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Encl: (1) Government-Wide Commercial Purchase Card Internal Operating 
Procedures 

1 . Situation. The Government-Wide Commercial Purchase Card (GCPC) provides 
a streamlined and simplified acquisition method in a decentralized manner. 
Management of this program by all involved is central to its success . 
Participants at all levels shall ensure the appropriate and responsible use 
of this critical capability . 

2. Cancellation . MCIEAST-MCB CAMLEJO 4200.1, 

3. Mission. To promulgate local GCPC Internal Operating Procedures (!OP) 
contained in the enclosure (1), for all participants to supplement guidance 
contained in the references. 

4. Execution 

a. Commander's Intent and Concept of Operations 

(1) Commander's Intent . To maintain the integrity of the local GCPC 
program by providing operational support and oversight using internal 
management controls. 

(2) Concept of Operations 

(a) The Director of Contracts (DOC) has staff cognizance over the 
GCPC program and is guided by references (a), (b), and (c) in the performance 
of his/her duties. 

(b) Under the provisions of reference (a), Commanders are 
reminded the GCPC shall be used to purchase items that are a bona fide need 
to meet a minimum Government requirement in terms of quality and quantity. 
All purchases shall have a logical relationship to the appropriation charged, 
shall not be prohibited by law, and shall not be spilt to circumvent the 
micro-purchase threshold or other single purchase limits. 

DISTRIBUTION STATEMENT A; Approved for public release; distribution is 
unlimited. 



b. Tasks 

(1) The DOC shall: 

MCIEAST-MCB CAMLEJO 4200.lA 
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(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 (APC), in an 
official letter of delegation, to be responsible for day-to-day oversight and 
audit management of the program. 

(2) Affected Commands and Staff shall: Be responsible for performing 
oversight of their local program and program participants following the 
guidance provided in this Order and its associated references. 

5. Administration and Logistics. The Level IV APC shall provide 
administrative and program management controls for Level V APCs who manage 
base or tenant command Approving Official and Cardholder accounts. 

6. Command and Signal 

a. Command. This Order is applicable to Marine Corps Installations 
East-Marine Corps Base, Camp Lejeune (MCIEAST-MCB CAMLEJ) subordinate 
commands, tenant commands, and any command, unit or activity supported by the 
GCPC program. 

b. Signal. This Order is effective th:;:.~~ 

~~ ... -----
eputy Commander 

DISTRIBUTION: A/8/C 
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Chapter 1 

Introduction 
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1. Introduction. The GCPC program is a 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) $2,500 for a service(s); 

(2) $2,000 for construction; or 

(3) $15,000 Continental United States and $30,000 Overseas Continental 
United States for Contingency/Humanitarian Operations. 

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

(1) $25,000 as a miscellaneous payment for Commercial-Off-The-Shelf 
(COTS) training; 

(2) $25,000 as a stand-alone method of procurement OCONUS 

(3) $50,000 for Defense Logistics Agency Document Service (DLADS); and 

(4) A method o f payment f o r contracting methods above the micro
purchase threshold. 

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

a. Naval Supply Systems Command provides GCPC policy. Instruction 
ma nuals and procedural guidance are available at the CCPMD website 
(ht t ps: / /www.navsup .navy .mi l/ccpmd) which includes the following: 

(1) NAVSUPINST 42 00.99b, DON Policy f o r Operation and Management of 
the GCPC; 

(2) Desk Guides for Agency Program Coordinators (APC), Approving 
Of ficial (AO) and Card Holders (CH) c ontain information on day-to-day 
operations; 

(3) Purc hase Card Policy Notices (PCPN) provide new policy guidance; 

(4) Purchase Card Administrative Notices (PCAN) are administrative 
announcements; 

(5) NAVSUPINST 4200.8 5, Simplified Acquisition Procedures Manual; and 

(6) CCPMD notices and training updates. 

1-1 Enclosure (1) 
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b. USMC, GCPC Standing Operating Procedure (SOP). This SOP provides 
specific GCPC policy and guidance for all USMC commands and activities using 
appropriated funds. 

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

(1) Purchase Card Office Notices are supplements to the GCPC !OP that 
provide new policy or procedural guidance. 

(2) The APC may publish periodic newsletters to provide reminders, 
policy updates, or procedural guidance . 

1-2 Enclosure (1) 



Chapter 2 

Program Management 

MCIEAST-MCB CAMLEJO 4200.lA 
1 7 JUL 2015 

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

a. DoD. Level I Manager GCPC 

b . DON/CCPMD. Level II Manages Navy and Marine Corp GCPC 

c . USMC APC Level III. 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 AO . 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), 
Director of Contracts (DOC), Commanding Officer/Department Head (CO/DH), 
Comptrollers/Financial Managers (FM), AO, and CH. Their r oles and 
responsibilities are detailed in the USMC GCPC SOP with additional direction 
in this !OP. 

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

b . DOC is responsible for the coordination and execution of the GCPC. 
The DOC has delegated the GCPC duties to the Level IV APC. 

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

3. Accountable Officials. APCs, AOs/Certifying Officials, CH, Convenience 
Check Custodians/Check writer (CCC) 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, Level IV APC (Regional) and Level V APCs (Activity) are responsible 
for day-to-day oversight, program management, and duties to include: 

(1) Set up and maintenance of accounts and records for program 
participants. 

(2) Maintaining training records for three years and appointments for 
six years and three months after the appointment termination date. 
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(3) Reviewing Program Audit Tool (PAT) submissions five days after 
statement closes. 

(4) Res olving delinquencies within ten days o f statement closure. 

(5) Level IV APC and Level V APC will conduct a 100 percent monthly 
review of all transactions within MCIEAST-MCB CAMLEJ . 

(6) Additional duties are included in page 12 of reference (b). 

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

(1) AO is nominated on the Purchase Card Setup Form by the CO/DH . 
(See Appendix Al 

(2) APC prepares a letter of appointment and Appointment/Terminatio n 
Record (DD Form 577) f or AOs. The AO acknowledges appointment by signing 
their appointment letter and DD Fo rm 577. 

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

c. CHs are the legal agents, with primary responsibility f or proper use 
o f the card, t o purchase supplies and services per their delegated autho rity. 

(1) CHs are nominated on a Purchase Card Setup Form by the AO. (See 
Appendix A) 

(2) The APC issues the CH a letter of delegation (LOO) granting 
limited contracting authority as directed by the DOC. 

(3) The CH acknowledges the delegated authority by signature on LOO 
and signature on the DD Form 577. 

d. The CCC is responsible for security and proper/authorized use of 
convenience checks. 

