IQP that
provide new policy or procedural guidance.

(2} The APC may publish periodic news letters to provide reminders,
policy updates, or procedural guidance.

1-2 Enclosure (1)



MCIEAST-MCB CAMLEJO 4200.1

13 SEP 2012
Chapter 2

Program Management

1. Authority and Responsibility. The GCPC has seven-levels of authority and
hierarchy within Department of the Defense (DoD), DON, and the Marine Corps.

a. DoD. Level I Manager GCPC
b. pPON/CCPMD. Level II Manages Navy and Marine Corp GCPC

¢. HOMC APC Level ITII. Manages Marine Corps GCPC.

d. USMC APC Level IV. Manages Marine Corps Regional GCPC.

e. USMC APC Level V. Manages Marine Corps Local GCPC

f. USMC AQ. Manages Marine Corps Unit level
g. USMC CH. USMC Purchasing Agent limited to the GCPC

2. Key Program Personnel. Key personnel are the Head of the Activity (HA),
RCO Chief of the Contracting Office (CCO), APC, Commanding Officer/Department
Head (CO/DH), Comptrollers/Financial Managers (FM), AO, and CH. Their roles
and responsibilities are detailed in the USMC GCPC SOP with additional
direction in this IOP.

a. The HA is responsible for support and sponsorship of all participants
in the GCPC. The Commanding General is the HA for MCIEAST-MCB CAMLEJ.

k. The RCO CCO is responsible for the coordination and execution of the
GCPC. The RCO CCO has delegated the GCPC duties to the Level IV APC.

c. The unit level CO/DH must include the GCPC in their management
control checklists, and ensure sguspected GCPC misuse, abuse, and fraud are
appropriately investigated.

3. Accountable Cfficials. APCs, AOs, CHs, and FMs are key personnel that
provide information for certification of a voucher for payment. They are
pecuniarily liable for erroneous payments caused by their negligent actions.

a. The Level IV (Regional) and Level V {Activity} APC are responsibkle
for day-to-day oversight and program management and duties include:

{1} Set up and maintenance of accounts and records for program
participants,

(2} Maintaining training records for three years and appointments for
gix years and three wmonths after the appointment termination date.

{(3) Reviewing Program Audit Tool (PAT) submissions five days after
statement closes.

(4) Resolving delinguenciesg within ten days of statement closure.

2-1 Enclosure {1)
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(5} Conducting monthly 100% review of all transadét
(6) For additional duties see page 12 of reference (b).

b. The A0 and Certifying Official are synonymous for the GCPC. AOs are
the first line of defense against misuse, abuse, and fraud.

(1} The A0 is nominated on the Purchase Card Setup Form by the Agency
CO/DH. See Appendix A,

(2) The APC appoints the AQ by letter. The A0 acknowledges the
appointment by signature on the appointment/delegation letter and by
signature on the Appointment/Termination Record (DD Forxrm 577).

{3) Alternate Approving Officials (AAO) have the same authority and
responsibilities as the A0 and are appointed in the same manner.

¢. The APC appoints the CH by letter as Ordering Officers for the GCBC
program.

(1) The CH is nominated on a Purchase Card Setup form by the AQO. See
Appendix A.

{2) The CH acknowledges the appointment by signature on the
appointment/delegation letter and by signature on the DD Foxm 577.

4. Financial Manager. Comptrollers/FM are responsible for the allotment of
Unit/Agency funds; assigning Reporting Unit Codes; assigning default Lines of
Accounting {LOA) and adding or changing default LOAs in Citibank. FMs will
provide the default LOA and sign Section III of the AQ/CH Set-up Form,
Appendix A,

2-2 Enclosure {1)
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Chapter 3

Program Reguirements

1. Personnel Requirements., Civilian Government employees and members of the
Armed Forces are eligible for the GCPC. Contractors may not be assigned AO
or CH duties.

2. Separation of Duties. AOs shall not be assigned CH or APC duties in the
same hierarchy. Under no circumstances shall any CH be their own AQ. The AO
should be the CH’s supervisor, or of equal grade, or in the direct line of
authority. To ensure proper supervigion, the A0 and CH must be co-located.
The funds approver cannot be the AOC or CH. Neither the funds approver, 20O,
nor CH can be the requestor and receiver of the item(s) procured with the
purchase card.

3. Training. Three online tutorials and local policy training are required for
all APCs, AOs, and CHs. Contact your APC for training information/instruction.

a. Defense Acquisition University {DAU), DoD Government Purchase Card
Training is a one-time requirement https://www.atrrs.army.mil;

b. DON Purchase Card AO/CH Certification provided by CCPMD, is reguired
every two years https://www.navsup.navy.mil/ccpmd/;

c. DobD sStandards of Conduct Office, Annual Ethics Training is a fiscal
vear requirement https://donogc.nsvy.mil/ethics/;

d. An OGE Form 450 is required for CHs that purchase more than $100, 000
and AOs that certify payment documents, for more than $100,000 per fiscal
year;

e. Local Policy Training is provided by the APC and is required every
two years; and

f. Pre/Post Deployment training will expedite account reactivation and
reigsue of cards upon return., AOs and CHs should update online training that
will expire while deployed and must attend a Local Policy refresher training
upon return.

4. Program Audit Tool (PAT) Training. PAT training for AO’'s is available on
the DON CCPMD site.

5. Local Policy Examination. Local policy examinations supplement training,
reinforce AO/CH knowledge, and gauge the effectiveness of the material
presented.

a. The exam is given with initial and refresher leocal training.
b, An exam is given with the 60 day audit.

¢. A score of less than 80% will require additional training and
reexamination.

3-1 Enclosure (1)
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Chapter 4

Account Information and Procedures

1. Safegquarding the GCPC Cards. It is the CH’s responsibility to ensure the
card is safeguarded.

a. Only the CH is authorized to make purchases with the card. Under no
c¢ircumstance will a CH loan or let anyone make purchases with their card.

b. CHs must maintain physical security of their card and secure
documents with card information to prevent unauthorized use.

c. Any attempt of coercion or request for fraudulent use of the card
must immediately bhe reported up the chain of command and to the APC.

