
Marie-Dominique COURTOIS

Agency Program Coordinator, 

Regional Contracting Office, 

Benelux.

DSN: 368-9624                                             

Comm:  (0)2-717-9624

Email :

Mariedominique.courtois1@us.army.mil



SUMMARY

ÅIntroduction

ÅDefinitions

ÅResponsibilities

ÅLimitations

ÅRules and Regulations

ïMandatory sources

ïSection 508

ïGreen procurement

ïHazMat

ÅDA Guidance

ÅRestrictions

ÅProhibitions

ÅSurveillance

ÅFile Documentation

ÅSecurity

ÅTax Exemption

ÅForms

2



Introduction to

SMART PAY

GOVERNMENT PURCHASE CARD 

SYSTEM

ñGPCò



International Merchant Purchase Authorization Card



DOD PROGRAM

ÅLevel 1 : DOD GPC

ÅLevel 2 : DOD Army

ÅLevel 3 : USAREUR

ÅLevel 4 : APCs

ÅLevel 5 : Billing Officials

ÅLevel 6 : Credit Cardholders.



NUMBERS (Army, FY 2010)

Å53,171 Cardholders  (119)

Å23,419  Billing Officers  (57)

Å4,421,176 Transactions (5,748)

Å$3.98 billion ($5,05million)

Å$45.8 million rebates ($30,506.87)



GPC 

DEFINITIONS

ÅSTATEMENT OF ACCOUNT

ïDocument identifying all purchases made by 

the cardholder and posted in billing cycle.

ÅBILLING CYCLE

ïThe period of time covered by a Statement of 

Account. Begins on the 20th of each month



DEFINITIONS(Cont)

ÅBILLING STATEMENT

ïServes as the official invoice for payment. 

Covers all cardholders assigned to Billing 

Official.



DEFINITIONS(Cont)

ÅBILLING OFFICIAL 

ïIn DOD the Billing Official is formally 

appointed to certify the billing statement for 

payment.

ÅAppointment Letter from Commander

ÅStatement of agreement

ÅSigned DD Form 577 (Signature Card)

ïAppointment must be formally revoked



DEFINITIONS(Cont)

ÅBILLING OFFICIAL CANNOT WORK FOR 

THE CARDHOLDER

ÅAN INDIVIDUAL CAN BE A BILLING 

OFFICIAL FOR MORE THAN ONE 

CARDHOLDER (not to exceed 7)

ÅBILLING OFFICAL SHOULD BE 

SUPERVISOR OR ASSIGNED IN LOGICAL 

PLACE WITHIN ORGANIZATION



RESPONSIBILITIES

ÅBilling Official

ÅPRE-APPROVES ALL PURCHASES

ÅENSURES CARDHOLDERôS COMPLIANCE WITH 

PROCEDURES 

ÅREVIEWS STATEMENT OF ACCOUNT

ÅVERIFIES CORRECTNESS OF INVOICE

ÅCERTIFIES INVOICE

ÅANNUALLY REVIEWS CHôS FILES

Å INSURES PBO HAS BEEN INFORMED



RESPONSIBILITIES
(CONT)

ÅCardholder

Å NOTIFIES THE BO OF QUESTIONABLE REQUESTS

Å CREATES AND KEEPS FILES

Å KEEPS LOG

Å RECONCILES STATEMENT WITH LOG

ÅREALLOCATES IF NECESSARY

ÅVERIFIES DELIVERY/CONFORMANCE OF ITEMS

ïNON DELIVERY - FLAG PURCHASE

ïNON CONFORMING - CONTACT VENDOR

ÅAPPROVES STATEMENT OF ACCOUNT

ÅNOTIFIES BILLING OFFICIAL WHEN DONE (3 WORKING 

DAYS)



GPC PURCHASE 

LIMITATIONS

ÅSINGLE PURCHASE 

ÅCARDHOLDER MONTHLY

ÅBILLING OFFICIAL MONTHLY

ÅMERCHANT ACTIVITY CODES



SINGLE PURCHASE 

LIMITATION

ÅMAXIMUM CANNOT EXCEED $3,000

ï$2,000 for Construction

ÅAMOUNT IS SET BY BILLING 
OFFICIAL/RESOURCE MANAGEMENT

ÅAUTHORITY DELEGATED BY RCO 
CHIEF-A/OPC



MONTHLY CARDHOLDER 

LIMITATION

ÅTOTAL PURCHASES FOR THE 

BILLING CYCLE CANNOT EXCEED 

THIS AMOUNT

ÅAMOUNT SET BY BILLING 

OFFICIAL/RESOURCE MANAGER

ÅDELEGATED BY RCO CHIEF-A/OPC



MONTHLY

BILLING OFFICIAL 

LIMITATION

ÅTHE TOTAL AMOUNT OF FUNDS 

THAT CAN BE SPENT BY ALL 

CARDHOLDERS ASSIGNED TO A 

BILLING OFFICIAL



MERCHANT ACTIVITY 

CODES

ÅRESTRICT USAGE TO SPECIFIED 

COMMODITIES

ÅESTABLISHED BY BILLING OFFICIAL

ÅINCORPORATED INTO ACCOUNT BY 

A/OPC



LIMITS ON 

LIMITATIONS

ÅCODES INCORPORATED INTO CARDS

ïSafeguards

ÅVENDORS MUST HAVE SCANNERS

ïSafeguards will not work on manual purchases

ÅCARDHOLDER IS RESPONSIBLE TO 

KNOW LIMITS & AUTHORITY



REGULATORY GUIDANCE

FEDERAL ACQUISITION 

REGULATION

(FAR, DFARS, AFAR, etc.)