(1) The CCC is nominated on a Purchase Card Setup Form by the AO. 
(See Appendix A) 

(2) The APC issues the CCC a·LOD granting limited contracting 
authority as directed by the DOC, 

(3) The CCC acknowledges the delegated authority by signature on LOO 
and signature on the DD Form 577. 

e. The FMs are responsible for the allotment 
assigning Reporting Unit Codes, assigning default 
and adding or changing default LOAs in Citibank. 
default LOA and sign Section III of Appendix A. 
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of Unit/Agency funds, 
Lines of Accounting (LOA), 
FMs will provide the 
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Chapter 3 

Program Requirements 

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 AO. The AO 
should be the CH's supervisor, or of equal grade, or in the direct line of 
authority. To ensure proper supervision, the AO and CH must be co-located. 
The funds approver cannot be the AO or CH. Neither the AO nor CH can be the 
receiver of item(s) procured with the purchase card. The requester cannot be 
the AO. 

3. Training is outlined as follows: 

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

(1) Defense Acquisition University (DAU) Training. 
https://www.atrrs.army.mil/channels/navyedacm/Public/DODConsentForm.htm 

(2) OCONUS Shipment Training. 
https://www.navsup.navy.mil/ccpmd/purchase card/nuggets 

(3) Certifying Officer Legislation Training. For AOs, AAOs and 
APCs. 
https://dfas4dod.dfas.mil/training/Courses/COLBasics/index.htm 

(4) DoD Standards of Conduct Office, Annual Ethics Training.is a 
fis cal year requirement. https://twms.navy .mil/login.asp 

(5 ) DON Purchase Card AO/CH Certification provided by CCPMD, is 
required every two years. https://www.navsup .navy .mil/ccpmd/ 

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

c. Pre/Post Depl oyment Training will Expedite Account Reactivation and 
Reissue 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. PAT Training . PAT training is provided during l ocal policy training. 
There is also a tutorial 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 local policy training. 
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b. A score of less than BO percent will require remedial training. 

c. An OGE Form 450 is required for CHs that purchased more than $100 , 000 
and AOs that certified payment documents for more than $100,000 in the 
previous fiscal year (FY) . 
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Chapter 4 

Account Information and Procedures 

1. Safeguarding 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 
circumstance 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 be reported up the chain of command and to the APC. 

d. APCs can reissue cards or cancel cards at any time a compromise is 
suspected . 

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 AO 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 the APC by email 30 days 
before departure for unit deployment. 

a . AO accounts are suspended and CH accounts are terminated when units 
deploy . 

(1) AO accounts are suspended when the AO 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 
surrender their card to the APC prior to deployment. 
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b . The unit AO 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 AO shall make arrangements with the APC 
for storage, 

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 Appendix A to appoint the new AO or 
CH. 

a. The outgoing AO must have their account audited by the APC . Upon 
completion of the audit , the outgoing AO and new AO 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 AO must verify all outstanding charges are reconciled before the 
CH gives the card to the APC, and sign his/her DD Form 577 to terminate the 
appointment. 

c. 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 accounts 
payable documents (statements, invoices, dispute documentation, receipts , 
etc . ) shall be retained for a period of six years and three months. 

4-2 Enclosure (1) 



Chapter 5 

Purchase Card Procedures 
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1. Purchase Card Limits and Authority. The AO and CH delegation letter will 
specify their authorized spending limits. The cycle 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, expansion, extension, alteration o f 
an existing facility (e.g., repair to central heating/air conditioning 
system, plumbing, windows or panes, doors, roof, etc.). 

(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.). 

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

(4) $25,000 as a method of payment in conjunction with the SF-182 f or 
COTS training. 

(5) $50,000 for DLADS 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. 

c. 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. Convenience Checks may be used as last resort method of procurement 
below the micro-purchase threshold. When the CH is unable to find a vendor 
to accept the purchase card to fill a bona fide need, the AO will request a 
convenience check by forwarding the approved Purchase Card Request Form 
(PCRF) to the CCC. 

e. Splitting a requirement/purchase by time, vendors, items, or CHs to 
circumvent the micro-purchase threshold or any CH authorized threshold, 
regardless whether the requirements come from different departments or use 
different funding, is prohibited. Splitting requirements may be intentional 
or unintentional. Neither are excusable. AOs and CHs must be aware of unit 
requirements. 

f. Utilization of Small Businesses. CHs and AOs are reminded of the 
importance of considering small businesses when buying goods and services at 
or below the micro-purchase threshold. CHs should consider small businesses, 
to the maximum extent pratical, when making micro-purchases. 
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g. The GCPC will not be used to pay unauthorized commitments (UAC), 
without the approval of the DOC. 

2. Purchase Card Request Form (PCRF). CHs will ensure a PCRF is prepared 
before each purchase. It is the CH's responsibility to fill out the form to 
reflect required research was conducted and approvals were granted before the 
purchase. CHs will check each box and complete their area of responsibility 
on each request. The PCRF is an official document; the use of pencils, 
blackout, correction tape or whiteout is unauthorized. A single line may be 
drawn through errors and initialed. (See Appendix B) 

a. Requester Information 

(1) The requester's name, section, and the date requested must be 
present. All changes to items requested (e.g., nomenclature or quantity) 
will be verified by email from the requester or initials of the requester on 
the PCRF. 

(2) CO/DH signature is required for non-system property items (e.g., 
watches, televisions, Global Positioning System (GPS), etc.). A necessary 
expense letter is required when there is a question regarding appropriated 
intent. 

(3) When applying the necessary expense rule, expenditures can be 
justified after meeting a three-part test: There is logical relationship to 
the appropriation use, the purchase is not prohibited by law, and the 
purchase is not funded by other appropriation of statutory schemes. 

(4) Provide a layman's description of the item. If there is an 
attachment, a brief description of the item/s requested is required. "See 
attachmentn is not a description. 

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

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

(1) Prohibited items and required waivers. For a list of prohibited 
items and waivers, refer to Appendix C of this Order. Details for prohibited 
items are contained in references (a) and (b). 

(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.) 

5-2 Enclosure (1) 



MCIEAST-MCB CAMLEJO 4200.lA 

1 7 JL·'~ .:.LIS 

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

(1) The first source of supply for office supplies and janitorial 
shall be from Base Supply Stores/ServMarts followed by USMC Virtual ServMart 
and DoD EMALL . 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. 

(3) CHs are encouraged to use small businesses whenever possible. 

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.S. Government business and is not subject to state, 
local, or Federal taxes." GSA state tax exemption letters may be obtained 
at : www.gsa . gov 

e, Vendor Information. The vendor's name, address, and telephone number 
shall be typed or written on the PCRF. A point of contact information may be 
added if available . 

(1) When using ServMart, DoD EMALL, or other Internet sources, write 
DoD EMALL or GSA before the vendor ' s name and complete the vendor information 
as required. 

(2) CHs will have a PCRF for each vendor. The vendor name on the 
PCRF and Purchase Card Log must match the bank statement. 

(3) Print and attach the DoD EMALL 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 AO signature date. 

g. Required Signatures . Three original or digital signatures are 
required before each purchase (FA, CH, and AO). Two original signatures are 
required after each purchase (Receiver of Goods (ROG) and AO verification) . 
Original signatures must be dated by the signee. First and last names must 
be printed or typed below the signatures. Use of signature stamps on the 
PCRF is prohibited . 

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

(4) The AO will verify the FA and CH signatures, and certify the 
purchase is necessary for official Government use by signing the PCRF. 