2. Reporting Lost or Stolen Card. To report a lost or stolen card, the CH
shall call Citibank (1-800-790-7206) immediately. Citibank will mail a new
card to the APC immediately upon notification. The CH shall provide written
notification to the A0 and APC stating:

a. The last six digits of the card account number;
b. Date, time, and location when loss became evident;
c¢. Date and time the bank was notified;

d. If the card is stolen, provide date and time theft was reported to
police; and

e. List of purchases made after the card was lost or stolen.

3. Procedures for Unit Deployment. AOs must notify by email the APC 30 days
before departure to unit deployment.

a. A0 accounts are suspended and CH accounts are terminated when a unit
deploys.

(1) AO accounts are suspended when the A0 notifies the APC that all
outstanding charges have processed.

{(2) If the AO deploys without certifying the final statement or
completing the PAT review and submission, the account is suspended for
failure to meet these requirements. When the AO returns from deployment, the
account will remain suspended until that final statement is reconciled with
the APC.

(3) CHs must sign their DD Form 577 (termination of appointment)} and
give their card to the APC.

b. The unit A0 is responsible for storing all purchase card records in a
secure location during deployments. If the unit is not able to provide
secure storage during deployment, the A0 shall make arrangements with the APC
for storage.

4-1 Enclosure (1}
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4. Procedures to Check-out of the Program. AOs and CHs shall notify the APC
30 days before they conclude their duties with the program. If necessary,
the notification shall be accompanied by a Set-Up-Form Appendix A to appoint
the new AQ or CH.

a. The outgoing AO must have their account audited by the APC. Upon
completion of the audit, the outgoing AOC and new AQ will be briefed on the
finding/s. It is the outgoing AO’s responsibility to correct discrepant
findings and make required corrections before initialing the DD Form 577 to
terminate their appointment.

b. The A0 must verify all outstanding charges are reconciled before the
CH gives the card to the APC, and sign their DD Form 577 to terminate the
appointment.

¢. Accounts/cards not used more than three times within a six month
period may be administratively closed for inactivity.

5. Maintenance and Retention of Records. The DD Form 577 and financial
documents (invoices, dispute documentation, receipts, etc.) shall be retained
for a period of 6 years and 3 months per chapter 1, page 1-14 of reference
{(a).

4-2 Enclosure (1)
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Chapter 5

Purchase Card Procedures

1. Purchase Card Limits and Authority. The A0 and CH delegation letter will
specify their authorized spending limits. The c¢ycle spending limit (CL) is
based on usage data and may be changed by request of the AO or FM.

a. The single purchase limit (SPL) for the CH is $3,000 except for the
following:

{1) $2,000 for acquisitions of construction subject to the Davis-
Bacon Act. Construction means erection, expangion, extension, alteration of
an exigting facility, e.g., repair to central heating/air conditioning
system, plumbing, windows or panes, doors, roof, etc. (reference (c¢),
NAVSUPINST 4200.85) .,

(2) $2,500 for acquisitions of services subject to the Service
Contract Act. Services are firm-fixed priced, non-personal, commercially
available requirements for repairs, maintenance, annual maintenance
agreements, e.g., cable, cellular phones, etc¢. (reference {a), NAVSUPINST
4200.99).

{3) $15,000 CONUS and %30,000 OCONUS for acquisitions of supplies or
services to support a humanitarian or contingency operation.

{4) $25,000 as a method of payment in conjunction with the SF 182 for
COTS training.

{5) $100,000 for DLA Document Service, printing requirements.

b. Since the Davis-Bacon Act and Service Contract Act apply only to
CONUS, the micro-purchase threshold for OCONUS is $3,000 for supplies,
services and construction.

¢. Warranted Contracting Officers may use the GCPC as a method of
payment in conjunction with other contracting methods for actions above the
micro-purchase threshold.

d. Splitting a requirement/purchase by time, vendors, items ox CHs to
circumvent the micro/single purchase limit is prohibited by law. See chapter
8, paragraph 2c of this Order.

e. The purchase card will not be used to pay unauthorized commitments
(UAC) without the approval/ratificaticn by the RCO. A UAC is an agreement
that is not binding solely because the Government representative who made the
obligation lacked the authority to enter inte that agreement on behalf of the
Government. See chapter 8, paragraph 4 of thig Order.

2. Purchase Card Request Form (PCRF}. CHs shall prepare a PCRF, Appendix B,
before each purchase. The CH will £ill out the PCRF completely to reflect
the proper research was conducted and approvals granted. Boxes must be
checked for gquestions, and printed names and signatures or digital signatures
of the CH, Funds Administrator (FA) and AO. The PCRF is an official

5-1 Enclosure (1)
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document; the use of pencils, blackout, correction tape or whiteoul is
unauthorized. A single line may be drawn through errors and initialed.

a. Requestor Information

(1) The requestor’'s name, section, and the date regquested must be
present.

(2) For non-system property items, e.g., watches, televisions, Global
Positioning System (GPS), etc., the Agency Authorizing Official, {CO/DH)
signature, is required on the top of the PR on the line designated CO/Dir
Signature,

(3} Provide a layman’s description of the item. If there is an
attachment, a brief description of the item/s requested is required. “See
attachment” is not a description.

(4) The justification shall clearly state why this purchase is
necessary. (In the absence of the requestor and CH, the justification must
be able to stand on its own).

b. Pre-Purchase Checkligt. These questions must be answered before each
purchase. Do not pre-check the boxes.

(1) Prohibited items and regquired waivers. For a list of items, see
Bppendix E. Detailed instructions are contained in chapter 5 of reference
(a). If a CH purchases a prohibited item such as a gift, the account will bhe
suspended. See chapter 8, paragraph 1 of this Order.