(5) ROG is a Government official from the section that originated the 
request; this person 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 receipt of a supply or service, the AO will verify the 
existence of a receipt/invoice and acceptance by signature on the PCRF. 

3. Placing the Order. The GCPC may be used for telephone, Internet, or in
store purchases . Use of PayPal or similar third party payment processors 
must be avoided whenever possible. The only exception is when no other 
source for the item/service is available. 

a. Contact Citibank if the card is declined. 

b . If the decline is for a blocked Merchant Category Codes, contact the 
Level V APC for force authorization instructions. 

4. Purchase Card Log. CHs will make a log entry in call number sequence 
immediately following the purchase of supplies or services. Each CH must 
prepare and maintain a log with one sheet/book per cardholder. (See Appendix 
D) 

a. 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 
numbers are recorded in sequence on the Purchase Card log (e.g., BCOMOl-001, 
BCOMOl-002 etc.). Start a new call number sequence at the beginning of each 
FY. 

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

c. The CitiDirect online purchase card log is mandatory for reporting 
transactions made by units deployed or stationed OCONUS and transactions made 
in support of a declared humanitarian or contingency operation CONUS and 
OCONUS. 
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Comrnercial-Of f-The-Shelf (COTS) Training 

1 . COTS Training. The GCPC may be used for COTS training at or below 
$25 , 000. AOs will verify SF-182 training requests are for job-related 
training, regularly scheduled, and open to the general public (e.g., an 
event, conference, or instructional service available to the public), and 
priced the same for everyone in the same category (e.g., price per student, 
course, program, service, or training space). A DoD installation is not open 
to the public. 

a. Job-related means training directly related to the employee's job and 
designed to enable employees to handle their job more effectively. When a 
training course is instituted for the bona fide purpose of preparing for 
advancement through upgrading the employee to a higher skill, and is not 
intended to make the employee more efficient in his/her present job, the 
training is not considered directly related to the employee's job even though 
the course incidentally improves his/her skill in doing regular work. (29 CFR 
Ch.V (7-1-12 Edition), 785.29) 

b . The Comptroller General of the United States interprets "regularly 
scheduled" as being applicable to situations such as courses offered at a 
fixed price at an announced date, time and location by colleges, 
universities, professional associations, or groups which are open to the 
general public. (GAO Decision B-210334) 

c. Open to the general public means the training can be accessed by non
employees of the Federal government. This includes the venue at which the 
training is being held. This means anyone can pay and attend the same 
training event offered by the vendor. A DoD installation is not open to the 
public . 

2. For academic degree completion and leadership development programs, 
contact your local Human Resource Office (HRO) for guidance. Without prior 
approval from the DOC, the GCPC is not an authorized mechanism to pay for 
academic degrees. 

3. Training Request. All requests for training shall have a SF-182 and 
purchase card request form, regardless of the dollar value. 

a. Section 8. Block 19 shall contain the statement "To my knowledge, 
this training is not available through a local, state, or Federal agency." 

b. Section C. Block 6 shall have detailed CH information including 
name, last four digits of the card number, expiration data (MM/YY), billing 
address and telephone number. (See Appendix E) 

4. Purchase Card Request Form. CHs shall prepare a purchase card request 
form for each SF-182. 

a. Training requests ranging from $3,000 to $25,000, must have APC 
authorization to exceed the SPL before entering into an agreement with the 
vendor to perform the training. (See paragraph 4a below) 
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b. To request authorization to exceed the SPL, the AO/CH must submit an 
approved PCRF and an approved SF-182 (with all required signatures) to the 
agency APC no later than 30 days before the event start date. 

c. The APC will provide a SPL increase authorization or direct the AO/CH 
to send the request to contracting via PRBUILDER. 

5. On Base/Station Training. On occasion, it may be more effective to 
request an instructor provide training at the base/station, rather than to 
pay travel to the instructor's location. 

a. When the requirement is above $3,000, the unit shall send the 
request to contracting via PRBUILDER. Use of the GCPC is not authorized in 
these cases (see paragraph 1 of this Chapter). 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. 

b. When the requirement is below $3,000, the GCPC card may be used as a 
payment method in conjunction with an approved PCRF and SF-182. 

6. Split Purchase. Known requirements for commercial training shall not be 
split into multiple increments to avoid the $3,000 micro-purchase threshold 
or $25,000 miscellaneous payment threshold. 
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Chapter 7 

Stand-alone Method of Procurement up to $25,000 

1 . OCONUS Use 

a. The GCPC may be used OCONUS as a stand-alone method of procurement for 
commercial supplies and services without a contract up to $25,000 with the 
proper delegation of authority. 

b. CONUS, for the purpose of this policy, means the 50 states and the 
District of Columbia, the Commonwealth of Puerto Rico, the Virgin Islands, 
the Commonwealth of Northern Mariana Islands, Guam, American Samoa, Wake 
Island, Johnston Island, Canton Island, the outer Continental Shelf and any 
other place subject to the jurisdiction of the United States (not including 
lease bases) . 

2. Authorization 

a . Only the DOC may authorize the $25,000 SPL. The intent of this 
chapter is to provide direction and guidance for use of the GCPC overseas up 
to the $25,000. 

b. Authority is decentralized to the maximum extent practical. 
Therefore , approval levels vary to best manage the associated risk inherent 
to increased spending authority. 

(1) DOC shall: 

(a) Manage and provide oversight. 

(b) Maintains SF-1402 signature authority for non-warranted CHs. 
This is not to be sub-delegated . 

(c) Approve acquisitions when a warranted Contracting Officer is 
not available at the using unit. 

(2) APC shall; 

(a) Provide supplemental local policy training. 

(b) Prepare and submit SF-1402 (CH delegation warrant) to the DOC 
for signature (not required for contract specialist). 

(c) Amend delegation letter and DD Forms 577 for OCONUS spending. 

(d) Increase CH SPL for purchases above $3,000. 

(3) AO shall; 

(a) Complete CON237 and OCONUS local policy training. 

(b) Acknowledge appointment by letter and DD Form 577. 
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(c) Approve GCPC use above $3,000 by signing Appendices Band F. 

(4) Cardholder (CH) shall : 

(a) Complete CON237 and OCONUS local policy training. 

(b) Acknowledge SF-1402 appointment on delegation letter and DD 
Form 577. 

(c) Make purchases in accordance with reference (a) . 

(d) Prepare Appendices B and F for OCONUS purchases . 

(e) Forward Appendices 8 and F to APC for SPL increase. 

(f) Record all transaction on Citibank online purchase card log. 

(5) Warranted Contracting Officer shall : 

(a) Use Appendices 8 and F for OCONUS purchases. 

(b) Record all transactions on Citibank online purchase card log. 