(2) For Hazardous Material (HazMat) there must be an Authorized User
List number annotated on the PCRF or authorization (email) from the
Unit/Agency HazMat Officer.

(3) Pilferable items with a ready resale value or applicable to
personal use must have a property control number assigned, or an
accountability document attached to the PCRF, e.g., watches, televisions,
GPS, etc.

¢. Screening Reguired Sources of Supply. It is the CH responsibility to
screen required sources in the order listed regardless of where the request
form originated. Perceived exceptions must be discussed with the Purchage
Card Office before the purchase is made.

(1} All purchases of office supplies shall be from Base Supply
Stores/Servmarts or USMC Virtual Servmart using the DSSC card or DoD Emall,
no exceptions. Office supplies are defined by General Service Administration
(GSA) Federal Supply Schedule 75.

(2) Buy Green ‘“environmentally preferable” products and services.
Environmental Protection Agency {EPA) and GSA websites have guides to assist
personnel responsible for procuring activity requirements,

d. Vendor Notification. These items must be verified with the vendor
before requesting the supply or service. CHs must advise merchants, "“The
GCPC is for official U.8. Government business and is not subject to state,
local or federal taxes”. GSA state tax exemption letters may be obtained at:

Www . gsa . gov

5-2 Enclosure (1}
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e. The vendor’s name, address, telephone, and contact information are
regquired.

(1) When using a DoD EMALL or a GSA vendor, write the vendor’'s name
on the PCRF.

{2) The vendor name on the PCRF and Purchase Card Log must match the
bank statement.

(3) Print and attach the boD EMALL email order confirmation to the
PCRF,

f. Order Information. Assign a call number to each purchase. The date
of the order must be on or after the CH, FA, and A0 signature date.

g. Required Signatures. Three original or digital signatures are
required before each purchase (CH, FA, and AC}. Two original signatures are
required after each purchase (Receiver of Goods (ROG), and AQ verification).
Original signatures must be dated by the signee. All names must be printed
or typed.

{1) It is the CH’'s responsibility to obtain the FA signature.
Neither CH nor AO may sign as funds approver.

{2) The Funds Approver is an agency/unit representative that verifies
by signature on the PCRF, that funds are available before the purchase.

(3) The CH will sign the PCRF certifying the pre-purchase checklist
is accurate and the reguired sources have been checked.

{4) The AO will verify the FA signature, the CH signature and certify
the purchase is necessary for official government use by sgigning the PCRF.

(5} ROG is a government official who verifies receipt and acceptance
of the supply/service by physically signing the PCRF, and the vendor
receipt/invoice or the GSA/DOD EMALL confirmation page. AOs, CHs, and
contractors may not sign as ROG. The ROGs on the PCRF must match the call
log.

{6) After the receipt of the supply or service the A0 will verify the
existence of a receipt/invoice and acceptance. The RO must physically sign;
no signature stawmps allowed.

3. Placing the Order. The Purchase Card may be used for telephone,
internet, or in-store purchases. Use of PayPal or similar third party
payment processors must be avoided whenevexr possible. The only exception is
when no other source for the item/service is available. Contact Citibank if
the card is declined. If the decline is for a blocked Merchant Category
Codes, contact the Level V APC for force authorization instructions.

4. Purchage Card Log. CHs will make a Log entry in call number segquence
immediately following the purchase of supplies or services. FEach CH must
prepare and maintain a Log, see Appendix C; one sheet/book per cardholder.

2. The APC assigns each CH a six digit call number that identifies the
unit and the cardholder, e.g., BCOMOl=Base Comptroller, Cardholder 01. Call

5-3 Enclosure (1)
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numbers are recorded in sequence on the Purchase Card ilog (e.g., BCOM01-001,
BCOM0i-002 etc.). Start a new call number sequence at the beginning of each
Fiscal Year (FY).

b. A Purchase Card Loy will be attached to the CH's statement for each
billing cycle.

¢. The CitiDirect on-line purchase card log is mandatory for reporting
transactions made in support of a declared humanitarian or contingency
operation,

5. COT8 Training. AOs will verify SF-182 training requests are for training
regularly scheduled, open to the general public (e.g., an event, conference,
or instructional service}, and priced the same for everyone in the same
category (i.e., price per student, course, program, service, or training
space} .

a. Por training requests $3000 to 525,000, AO/CH must have APC
authorization to exceed the 8SPI, before entering into an agreement with the
vendor to perform the training.

{1} To reguest authorization to exceed the SPL, the AO/CH must submit
an approved PCRF and an approved SF182 (with all required signatures) to the
APC.

(2) The APC will email a SPL increase/authorization to the A0 and CH.

b. Known requirements for commercial training events greater than
$25,000 shall not be brocken into multiple increments to avoid the $25,000
training threshold.

c. On occasion it may be cost effective to request the instructor
provide training at the base, rather than pay travel and per diem to the
instructors’ location. In those casesg, the contracting office will negotiate
total price and any related terms and conditions such as providing Government
facilities and include them in the contractual agreement.

d. CHs will add their information to the SF-182, see Appendix F.
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Chapter 6

Citibank Access, Reconciliation, Verification, and Certification

1. Citibank Access. To access Citibank, go to the home page URL:
https://home.cards.citidirect.com/CommercialCard/Cards.html.

a. CHs select “Self registration for card holdersg” and follow the
registration instructions.

k. AOs receive two emails from Citibank. One contains a pass code and
the other contains a registration ID. Select “Self registration for non card
holders”, copy and paste the pass code and ID and follow the instructions.

c¢. To maneuver in Citibank select “Web Tools”, "“Citidirect Carxrd
Management System”, " §P-2” then “Inbox".

2., Certification. The billing cycle begins on the 20th of each month and
ends on the 19%th of the following month. During the cycle, the statement
status is “interim”. At the end of the cycle, the status changes to “new”.
CHs and AOs have five working days to certify their statement for payment.
When the CH completes their certification the status changes to “pending
approval”. The status changes to “reviewed”, then “closed” as the AQ reviews
CH's statements and certifies the account for payment.

3. Cardholder Reconciliation. Before certifying the statement for payment
CHs will review all transactions on the statement annotate call numbers {(from
the call log) beside each transaction and verify charges, credits,
outstanding disputes or refunds.

a. Use the “Pay and Confirm Procedures” when the CH has been billed and
has not received the items ordered.

{1) The CH shall confirm with the vendor that the supply ordered is
in transit.

{2} Reconcile the monthly statement in full anticipation the supply
will be received.

(3) Track the transactions, if the supply is not received within the
next billing cycle, the CH will then dispute the item (see paragraph 3b
below) .

{4) Pay and confirm procedures are used when damaged items are
received, are under warranty, or when the vendor confirms replacement or
modify/repair within the next billing cycle.

b. Disputes must be submitted when pay and confirm procedures have
failed and when erroneous charges appear on the CH’s statement.

{1) The CH must contact the vendor to attempt to resolve the charges,
and if they cannot be resolved with the vendor, notify your APC (PaT
reportable) .
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(2) Call Citibank (1 800-790-7206) to dispute the charge.

{3) Complete and fax a disgspute form to Citibank.

(4) Disputes must be submitted to Citibank within 60 days of the
transaction post date.

c¢. Online Cextification. To certify: Login to Citibank, select “Web
Toolas”, *Citidirect Card Management System”, and then “SP27.

{1) Select "Inbox", “Current Status” and Current month;
(2) Check the indicator to verify each transaction;
(3) Select “Submit”, add comments if needed and proceed;

{4) A certification statement appears; right c¢lick the mouse and
print the statement. If you pass the certification statement use Appendix G;

(5} Proceed, status changes to “Pending Approval”;
(6) Print, sign, and date the statement;

(7) Annotate the call number from the call log next to the
trangaction on the statement; and

(8} The AO must reconcile the CH statement, then sign and date the CH
certification statement.

4. AO Reconciliation. ACs will reconcile their statement with the CH
documents and verify sales receipts or invoices are present. They will also
verify receipt and acceptance has occurred by signing the verification on the
PCRF.

a. If the CH is unavailable or unabie to reconcile the statement, the AC
will certify the statement (and reconcile when the CH is available}.

b. BAOg certifying electronically are required to print, sign, and
maintain their monthly statement for each billing c¢ycle.

Note: To print the statement. On the Home Landing Page select *“Card Number

Eguals”; use drop down select “containg”; enter the last six digits of the A0
account number. Select the following: “Search”, “View Statements”, (to right
in small red letters) “Download”, select PDF and Download.

c¢. AO Certification. To certify: Login to Citibank, select “Web
Tools”, “Citidirect Card Management System”, and then *“Sp2”,

(1) Go to “Inbox”, “Current Status” current month;

(2) Select CH statement, and reconcile each transaction;
{3) You can dispute any incorrect transaction;

(4) Select “Approve”, a note box appears, proceed;

(5} Statement appears, print gtatement and “Certify”;
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(6) For more than one CH, repeat steps 2, 3, and 4; and
{(7) If there are no charges, no action is required.
5. Delinquency. Failure to certify the statement for payment five working

days after the cycle ends will cause the account to be suspended. See
chapter 8, paragraph 3 of this Order.
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Chapter 7

Program Oversight and Review

1. Program Oversight. APC audits and PAT are file reviews desgsigned to
teach, prevent, identify, and provide corrective action in instances of
misuse, abuse, fraud, or mismanagement. It ig the AC’s responsgibility to
ensure files requested for audits are sent to the APC.

a. A complete Purchase Card transaction file has a completed PCRF,
invoice/receipt, waiver (if required}, accountability document for pilferabie
items (if required), SF 182 (for training), and any other supporting
documents, e.g., proof of non-availability and/or emails.

b. A complete CH file is kept in chronological sequence by Citibank
statement with a monthly purchase card log, certification statement and a
complete purchase request file. A monthly folder is the preferred method of
storage. Files kept in binders may be perforated and will be separated by
billing cycle, using dividers. Documents delivered to the APC for audits or
other purposes shall not be in plastic document protectors.

c. A complete AO file has a signed monthly statement and a signed
monthly certification statement.

2. Reviews and Audits. Emails are sent to the A0 and CH when an audit is
due.

a. The APC will review CH files approximately 60 days after receiving
the GCPC. The AO will accompany the CH to the APC Office for the review.

(1) The CH will bring their original completed files, delegation
letter, DD 577, training certificates, a copy of references {(a}) and (b), and
this IOP to file review.

{2) significant discrepancies may require the A0 and CH to repeat the
local training class.

b. APC audits are 100% transaction reviews scheduled and performed at
the discretion of the APC. Completed originals of the A0 and CH purchase
file, delegation letter, and DD 577 will be delivered to the APC upon
reguest. The APC will schedule an audit for all accounts within an 18 month
period, unless there is a change of AC. Audit findings may result in any of
the following administrative actions:

(1) The APC will counsel AOs and CHs for minor discrepancies.

{2) CHs and AOs will take remedial training for repeat violations.
Suspension of the account is at the discretion of the CCO.

{3) The APC will suspend the account for (Reportable) serious
violations. See chapter 8, paragraph 2a of this Order,

¢. Change of AO Audit. The APC will conduct a turn-over Audit before a
New AQ is assigned to an account. This will consist of all completed
transaction files, since the last turn-over audit.
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(1) If the AO departs without notifying the APC, the account may be
suspended until an audit is completed.

{2) Supported units at remote locations from Camp Lejeune will send
records via certified delivery at unit’'s expense.

3. Fraud and Abuse Indicators. During audits/reviews APCs will look for
indicators of fraud and abuse.

a. Multiple bills or invoices for same item(s} purchased.

b. Missing Invoices; for companies with different names, with the same
address and with the same owner.