3. Purchase Instructions. All processes in OCONUS spending shall be in 
support of deployed Marines overseas. 

a. The purchase shall be competed or a sole justification provided. 

b. CHs prepare a PCRF and OCONUS GCPC Acquisition Documentation Record 
(OGADR) . (See Appendix F) 

c. Forward to AO for approval . 

d. A using unit warranted Contracting Officer must review and approve 
the purchase to have the CH SPL increased . If there is no using unit 
Contracting Officer, review and approval shall be obtained by a MCIEAST-MCB 
CAMLEJ warranted Contracting Officer. 

e. CHs forward approved PCRF, OGADR and sole source justification (if 
applicable) to the APC to have their SPL increased . 

4. Sole Source Justification. Requests for sole source procurement shall be 
approved by a Contracting Officer. 

a. A sole source justification should explain the uniqueness of the 
product or service required and why the requested supply or service is the 
only one that will meet the Government need. 

b . Statements such as only known source, only source that can meet 
required delivery date, etc.; are not adequate justification for soliciting a 
requirement on a non-competitive basis . 

5. Reviews. The AO shall submit a copy of the PCRF, OGADR, invoice, and 
other related documents (e.g., sole source approval) to the APC for PAT. 
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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 holders" and follow the 
registration instructions. 

b. AOs receive two emails from Citibank. One contains a pass code, and 
the other contains a registration identification (ID). Select "Self 
registration for non card holders," copy and paste the pass code and ID, and 
follow the instructions. 

c. The GCPC billing address for MCIEAST-MCB CAMLEJ, concerning all AOs 
and CHs is PO Box 8478, Marine Corps Base, Camp Lejeune NC 28547. 

d. To maneuver in Citibank, select "Web Tools,• "Citidirect Card 
Management System,• " SP-2,• then "Inbox." 

2. Certification. The billing cycle begins on the 20th of each month and 
ends on the 19th 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 AO 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. 
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(1) The CH must contact the vendor to attempt to resolve the charges; 
if they cannot be resolved with the vendor, the APC will be notified (PAT 
reportable). 

(2) Complete and fax a dispute form to Citibank. Disputes will not 
be processed if a form is not submitted. Citibank does not process sales tax 
disputes. CHs may dispute sales tax with the vendor. 

(3) Call Citibank (1-800-790-7206) for additional guidance. 

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

c. Online Certification. To certify, login to Citibank, select "Web 
Tools," "Citidirect Card Management System," and then "SP2." 

(1) Select "Inbox," "Current Status," and find the 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 click the mouse and 
print the statement. If you pass the certification statement, use Appendix 
G; 

(5) Proceed, and the status changes to "Pending Approval;" 

(6) Print, sign, and date the statement; 

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

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

4. AO Reconciliation. AOs 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 unable to reconcile the statement, the AO 
will certify the statement (and reconcile when the CH is available). 

b . AOs certifying electronically are required to print, sign, and 
maintain their monthly statement for each billing cyc le. 

Note: To print the statement, on the Home Landing Page, select "Card Number 
Equals;" use drop down select "contains;" enter the last six digits of the AO 
account number. Select the following: "Search," "View Statements," (to the 
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." 
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(1) Go to "Inbox," "Current Status," and find the current month; 

(2) Select CH statement, and reconcile each transaction; 

(3) You can dispute any incorrect transaction; 

(4) Select "Approve," a note box appears , and proceed; 

(5) When the statement appears, print the statement and "Certify;" 

(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 10, paragraph 3 of this Order. 
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Chapter 9 

Program Oversig~t and Review 

1. Program Oversight. APC audits and PAT are file reviews designed to 
teach, prevent, identify, and provide corrective action in instances of 
misuse, abuse, fraud, or mismanagement. It is the AO's responsibility 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 pilferable 
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 AO 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 Order to the file review. 

(2) Significant discrepancies may require the AO and CH to repeat the 
local training class. 

b. APC audits are 100 percent transaction reviews scheduled and 
performed at the discretion of the APC. Completed originals of the AO and CH 
purchase file, delegation letter, and DD 577 will be delivered to the APC 
upon request. The APC will schedule an audit for all accounts within an 18 
month period unless there is a change of AO. 

c . CH files will be audited prior to relief. 

d . 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 DOC. 
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(3) The APC will suspend the account for (Reportable) serious 
violations and report the offense to unit/agency CO/DH for disciplinary 
action. 

e. Change of AO Audits are conducted by the APC in conjunction with the 
account turn-over to a new AO. All transaction files since the last audit 
will be reviewed. 

(1) During the audit, the CH account(s) are set to one dollar. If 
there is an alternate AO on the account, new requests/PCRFs may be sent to 
the APC to have the SPL increased. 

(2) If the AO departs without notifying the APC, the account may be 
suspended until an audit is completed. 

(3) Supported units at remote locations from CAMLEJ will send records 
via certified delivery at unit's expense. 

f. Audit results are sent to AO for review and co rrective action. After 
corrections are made, the audit results with corrective action/s taken are 
forwarded to unit/agency CO (Battalion level or above)/DH and the 
Comptroller. 

3. Fraud and Abuse Indicators. During audits/reviews APCs will l ook 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. 

c. 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 or days apart; 

(5) Sequential invoice numbers; 

(6) No receipt provided; 

(7) 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. 
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a. Items with a ready resale value and applicable to personal use shall 
be 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 numbert item name, manufacturer, serial 
number and location of accountable items. The prepared 1348-1 property form 
in Appendix H may be used or a local property document with the required 
information . 
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1. Discipline Guidelines. The GCPC shall only be used for authorized U.S. 
Government purchases to satisfy a bona fide need. Intentional use of the 
GCPC 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 as required. 

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. Occasionally, the CH/AO may be 
required to reimburse the Government for unintentional use of the card where 
no fraudulent intent is suspected or found. 

3. Account Suspension. There are three reportable misuse categories that 
will result in the immediate suspension and U.S. Treasury reimbursement when 
appropriate: 

a. Unauthorized Use. The card account will be suspended for use of the 
GCPC for a requirement not approved by the AO, attempts to defraud the 
Government or use of a CH's card by someone other than the CH. A CO's (0-5 
or above)/DH's letter describing disciplinary action taken and instruction to 
retain or remove personnel involved from the program is required to reinstate 
the account. An example letter is provided in Appendix I. 

b. Splitting Requirements. Splitting a requirement will cause the 
account to be suspended. The AO, AAO, and all CHs 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 (0-5 or above)/DH to the DOC 
explaining the circumstances and procedures implemented to avoid recurrence. 
An example letter is provided in Appendix I. For a second occurrence within 
a 12-month period, the reinstatement letter must be routed through the chain 
of command and signed by the first General Officer requesting reinstatement. 
This letter cannot be signed "By direction.n 

c. Purchase of Prohibited Items. If a CH purchases a prohibited or 
unauthorized item (e.g., a gift, alcohol, etc.), the account will be 
suspended until the AO provides the APC a letter or administrative 
resolution. Options for resolution of prohibited items purchased are as 
follows: 

(1) CO (0-5 or above)/DH provides a necessary expense determination 
or disciplinary action letter to the DOC; 

(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). 
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4. PAT and Account Certification. Failure t o certify the stateme nt f or 
payment and submit PAT documents five days after the cycle ends wi l l resu l t 
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 cycl e , 
account is paid, and PAT requirements are approved by the APC. 