€. CH has a preference for a vendor(s) (minimal rotation among qualified
vendors) .

d. Indicators of a split purchase:
(1) Identical amounts and descriptions;
{2) Receipts exceeding $3,000 for supplies;
(3) Receipts exceeding $2,500 for services;
{4) All items purchased on the same day;
(5) Sequential invoice numbers;
(6) No receipt provided;
() Same vendor invoice and job order numbers;
(8) Copies of original documents, missing documents; and
{9) PCRF predated or dated the same as the invoice.

4. Property Management Procedures

a. Items with a ready resale value and applicable to personal use, shall
be assigned a property control number and recorded in the unit/agency
property accounting system. The property control numbers will be annotated
on the PCRF.

b. Accounts without an established property accounting system will
maintain a file with the property number, item name, manufacturer, serial
number and location of accountable items. The prepared 1348-1 property form
in Appendix H may used or a local property document with the required
information,
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Chapter 8

Disciplinary Guidelines

1. Discipline Guidelines. The GCPC shall only be used for authorized U.S.
Government purchases. Intentional use of the purchase card for other than
official Government business will be considered an attempt to commit fraud
against the U.S. Government. [If fraud is suspected, documentation will be
provided to the command for investigation and disciplinary action ag
reguired.

2. APC Actions. There is not a single response appropriate for all audit
findings because the merits of each review may vary. Timeliness,
proportionality, and the exercise of judgment and common sense are important
in determining the appropriate response. There are four reportable misuse
categories that will result in the immediate suspension, and U.S. Treasury
reimbursement when appropriate. The length of suspension is at the
discretion of the CCO.

a. Purchage of Personal Use Items (reimbursement required). Suspend CH
account only.

b. Unauthorized Use (reimbursement required). Requires the CO’s letter
describing whether disciplinary action was taken and whether personnel
involved are to be retained in the program. An example letter is provided in
Rppendix D,

c. Splitting Requirements. $plitting a requirement will cause the
account to be suspended. The A0, AAO and all CHg listed on the account will
be required to attend remedial training before the account is reinstated.
The AO shall submit a letter from their CO (Battalion or above Marine Corps
Air Station as appropriate) endorsed through the chain of command to the CO
explaining the circumstances and procedures implemented to aveid recurrence.
This letter cannot be signed "By direction.” An example letter is provided
in Appendix D. Repeat offenders may be subject to removal (AC and CH) from
the GCPC program. A third occurrence within one year may subject a command
to removal from the program.

d. Purchagse of Prohibited Items. If a CH purchases a prohibited item
listed or referenced in Appendix E, such as a gift, the account will be
suspended until the AO provides the APC a letter from their CO explaining the
circumstances and procedures implemented to avoid recurrence. This letter
cannot be signed “By direction.” An example letter is provided in Appendix
D. Accounts that commit repeat offenses will be subject to longer
suspensions or permanent removal from the program. Options for resolution of
prohibited items purchased are as follows:

(1) CO makes a necessary expense determination;
{2} CH or benefactor reimburses the Government; and
(3) The purchase is obligated under an allowable appropriation (i.e.,

switched from Operations and Maintenance funding to Marine Corps Community
Services).

8-1 Enclosure (1)




MCIEAST-MCB CAMLEJO 4200
13 SEP 2012
3. PAT and Account Certification. Failure to certify the statement for
payment and submit PAT documents five days after the cycle ends will result
in the account being suspended.

a. First Offense. Suspend AO account until paid and PAT requirements
are approved by the APC.

b. Second Offense. Suspend account until the next billing cycle,
account is paid and PAT reguirementsg are approved by the APC.

¢. Third Offense. Suspend account and request command assistance.

4. Unauthorized Commitments. An unauthorized commitment is an agreement
that is not binding solely because the Government representative who made the
obligation lacked the authority to enter into that agreement on behalf of the
Government (FAR 1.602). Ordering and acceptance of supplies and services
without benefit of a legal contract may incur a personal liability to the
individual who made the commitment. CHs shall not use the GCPC to pay
unauthorized commitments unless directed by the CCO after ratification. For
ratification instructions see:
http://www.lejeune.usmc.mil/contracting/contact/

.1
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Chapter 9
Program Audit Tool
1. Program Audit Teool (PAT). PAT is a web-based program that contains a set

of rules called filters. There are Summary filters and Transaction filters.
Summary filters monitor program management activities. Transaction filters
monitor purchase caxd actions. These filters are programmed to flag certain
transactions, e.g., split purchases, PayPal, similar vendors, suspicious
activity, etc. Each transaction is sent through these filters and every
questionable transaction is sent to the A0‘s Card Management Systems account
for review and explanation. The goal of PAT is to make the AO accountable
for transactions of interest.

a. PAT will filter ktransactions up to three business days after the
billing cycle ends. AOs have until the fifth working day after the cycie
ends to review filtered transactions and forward supporting documents to
their APC.

b. Bupporting documents are copies of: PAT transaction summary page,
PCRF, Vendor’s invoice, Purchase Card Log Book, Waivers (if required), a 1348
or accountable document for pilferable items, and a SF182 for training.

c. During the review AOs are required to answer a series of questions
for each filtered transaction. Any attempt to falsify PAT information
reviewed or documents submitted to the APC is justification for removal from
the GCPC.

2. Access. To access PAT: log in bto Citibank, select Citidirect Card
Management System”, and then “SP2”.

a. Go to "“Reporting”; select “Program Audit Teool” and then “0K”;

b. Ensure the correct cycle that ended on the 19th of the prior month is
chosen;

¢. Belect the "Not Reviewed” (NR) transactions and answer the program
guestions;

d. Review questiong; select “Review Complete”; status changes to
“Pending Approval” and

e. For rejected/returned transactions, read the notes, make the
corrections and resubmit,

3. Level III APC {HQMC) Review. The MCIEAST-MCB CAMLEJ APC will forward all
PAT transactions to the Level III for review. The Level IIT APC may reject
and return transactions for additional information/documentation.
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MARINE CORPS INSTALLATIONS EAST
PURCHASE CARD SETUP FORM - INSTRUCTIONS

1.  APPROVING OFFICIAL/A TERNATE APPROVING OFFICIAL - Corrrranding Officer/Directir must sign.
2. CARDHOLDER - Financia & Accaurding irfrmation mast be compleded by the Complioler.