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

S. Unauthorized Commitments. An unauthorized commitment is an agreement 
that is not binding s olely because the Government representative who made the 
obligation lacked the authority t o enter into that agreement on behalf of the 
Governme nt (FAR 1.602). Only CHs are authorized to place orders against a 
GCPC account. Ordering and acceptance of supplies and services without 
benefit of a legal contract may incur a personal liability t o the individual 
who made the c ommitment. CHs shall no t use the GCPC to pay unauthorized 
commitments unless directed by the DOC after ratification. The ratifi cation 
checklist can be f ound at the f ollowing we bsite: 
http : //www.mcieas t.marines.mil / Por t a l s / 33/Documents/Contrac t i ng/Rati ficationi 
20Chec klist.doc 
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1. PAT. PAT is a web-based program that contains a set of rules called 
Summary Filters and Transaction Filters. Summary Filters monitor program 
management activities. Transaction filters monitor purchase card actions. 
These filters flag certain transactions (e.g., split purchases, PayPal, 
similar vendors, suspicious activity, etc.). Questionable transactions are 
sent to the AO's Card Management System account for review and explanation. 
PAT makes the AO accountable for transactions of interest. 

a. PAT will filter transactions up to three business days after the 
billing cycle ends. 

b. AOs have five working days after the cycle ends to review filtered 
transactions and forward supporting documents to their APC. 

c. Supporting documents are copies of the following: 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 SF-182 
for training. 

d. AOs shall answer questions for each filtered transaction. Submitting 
false PAT information or documents is cause for removal from the GCPC. 

2. Access. To access PAT, login to Citibank, select "Citidirect Card 
Management System," and then "SP2." 

a. Go to "Reporting," select "Program Audit Tool," and then "OK"; 

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

c. Select the "Not Reviewed" transactions, and answer the program 
questions; 

d. Review questions, select "Review Complete" so the status changes to 
"Pending Approval"; and 

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

3. Level III APC (CMC) Review. All PAT transactions are forwarded to the 
Level III for review. The Level III APC may reject and return transactions. 
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APPENDIX A 

Report Control Symb61 Dl>75~11 RFR REXEMPT 

SECTION I 

MARINE CORPS INSTALLATIONS EAST 
PURCHASE CARD SETUP FORM- INSTRUCTIONS 

To nominate an Approving Official or Cardhatder, the UnillAdiv~y mual complete Sedlon II & Ill below tllen submit to lhe Agency Program Coordinator 

1. APPROVING OFFICIAUAL TERN.I\ TE APPROVING OFFICIAL·Requires Ille unit Commanding Otr1t1rl0iredo(1 1ignaluro 

2. CAROHOLOER-Requlres Approving Otficlal signalure •nd See1ion 111 Financial & Accounting tntormation must be tompleled by the Complrotler 
SECTION II" APPRO\llNG OFFICIAL IC ARC HOLDER INFORMATION 

N1mo of nominated Approving Ofticial/Cardholder 

"Las!Name I 'First Namo 'Middle Initial I 'R•nk/O"de 

·complete Name of AgencylOrginlzatkin • Verlllclllon lnforrNllon, Pay Enlry/Benefits Sta~ Oale (MMYY) 

'M1IHng .Address • Adivallon lnrormation (4 d•git PIN ol your chorcet 

'Bulldlng Number end Slreet Al!dreu •Business Phone 1 ·Fax Number 

"Nominated Approving OlftO.~ Cardllolder Signature •E-Mail Address 

'Approving Officlal Printed Name I 'Approving OHcial Signature 0 ALTERNATE OR jo REPl.llCEMENT 

'RanlclName of Commanding Olftcer'1liredor I 'Signature of Commanding Ollic:er/Oirector 1 · Phone Number 

"CARDHOLDERS MUST TAKE THIS FORM TO THEJR COMPTROLLER" 

-COMPTROLLER NAME/RANK COMPTROLLER SIGN.l\TURE PHONE DATE 

SECTION Ill" FINANCIAL & ACCOUNTING INFORMATION 

Vntt ldemrfication Cade (UIC) e 9 .. N12345 • Ob~gaUan lndrr:ator. Q et Bulk, (TJ Transadlonal, (OJ CONUS 

"MHter Aa:ounling Code (l.0.1\) • Number ne•t to field description Is required leng1h al fteld 
GA. 2 BFYEFY: 8 APPN: 4 SBHO: ~ OBJCLS; 4 BCN. 5 SA 1 AN\: 6 TT-

PAA: 6 

MCC: 2 
STARSHCM 

ONLY 

SECTION IV 

CC: t2 

USMC only FA: 2 BESA. 2 CAC: 4 BRC: 2 

REPORTING PARAMETERS 

J Reporting ~ierarc'1y: h I 00701 

SECTICNV 
I iL~il 00021 I 4 I 00013 I s I 

AIJTHORIZATION PARAMETERS 

• Monthly Cyde Lim~: $ •Single Ootlar Tr•nsadion Llmil $ 

Note: Field• marked with an " asiensk must be complelld or the form wilt be returned. 

Date/ received. ---------

MCIEAST./ACB CAMLEJ/CONTIS (71131 PREVIOUS EDITIONS ARE OBSOLETE 

A- 1 

RON 3 RBC t FC 2 

CALL# 

AOOBE 90 
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APPENDIX B 

Ru1>orliny Requirement 00·7500-11(Rl'R1:.Xl.:Mf'T) 

MCIEAST-MCB CAMLEJ PURCHASE CARD REQUEST FORM 

Rnnun~tcr"s Namn phnnn N"mbe•· ~-·a 

I nnnn.•m .. nl And SQl'.llnn II I PRIORITY I I EMEl'!GE NCY I I ROUTINE 

IAW NAVSUPINST 4200 99b. lhls request ls for a Bona•ftdc need lor which apprcprlntion Is avallnblo to m~t lho minimum government requlrumunl 

COIOIR Prlnl Name CO/DIR Slgnntura loale 

Doscrlptlon/NomonclaturCJ (attach list If noodod) (mako I modal / pn I n•nl QTY U/I Unit Price Total Prlco 

Justlflcatlon (attach additional eh1111ts ae noodod) .,.ft,:.---· 

Pro-Purchase Chockllet: !Cerdholdor USE ONLYI FIPS AND DOCUMENT NUMBERS 
1 Is this llcm/a on Iha prohibited llsl? §Yes §No DOC Number .. 2 Is this a "splll buy .. ? Yes No 

I Rue 3 Related vendors for like lh~m? Yes No FIP. 
4 G/6NMCI Waiver lor lTl\llllrelt!ss Radio Equipment requ'red? r r 5 Commerci:il Vidoo/l\udlo/Medlu waiver required? Vas No LOA. 
0 Hazardous Mnlertal wnlvnr required? Yo~ No HAZMATAUL# 
7. ls this accountable propurty? Yes No 
8 Commordnl ell !ho Shelf Trnlnlng SF 182 Rcqulrod? Yes No Propeny Control# 
9 . OCONUS Worksheet u1qulrdd? Yes No 