"Last "Fust Name "Widdle nitial “RankiGrack:

[ Complete Narme of AgencyOrganzakon estication Imoraton, Pay LnbyiBenelt Diat Date (MAYY) |
"Waing Address *Achation Infarmahion (Fua SSN)

Fax Nurber
TNornGied Appronng UThoaiardaider Signare "E-mnal Address
“Approving Ofcist Fried Norme and Sigrature ____ ALTERNATE OR __ REPLACEMENT
"Rank/Name of Cormnanding Officer Iredion *Signabure of Commanding UlcesTDinecton “Fhone Number

SCARDHOLDERS HUST TAKE THES FORM TO THEIR COMITROLLER*

COMPTROLIER NAMGIHANK COMPTROLLER SIGNATURE PHONE DAIE
SECTION H =
Unit ldendification Code (UlG)eg , N12385 X
i aster Accourfing Gode (LOA)
GA-2 BEYEFY: 8 APPN: 4 s 4 | OBICLS: 4 BCN:6 SA: 1 AAX B .2
PAA: B OC: 12
Epa i
¥ M FAZ BESA:2 RON3 RBC:1 (5]

SECTION W/ £
Reporting Hierarchy: | 1 [a1700 ] 2] oop17 | s} P 6} [ 7] |
SECTION V

[Frcntiey Cycte imit: [ *Sirgle Dollas Transaction Limét: 33000 | | CALL# | |
Note: Fields marked with an #5 asterisk must be completed or the form witl be retarned.

Pate received:
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Reporting Requirement: DD-7600-11 (RFR EXEMPT)

MCIEAST-MCB CAMLEJ PURCHASE CARD REQUEST FORM

Requester's Name:

Phone # | Date

Depairtment and Seclion:

ClrriorRiTY ] EMERGENGCY ] ROUTINE

CO/DIR Signalure (Mocossary Expense Rule 1AW NAVSUPINST 4200,99 Chap 2.3)

CC/DIR print name Date

Oascription (make ! model / pn/ nan) -

SOTY. = Ui CcUnitPrice - Total Price.

Justifleation for requect (altach addiflonal shests a8 needed):

Pra-Purchase Gheckilst: (Cardholder USE ONLEY). . . L FIPS AND DOCUMENT NUMBERS
1. ltem on the prohibiled list? DOC NUMBER:
2. ts this & “splil buy"? D¥“ E No -
3. Rolated vendors for like ltem? Yoo 1 No FiP:
4. GIGNMCI Waiver for IT/Wireless Radio Equipment required? £ Yes ND RUC:
5. Walver for Visual Info/Audioc/Cable Service required? YBB B Ng LOA:
8. Hazardous Materlal walver required? Y‘"‘ C1 N :
7. Is this accountable property or a “piiferable” item? E:IYGS Cl NO HAZMAT AUL#:
{If yes, itemm must be recorded In accountable property log) it ° PROPERTY CONTROL#:
Have you screshed réqulred sources helow: . (Cardholder USE ONLY) T T L e
Looal Supply/Agency Inventory/Local ServMart (EGVC) Availabla? [] Yes ] No
| ocallUSMG SERVMART htps:/Aww.usmesevmar.gsa.gov Avallable? [J Yes [ No
NIBNISH ABILITYONE:  hUp:/fwww.abilityene.com Avaltabter [J Yes (1 No
Office Products DODEMALL:  hilps:#/dod-emall.dia.milfaccl/ Avatlable? L1 Yes ] No
GSAwholosala  GSA htip:iiww, gsasdventage.goy Availabter L1 Yos  [] Ne
Prinfing DLADS: hitp:ihwyww.documanlesrvices.dia.mil Avaltabte? [] Yes [} Ne
[Fralning CcOTS Gommerclal Off the Shelf SF182 Required Avallable? [] Yes [ No
Type of arder: [ JPhens []Over the Counter [_] Internat [1omer
Ensure vendor I$ scresnad for.thé following:  {Cardhiolder USE ONLY) . Required signatures prlor to the purchase:
Does Vendor Accapt Government Purchase Card? {_| yes L] no |Card Helder
Mo sales tax or credi card fees can be charged [ Yes [] Mo Slgnature:
The total pri led Includes ALL shippl 13}
e total price quoled Includes shipping charges [} Yes [ ] Mo Tiilo (PvinDy Nams (PRl Daie
Fill or Kiil {NO BACK ORDERS) [T ves [ No Funds Approved B
No Third Party Card processor (l.a. PayPal) [1 ves [ ]No |signature; i
Charges cannol be processed prior to delivery [] ves [} Mo
Vendor Name/AddressiPhone #1POC ({CARD HOLDER USE ONLY) . Title {Fint) Nams {Piintj Date
AO Approval
Signature:
Tille (Print) Name (Print) Dale
. ~Reécelver must slgn Sales Recalpt/involce to verify quantity
Order Infarmation I " |Recelved By
Cali Number: Date Crdared: Signature:
Est. Delivery: Actual Cost:
Date Recelved: Titte (Print) Name (Print) Date
- T Verificatlon of Sales Recelptinvolce P
MISC UNIT INFORMATION . and Recelpt/Acceptance . -
AO Slghature:
Tille (Print) Name {Print} Date

Digltal Slgnature- CAC card users can digitally sign this form. After signing
an E-Mail to send to the next person/depsriment in the routing of the form.

he form, save the form to a folder or to the desklop, then allach the form in

MCIEAST-MCB CAMLEJCONT/t (5/12)