Screened Roqulrod Sources bolow: (C11rdholdor USE ONLY) 

Local Supply/Agency lnvenlory/ServM11rt (ECVC) Av:1Hnblo? D Yes 0 No 
Ottlce/IT Jonltorlot supplies USMCS!:;RVMART hltps/lwww uamcservmurt gsu gov Av1tllablt1?0 Yes 0 No 
Office/IT Janllor1al supplies DOOEMl\LL hltpa.//dod.emall.dla.mll/ Available? D Yos 0 No 
Furniture NAVSUP FLC, Nor1olk htlp //ocqul$llton nnvy mill Avollobla? D Yes 0 No 
Wireless Servlct111 Nl\VSUr FLC, Snn Diego hUp:/lwww novsup navy rnlllnavaup Avniloble? D Vos 0 No 
GSI\ wholesale GSA hllp //www.gs .. udvanlag" gov Available? D Yes 0 No 
PrlnUng DLllDS http./IWINW.documenlscrvicos.dla mll Available? D Yoa 0 No 

Type of order I I Phone I I Over tho Counlor I I lnlcrnel I l Olhor 

Ensuro vondor Is scroenod for tho foHowlno: (Cardholdor USE ONLY) Roqulrod algnaturoa prior to tho purchaso: 

Docs Vendor Accept Governmcnl Purchoso Card? D y.,. 0 NO Fund• Approvod by 

Ooea the Vondor Chargn ftnlcs tnx or crcdll cnrd Ices? 0 Yoa 0 NO 
Signature: 

Docs Vendor use Third Party Card processor (iu Puy Pall? 0 Yno D No 

Does lhe lolul price quoled lncludtt all ahipplno cha19es? D Ye• D No Tllle(Prinl) Name (Flrs1. Ml, Lnat1 DATE 

Is this Fiii or Kiii (NO BACK OROERS)? D Ye~ D No Card Holder 
Slgnnturo: 

lnlormed chnrgos cannol be processed prior lo delivery D Yna D No 

Vondor Information (CARD HOLDER USE ONLY) T1tlu(P1inl) Numu (Fusi. Ml, Last) DATE 
Nnrnc, AO Approval 
Addrnss Sfom•tura: 

Phone Numbdr. lpoc Tiiie IPrlnll Name (Flrml. Ml. Lnsl) DATE 
Order lnformntlon Rocolvar must sign S•los Rocofplllnvolco lo vorlly quanllly 

Coll Numbr" Oale Ordert1<.I Rec111vod By 
Slgnnturo: 

Esl Dcllvary· Aclunl Cn~I · 

Dale Re~lvod Tille {Prlnl) Name {First Ml, Lnsl) DATE 

MISC UNIT INFORMATION Vormcatlon of Sato• Rocolpt/lnvofco and Rocolpt/Acceptance 

AO Slgnaturo: 

-lollc (Print) Name (First. Ml. losl) DATE 

lJlgltol Signature CAC card users can digilally sln11 lhlu fu1111 Aller signing lhtt lorrn, save the form to a folder or lo the <.teskluµ. 1111111 allach lhe lom1 In 
an E·M1tll to se11d lo lhu noxl porsonldop.ir1mnnl In lho routing ol tho lorm. 
MCIEAST·MCD CAMLEJICONT/4200 1/1 (RFV 2-15) l'REVIOUS F.DITIONS ARE OBSOLETE AOOl;IE\1.0 

Note: PCRF cannot be modified without approval of the APC. 
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APPENDIX C 

LIST OF PROHIBITED, PERSONAL USE ITEMS, AND WAIVERS 

1 . Prohibited Items. For additional guidance see chapter 4 of reference (a) 
and Attachment D of reference (b). 

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

Anununition (Marine Corps Systems Command responsibility) 

Conference Room rentals (with refreshment) 

Command Coins - without an established unit awards program signed by the CG , 
in accordance with reference (d) , coins f o r senior enlisted personnel are 
prohibited. 

Cash Advance 

Eye exams for prescription safety eyewear 

Fees for guest speakers, lecturers, and panelists 

Gymnasium or health club membership 

Lodging and meals or other travel related expenses 

Marine Corps Ball funding (see reference (e)) 

Repair or towing of USMC owned, GSA leased, or rented vehicles 

Petroleum, oil , and lubricants for fleet assets 

Toner cartridges from other than required s ources 

Overnight delivery service (e.g., Federal Express, United Parcel Service) 

Untested , unapproved equipment and like substitutes (refer t o CG II MEF 
311725Z Jan 11) 

Parts for weapon system items that are critical application items , critical 
safety items, and essential t o end item or weapon system pe rformance 

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

Coffee, creamers, Gatorade, o r any other refreshments 

Clothing 

Food other than those exceptions listed in reference (f) 

C- 1 Enclosure (1) 



Condiments, paper plates, cups, utensils, e t c . 

End of tour awards , plaques, gifts, etc. 

MCIEAST-MCB CAMLEJO 4200.lA 
1 7 JUL 2015 

3 . Required Waivers. Waivers (e.g., Command, Control, Communications, 
Computers and Intelligence (C4I); Supply Management Division; ServMart; etc.) 
do not authorize CHs t o purchase from a commercial source. Required sources 
must be checked first. 

Base/Local Property Offi ce for office items/furniture (e.g., televisions, 
desks , fans, air conditioning units, fax machines, monitors, printers, etc.) 

MARADMIN 37 5/11 stipulates Information Technology (IT) procurement requests 
for all paraphernalia, hardware, and software shall be approved through the 
IT Procurement Request/Review and Approval System located at 
https:/itprocuremen.hqi.usmc.mil. 

National Stock Number items, without a local acquisition advice code, shall 
have a local procurement authorization from the Integrated Material Manager. 
To contact the specific manager, call Defense Logistics Information Service's 
customer service office at 1-877-352-2255 or email DLIS-Support@dla.mil. 

Hazardous materials are approved by Environmental Management Division or the 
Assistant Chief o f Staff (AC/S), G-F Authorized User List. 

Bottled water for buildings must be approved by the AC/Ss of G-F/Base 
Installations/Corps of Engineers. The DOC must approve bottled water for 
exercises or events . 

Guiden waivers 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 Director of Safety. 

II MEF. See CG II MEF G4 311725Z Jan 11. Items listed in Equipment Manuals 
and SL-3s will not be substituted without approval from the program managers' 
office in the form of a Supply Instruction, or published change to the 
equipment manual or SL-3. 

COMMARCORSYSCOM 131317Z DEC 10 notes no substitution is authorized for 
standard Marine Corps issue personal protective equipment, individual combat 
clothing eguipment, 782 gear, or other combat equipment without a specific 
waiver through the chain of command. 

C-2 Enclosure (1) 
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APPENDIX D 

MCIEAST-MCB CAMLEJO 4200.lA 
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CARDHOLDER PURCHASE CARD LOG 
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APPENDIX E 

AUTHORIZA TlON, AGREEMENT A Agency , cod• • g11ncy tul>Ccmant B Requeol Stot111 (Al"t (XJ Ol>t} 

•nd aubmitmg cMce number 0 Re1ubnri11lon 0 •n11i1• 
AND CERTIFICATION OF TRAINING O eonoc1 ... O c•ocd•""• 

:;ect1on A • 1 nl\ NCElNru"M" 11u"' 
Please read lnsttllttlons on 1 aae 6 before CDtnoleUna this fnnn 

1 .4p~lconr1 Nome (Lill Filsr. M- '"'''ol) 2 SOClol Soc..,;ty Nu<l\bof/F •dtta! Em!>loyeo N""'bo' 13 O•lo of Billh (fflY-"'"·ddl 
MARINE IAM A. XXX XX 1775 (PAI} 1775111/10 
I. Home !.ddr1n (Numbtt, S,,..I, City, Sl.>J .. ZIP Co<M) (OpUonoll 5 HomoTtl- IOp"""oil 6. P°'rt"n te<OI /Marlo /)!'}"""' 

(ilndudw A191 ~J 0 1 Non- 11,1pe~•DIY 0 b MaM ger TUN TAVERN 
FRONT STREET 1-800-FOR-USMC 
PHILADELPHIA PA 23600 0 c SuperMDt)' 0 d E.n cuWe 

7. Oiv1nl.t•llon "41lmg /\dd1eu (8 .. n<ll·o..ls<JM'.>trrc:o.5 ... 1o/A11frq)) • OfGc.a T f'ltPMN 9 Wc.t; Emal Addrett 
(lnWdtArH CM • ndfl l•nilon) 

HAllS OF MONTEZUMA 
1-B00-4Rl-GHTS FREEDOM@USMC Mil FIRST TO FIGHT 

-
ID. POllbon Tdc 1,1 ! Dou 1p~nt,;;,ed •P•"•' If rn. PHH d11cr1bl below 

•r::a:imod1tion? 

US MARINE 0 Yet 0 No 

I~. Type or f\pPQlnlment u. ~vw!1!1.l.m4 14 P1y Plan 15 Serlu SB . Gr1dc- 11 seep 

PERMANENT 
(dick 11nli to Y.tw cod•• or go lo f'a.Qt 7J 

OK 03 11 RT 

Section B ·TRAINING COURSE DATA 

11. N1m11 ind Ma1Qng Addreu of Training VendDf (No Slttel, City. Slalw, llP C:ode) 1b Loal.al d Trlining s .. (l s•mo, .,.,~ bor) u 
COMPLETE NAME ANO ADDRESS OF VENDOR 

WHERE THE TRAINING Will OCCUR 

tc. Vendot Tdesihone Number Id V•ndar Em14l Addrt1:H 

REQUIRED IF APPLICABLE {I/A) 
21. Coutae TiU• 1b CourH Nusntler Code l Towung St.n011a 1E,,,.r0.1t••mr- ~ Tt1ining End D1t1t (EnterO.t1 • • Ym"-mm-dnJ 

REQUIRED I/A MANDATORY MANDATORY 

5 T tair11r10 Dutt Houta II Tt11n-.g Han-Out1 HOUta 1. tr•~ ~n><!tt uP"I B !Wl!!tl11!1-'2111 
(~llMlr fO~.rcUt gr gvloprtf~I (Ocl ltllr to WIWaldll Ot'QC' b P'Qlf I) 

I/A I/A REQUIRED REQUIRED 

D. Tf1rn.iJ~ S;jb Tn>o ~odo 10 It~Ci!I~ Ix&?! t;~ 11 !!•'~;,v. O~oo:;••llo!!.Jn>t.C~ 112 Tr1ining C1ed1I I U. !IJ!ima~s!!I~ 
4Cld: lll'lt IO ~ ~f OI go lo P¥i' "J ICk*.,,.. 1tt ~tm.1orgoM,,.o- n1 tC1cu11.Uo'9fwCCdlOfGOIOJ!4Qrf UJ (CkAitltJowtwcrcdt1or~ro,.. tJJ 

REQUIRED REQUIRED REQUIRED I/A REQUIRED 
14. Tu inJng AccredaatJcn Ind.later 15 Continu1d S•Mc:• Agreement Hi Contllued Senric:• Aorecmtnt Eipirat1on 01t1t I H lrUlflll S!Mn.IJltC!lil1 (Ctttdtl.ltiwl llcq•lred I-lot fChect Delo"') (Em' d•t. •• ffl'Y·trm-dtO (CtQMtft)Wl~c::cdtJD/fOIO,,. flt 

0 Y11 0 Na 0 Y11 0 Na 0 NIA REQUIRED 

18 Training Objco1""1 19 .4GENCY USE ONLY 

TO MY KNOWLEDGE THE TRNG IS NOT AVAIL 
ABLE AT A STATE LOCAL OR FEDERAL AGENCY 

Section C - COSTS AND Bl LUNG INFORMATION 

I. Pl,.cl Co•U 1nd .A.ppt0prlot.in I Fund Ch1rge1ble 

Item Amount 

a. TulUan and Fees $ 
b. Books & Material Casts s 
c. TOTAl $ 

3. totoil Tr;alnfng Non Gove:mmen• Contribut:on Coat 

.t. Ooc:.ment I PwctiaMng Older I R1qu11ttion Numbar 

6. B. 0911 Stollon Symbol (Eump/t. 11 J H 079) 

US Olfk• al P1JJaannel Uarui9•n.nt 

Z. Indirect C:O.ta ind Aopm•l•llon I Fund Clllro<11>1t 
ApprolJflellon Fund ltern Amount Approprlallan Fund 

MANDATORY 
a Tr~vel s 

I/A b Per Olern $ 
MANDATORY c TOTAl $ 

a. Bllt!HG INSTRUCTIONS IFvmtsll Invoice lo) 

CARDHOLDER NAME LAST FOUR OF CARD· 
P.0 BOXB47B 
MCB CAMP LEJEUNE NC 26547 
CARDHOLDER SIGN· 

-

E-1 

lltan~"d Fotm 112 
Revl1ed Oeum~r 2001 

An pt'•VIDL1' •dlllf)"" pat uubt•. 
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APPENDIX F 

MARINF CORPS IN STALLATIONS EA ST M ARIN E CORPS BASE C AMP I FJFUNE CALL NUMBER IDRIO 
L ON'IHAC TING 0 !:.PARTMEN T 
OCONUS GCPC ACQUISITION DOCUMC N TA TION RECORD 
(For 11cquls llions ureater l hnn lhe mlcro·purchase lhn,.1101<.I up l o $25K) Totnl Coat 

1 ltorn roquoatod 12 Roc1uostor: 13 SacUon 

Noto Enl c r an "'X .. In lhc box to tho felt of oll n ppltca blo llomG nnd compto10 ~ny nddWonut lnformnt1on .. Markot RO$D~rch 
MurktJl Rc:1uota rcll was com.luch~d w ilh tht2 followlrl{l r~sull• (u .g , nu1111Jt!f of curnpur .. us cu11laclec.J unlJ when, rt:sources u s.ec.I) 