PREVICUS EDITIONS ARE OBSOLETE

ADCGRE p.0

PCRF cannot be medified without approval of the APC.
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Cardholder Purchase Card Log

VOINPAMA RUTILIGQ PATPHDI 3of 36
S JPULITPY SHDNG PHIL) LA

Aoy [CLUHUINR) | Ssqmion, B 0L TR Y AR IO E ] ] Rqumy] ey HAGQAINI)
patanzay ko) 00k |paspa0y Angti TEIDGE PIIN Jo
Henpjig erxdng 10 JuteN
Bupng Paawaug
paz) Mnmmy
SR UESHIOLE UL FRADY
payndug e
SUeN JApHR Ty
SELYIIROT) [Fusippy
D071 QAVY) ASYHIANd
I JuAyY

H XIHINIdV-INTHI TS STENTAI0Y NOTLISTADIY SIH0D INTHYIN
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CO Reinstatement Letter Sample

Command Letterhead

4200
Date

From: Commanding Officer, {(Battalion or higher)
To: Chief of Contracting, Regional Contracting Office, Marine
Corps Installations East-Marine Corps Base, Camp Lejeune

Subj : REQUEST FOR REINSTATEMENT OF GCPC ACCOUNT

Ref: (a) MCIEAST-MCB CAMLEJO 4200.1

1. After review of the details pertaining to the suspension of the GCPC
account for (state the battalion or the GCPC account name), I request the
account be reinstated with the same c¢redit limitations in place before Lhe
suspension date, per the reference. I understand that the APC will conduct
an audit of the account on or around 60 days after reinstatement.

2. The violation occurred as a result of {explain incident details)

3. The command has taken the following corrective actions to ensure
compliance with program regulations and guard against future violations:
(explain corrective actions).

4. (In the case of a prohibited purchase, a necessary expense certification
may be required by the Commanding Ofificer (CO) if it is not allowable under
the appropriation used. COs should consult with Staff Judge Advocate of

Eastern Area Counsel Office for guidance).

5. Command point of contact is (fill as appropriate).

Commanding Officer

Note:
“By direction” not permissible.
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Prohibited/Restricted Item and Waivers

1. Prohibited Items. For additional guidance see chapter 5 of reference (a)
and Attachment D of reference (b).

Services above $2,500 (calendar year or event)

Ammunition

Parts purchased to modify a weapon system

Vehicle repair and towing of USMC owned, leased or rented equipment
Travel related expense

Petroleum, oil and lubricants for fleet assgets

Toner cartridges from other than required source

Overnight delivery service, e.qg., FedEx, United Parcel Service

Untested unapproved equipment and like substitutes. (Refer to CG II MEF
3117252 Jan 11).

2. Restricted/Personal Use Items. The U.S. Treasury must be reimbursed for
all items purchased for personal use, or personal benefit of an
individual(s) .

Coffee, c¢reamers, gatorade or any other refreshments
Clothing

Food-other than those exceptions listed in reference {a)
Condiments, paper plates/cups/knifes, utensils, etc
Business Cards

End of tour awards, plagues, gifts, etc.

Command coins-only for an established unit awards program in accordance with
reference (d}.

3. Required Waivers. Waivers, i.e., C4I, Supply Management Division,
ServMart, etc., do not authorize CHs to purchase from a commercial source.
Required sources must first be checked.

Base/Local Property Office for office items/furniture, e.g., TVs, desks,
fans, A/C units, faxes, monitors, printers, etc.

Information Technology (IT) (Blackberries) a C4I waiver from Communications
Information Technology Service Division (CITSD) or AC/S G-6 (as appropriate) .

Hazardous Materials are approved by Environmental Management Divigion or
AC/S, G-F Authorized User List.
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Bottled watex for buildings must be approved by the AC/S8s of G-F/Base
Installations/Corps of Engineers. ‘The RCO must approve bottled water for
exercises ox events.

Guidon walvers are provided by the item manager at Marine Corps Logistics
Base Albany at DSN 567-5837.

Special Order Personal Protective Equipment and ergonomic orders require
written approval from the Safety Officer.

4. Marine Corps Issue Personal Protection Equipment ({(PPE), Individual Combat
Clothing Equipment (ICCE}, 782 Gear, or Other Combat Eguipment: In
accordance with CG II MEF G4 3117257 Jan 11. Items listed in Egquipment
Manuals and SL-3's will not be substitubted for without approval from the
program managers' office in the form of a Supply Instruction, or published
change to the egquipment wmanual or S8L-3 this includes all weapon parts and SL-
3 likewise, per COMMARCORSYSCOM 131317%Z DEC 10, no substitution is authorized
for standard Marine Corps issue PPE, ICCE, 782 gear, or other combat
equipment without a specific waiver through the chain of command.
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B. Raquast Siatus (Mark () ors} i
7] Resutmission ] tnitial i
B Cafrettion C] Canceilaton

A Agency, code agency subelement
and submiting office number

" AUTHORIZATION, AGREEMENT
AND CERTIFICATION OF TRAINING

EERERR

1. Apphcart’s Name (Lasi, Fist, Midifie Intialy 2 Soctal Security NumberFederat Emplayee Number '8 of Binth (yyyymm-dd)

6. Posion Levet (hack (X) 6ne).
F1 anonsupenisory il | b.Manager

[:] <. Supenvisary

8. Work Ernait Address

4. Home AdSiess (Murmber, Streel, City, Sto’s, ZIP Codv) {Opiona’) 4. Homa Teleprone {Optional}

{frtivda Area Coda)

E} 4. Exetutive

8. OfficaTelephora

7. Orgarnization Maiing Address (Branch-Diviskn OfveBureawAgenty)) :
(Insiudda Area Coda ard Exterton)

if yes. please describe below

10, Postion Tale £1, Does applcan] need special
modaian?