A 

B 
. 

c - -
5 Commorcl.a• Ootormlnatlon ; The supplie&/serv•ces h;ivo been u Bashi for Aw;iud 
determined to b u con unurciut ptn thu cJu flnlUun in FAR 2 101 tmd In 0 Sore/µ1oprialery ,ource 
uc c or<.lance with FAR 1"1u1 12 1md NAVSUPIN ST 4200 80 Encloaurtt 1 0 Sote Sou1ce Juatir.callon aloned by •ha Contrac;:1 ng Officer In lhtt Iii~ 
DYES O N O 

Brlc lly Dcscrlbc b o&ls 

7 Basis for Dotormlnlng Prlco Roasonoblono•CJ Adoquato price cornSJoUUon (Seo tho tocmcVab.stroct or price quolas mcalved on page 2 of thr$ 

document) __ vcndcr Scllcllc d (cnl c r n um ber) __ ouotc5 rcccfvcd (ontcr number) 0 Olhor Price Anolyals or 

Commenl15 . 

6 Tile Pureh11•0 la 

A Wntten requirement nlJovo $1 o,ooo ure po~t~d In u pulJllc pte:1cu for 1 o duys DYES ONO 

B la nol for work 10 be perfonncd by cmployoos rccruUcd within Ille UnUcd StAtt'll8 oves ONO 

c Is f"IOf tor supplies or ~crvtcoa orlglnollng from or transportod from or lhrough !J;ourc:c5 ldcn1 llo.d tn ,.. AH Subpart 25 7 DYES ONO 

D lu not fer t.tl boll bvurlr'H ur rr.>H~r bt;t1:11•ng us tmd Uttrn• oves ONO 

E docs not requlro ncr.e~s to ClnsslOcd or Prlvllcy Act lntormntlon DYES ONO 

u Additional Romark5 for Block No(s) 

10 I havn dotorm•ncd lhc prtco ro1r nncl roononnblo based on tho documontat.on proV1dccl horo •n Dole 

Card holder {Signature) 

11 I hav" detttrmlnod th&!. request mcels the msn•mum Government bonn•rlde need Dale 

Appruvlng Olnciul· (Slgnalur") 

12 Con1rl>cllng Oniccr 

I nm npf'jrovlog tho purchase lrom ;it$ 

PrJn1 N~rne Sign: Oat" 

13 Rcportmg Contract Actions, 
D A Contract Acllon R.,porl (C AR) for Uds .uct1on llus lJe~n compltth:~d 

Prlnl Nnmo Sign· Doto 

MCIEAST-MCB CAMLEJICON I /ol (11/121 PREVIOUS EUil iONS AHi:: OBSOLl::TI:: AOODC 00 
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----- -CALL NUMBER 

Firm's Name 
Allllrosm1To1 No /Fn'l No 

J-'craon C onlDcled 

nalivn<V llmt1 

F 0 B Point 

Pavmonl Torm~ 

T ypo or Bualneus 

GSA Co11lr1tcl No.fFSS 

DOL Wunu Ottlttunlnuuun Nu 

ITCM QTY UNIT 

JoJropuat1cJ Prictt 

D1scounl ( t rude er OuonUty) 

Etitnnutod ShlppinQ C usl 

1'01~1 f-'rlce 

MCIF.AST·MC S CAMlE.llC ON 114 

l '"fotnl Coal 

MCIEAST-MCB CAMLEJO 4200.lA 
1 7 JUL 2015 

tea.to 

RECORD/ABSTRACT OF PRICE QUOTES 

-

VNIT f'RICF- exTENSICN U NIT !"RICE EXT£:"4StON UNIT PRICF FXTENSION 

-

(11112) PR!;VIOUS EL>ll IONS AML OUSOLb 11:: ADOBE 90 
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APPENDIX G 

AO/CH CERTIFICATION STATEMENTS 

Approving Official Certification 

I certify that the items listed herein are correct and proper for payment from the appropriation(s) 
or other funds designated thereon or on supporting vouchers, and that the payment is legal, 
proper and correct, except as may be noted herein or on supporting documents. 

x 
Authorized AO Signature and Date 

Cardholder Certification 

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

(I) Are correct and required to fulfill mission requirements of my organization. 

(2) Do not exceed spending limits approved by the Resource Manager. 
(3) Are not for my personal use or the personal use of the receiving individual. 
(4) Are not items that have been specifically prohibited by statute, by regulation, by contract 

or by my organization. 
(5) Have not been split into smaller segments to avoid dollar limitation. 

x 
Authorized (ardholder Signature and Date 
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APPENDIX H 
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PROPERTY RECORD INFORMATION FORM 

PROPERTY RECORDS 
INSTRUCTIONS 

- ...... 

(")THEP UIFQ 

RNIK: 
PRUrr Ill.HE:--------
l.'?:IT SECT: 
PHOllE: 

SIG!IA1'UR.E: 

rTo help C"urdholdcrs "tuy In compliuncc wllh the NA VSUl'INST 4200.99. l'hl" omt.-e I" uw11r" llmt not ull 
property purchust.-d •will be uddt.-d lo lhc Units C:l\IR. As per lhc lustrucllon.'i ull pllrcnablc llcms thut hu• c 
rcudy n-sulc vuluc or uppllcutlon to pcrsc11111I posst.-sslnn und thul ure suhjt. ... -t to thcrt "'""' be entered In lo uu 
upproprlutc property control sy"lcm. Aho•·c I" u 11hnplc wuy ror ull Units lo be In cnmpllunt."C wllh the 
n"11.t1lutlom1. l'rnperty control number 111 c11rdholder'" lnlllul11 11nd the .Jullun dule. Properly I lean pun:husc:d 
dl1tltul cjuneru, fmi:. etc: ••• ). l\funur11cturer !Sony. 1.·.,11c1ws, etc •.• ). :\tod"I Nu1nbcr. Serlul Nunaher, Prlc..,, und 

l .ocullon I wher... th" property lt"m will he kept). Printed Numc of Rct."Ch"C:r. Sli:nnturc of Rt.-cch1er. Dute 
ll'ropcrty \\US slJtnt.od for. The Property Cm1trol nu1nhcr nm"t be unn.,tutcd on the front of the l"urchu.~e 
Rt.-qucst In the i1puce prcn·ldcd. Thl" form "'""' he ulluehrd to the buck of the purdu•se rcc1uc:s1. 
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APPENDIX I 

SAMPLE CO REINSTATEMENT LETTER 

Command Letterhead 

4200 
Office Code 
Date 

From : Commanding Officer (0-5 or above) / Commanding General (whichever is 
appropriate) 

To: Director of Contracts, 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.lA 

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 credit limitations in place before the 
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 Officer (CO) if it is not allowable under 
the appropriation used. COs should consult with the Staff Judge Advocate or 
Eastern Area Counsel Office for guidance). 

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

Commanding Officer 

Note: 
"By directionu not permissible . 

I - 1 Enclosure (1) 