U1 wes

12. Typa of Appaintment 14. Pay Pian 13. Seties

Ta. Name and MaZng Addrass of Traindng Ve §b. Location of Train

dor {No., Sireel, Cify, State, ZIF Cods}

{c. Vendor Telophone Number 14. Vendar Emait Address

2a Coursa Tk 20. Coursa Number Code 3. Traking Stan Dale (Enfer Da's st yyyy-mm-dd) 4. Training Erd Data (Enler Dalz a3 yyyynm-o}

Putpese Type

Tremam F 8. Ty Coda
(Chck bk by wiwer codas o go Jo paps §)

§. Traming beon-Duny Houry L Teainin Type O
(CAck bk By view acdag or 9o 1o page 3)

10, Traniray Delawry Type Codda g Dassymation Type Coge 12. Tra’ning Gradit 13 Trairin Crxdd Tyoa Code

(CTch Bk 12 tew 00d38 Or 00 0 page 12)

T Vew todes of go 33 page 13}

{CHck Sy 10 viaw Conhas of o B paga 13}

14, Training Acorediiation Indwcator

16. Centicned Seivice Agresiment
Required Inditslor {Chock belra)

16. Continuad Sedvice Agreement Expiration ate
{Ender data 83 yyyy-menrdd)

17, Tramng Soarin Teps Coda
{Chck Gk 1o vinw 0odes or g3 23 page 13)

(Chack Lt
[} ves [] 1o

18, Trainng OYectva

IBRCERENENT

18 AGENCY USE ONLY

To my knowledge this training is nol available
through any Local, State or Federal Agency

1. Direct Costs and Agoropriation ! Fund Chargeabls

ltem Amount Appropriation Fund Amount Appropriation Fund
a. Tuition and Fees $ a. Travol $
b. Bogks & Matedal Costs $ b. Par Diens $
¢ TOTAL $ o TOTAL $
3. Yotal Teaining Non-Geriernament Contribuion Cost 6. BILLING INSTRUGTIONS (Fumish ivoica fo):
Cardholder: Name Card# jast four:

4. Document ! Purthasing Geder ] Requisiton Numbar
Appn:

5, 8 - Digrs Staton Symbot (Exampls - 12-34-5675)
Cardholder signature

Stancard Form 152
Ravised December 2036
Alt previous editions nol usablae.

U.5. Office of Personned Management Faoe |
HSR 1540—‘8‘1‘003—3%\

Enclosure (1)




MCIEAST-MCB CAMLEJO 4200.1
13 SEP 2012

AQ/CH Certification Statement

I certify on that, except as way be noted herein
or on supporting documents, the purchases and amounts shown documented on
thig statement:

1. Are correct and were reqguired to fulfill immediate mission requirement of
my organization.

2. Do not exceed spending limits approved by the Financial Manager.

3. Are not for my personal use or the personal use of the receiving
individual.

4, Are not items that have been gpecifically prohibited by my organization
or by statute (e.g., real estate, transportation, or travel).

5. Have not been split into smaller segments to stay under the micro
purchase limit {currently $3,000.00).

Authorized Cardholder Signature (or electronic certification)

I certify on that, except as may be noted herein or on
supporting documents, the purchases and amounts shown documented on this
statement:

1. Are correct and were required to fulfill immediate mission requirements of
my organization.

2. Do not exceed spending limits approved by the Financial Manager.

3. Are not for my personal use or the personal use of the receiving
individual.

4. Are not items that have been gpecifically prohibited by my organization or
by statue (e.g., real estate, transportation and travel).

5. Is not part of a system or larger purchase exceeding 5100,000.00 in value.

6. Have not been split into smaller segments to stay under the micro purchase
limit (currently $3,000.00).

In making this certification, I understand that the cardholder has not
notified me of any duplicated paymenks and/or any fraudulent or improper
charges to their account. The cardholder will be responsible for repaying my
organization up to the amounts permitted by regulation for any purchases that
do not meet the above requirements as determined by audit and/or
reconciliation. I also understand that the disbursing officer wiil charge
for any late interest payment penalties in accordance with the Prompt Payment
Act.

Signature of Approving Official

G-l Enclosure (1)
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Property Record Information Form

. B H 3

123456 7] |3a|56189 | [sle7a90 (2 ]234se {1se [12]234]s6]{7m9fe[1]2]y] assvs |90 i BT RRR IR g
d LRV 58 " | s i g S A 3 e PR B I HE ki s g
Teoilane e1g s
azb Fos o
o
o o |+ il
gs PROPERTY NUMBER &
I I i 1
51 PROPERTY ITEM £
g iE 2
g E HANUFACTURER. ____
1. tron wemRs
» HMODEL NUMBER.
o ) o ' oo U & S0 TIIAL ATIUSY ELIE {888 voR
i SERIAL NUMBER
E 32, smEioc Er P piodaniy
E PRICE H
A LOGATION OF PROPERTY. . GTHER IHFCG
o
“ RANE :
b2y PRINT HMNAME:
UNTT/SECT:
E :PHORE 1
K3 SIGHATURE: —
HE -
8 7
| ]
H ®
n 8
PROPERTY RECORDS
INSTRUCTIONS
To help Cardholders stay in complinnce with the NAVSUPINST 4200.99, ‘'This office is aware that not ail
properly purchasced will he added fo the Unlts CMR. As per the instructions all piHerable items that have
ready vesale value or application {0 personnl possession aud that arve suhject to theft must be entered in to an
appropriate property control systeni, Above is a simple way for all Units to be in compliance with the
regulations, Property control number is cardholder’s Initinls and the Julinn date, Property Item purchascd
(digital camera, fax, ete.l) Manubnclarer (Sony, Fellows, cte...) Model Number, Servial Number, Price, andd
Location (where the property item will be kept). Printcd Name of Receiver. Signnture of Receiver. Date
raperly was signed for. The Peoperty Control number must be annotated on the frong of flie Porchase
Request in the space provided, This form must be sitached to the buck of the purchase request.

H-1 Enclosure (1)