SIMPLIFIED ACQUISITION 

PROCEDURES

FAR PART 13

RULES!!(UNLESS FAR PART 8 APPLIES)

FAR 13.103 :YOU MAY NOT SPLIT 
REQUIREMENTS NOR PAYMENTS 

TO AVOID FORMAL CONTRACTING



FAR PART 8
REQUIRED SOURCES OF SUPPLIES 

AND SERVICES

ESTABLISHES THE PRIORITY OF 

SOURCES FOR AGENCIES TO 

ACQUIRE SUPPLIES & SERVICES
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MANDATORY SOURCES

FAR Part 8

- 1. Your own Agency(check with PBO)

ÅFlags, accessories, guidons  and streamers : 
http://www.dscp.dla.mil

ÅComputers : https://www.chess.army.mil

ÅSoftware : https://www.chess.army.mil

ÅPrinting : http://www.daps.dla.mil

ÅCoins : HNLFOA at Grafenwoehr. DSN 475-8161

ÅClothing and textiles :  http://www.dscp.dla.mil

ÅUniforms and insignia: local C.I.F or http://www.dscp.dla.mil

ÅDoD Emall at http://www.emall.dla.mil 
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MANDATORY SOURCES

ÅTents : DLA Europe http://www.dla.mil/europe.aspx

ÅLocks, vaults, safes, seals, security doors : DoD 

Lock Program : http://www.dscp.dla.mil/gi/locks/

ÅErgonomic-related and low vision equipment and 

equipment for employees with disabilities at

http://cap.tricare.mil/Customers/Customers.aspx
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MANDATORY SOURCES

- 2. Excess of other Agencies:

Furniture : IMCOM-E, DSN 475-8148/8154

- 3. AbilityOne (former JWOD)

http://www.abilityone.gov

Uncle Samôs Store

- 4. GSA Schedules: http://www.gsasdvantage.gov

(Ability1, green products, FSSI)

MANDATORY SOURCES

http://www.gsasdvantage.gov/


SECTION 508 of the 

Rehabilitation Act of 1973

Å29 U.S.C. 794d

ÅFAR 39-2

ÅTo provide access to and use of electronic 

and information technologies (EIT) by 

individuals with disabilities

ÅProcurement, development, maintenance 

and use of EIT



SECTION 508

ÅUse the BuyAccessible Wizard

ïhttp://www.buyaccessible.gov

ÅEIT items purchased on CHESS are in compliance

ÅItems in compliance are more expensive

ÅDocument files if item not compliant



GREEN PROCUREMENTS

Å It is the law (Executive Order 13101)

Å Bio-Based, Post Consumer Material, Recycled

Å Comprehensive Procurement Guidelines (CPG)

Å Recovered Materials Advisory Notice (RMAN)

Å http://www.epa.gov



GREEN PROCUREMENTS

ÅEnvironmentally preferable (less packaging)

ÅEnergy efficient (fax, cell phones)

ÅWater sufficient (faucets, toilets)

ÅOzone depleting substance free (aerosols)

ÅEnergy saving features (electronics)



GREEN PROCUREMENT

ÅConstruction products (insulation, carpets)

ÅLandscaping products (fertilizers)

ÅPaper/paper products (folders, packaging)

ÅPark and recreation products (hedges, fences)

ÅTransportation products (parking stops, cones)

ÅVehicular products (tires, coolants)

ÅMisc. products (pallets, awards, plaques)



GREEN PROCUREMENT

ÅGSA, DLA GPO, Unicor, Supply Stores, 

Ability1

ÅIcons/symbols, labels and reputable 

certifications, ingredients

Åhttp://www.biopreferred.gov

ÅAsk your HazMat office

http://www.biopreferred.gov/


ÅAnything that could be harmful to personnel 

or the environment

ÅFinal Governing Standards : agreement 

between the US and Host Nation : the 

tougher rules prevail

ÅInk cartridges, toners, batteries, de-icing 

liquid, bleach, window cleaning liquid, 

helium, etc.

HAZARDOUS MATERIALS



HAZARDOUS MATERIALS

Toxic Irritant Harmful to

Health

Explosive

Corrosive Highly

Flammable

Oxidizing Harmful to the 

Environment



HAZARDOUS MATERIALS

ÅHazMat Control Center (HMCC)

ïThe only authorized source for procurement of 

HM

ïRecords and tracks HM

ïCould propose greener alternative

ïDetermines if excess is re-usable or waste 

(environment office)

ïMay authorize GPC purchase (control number)



ACQUISITION 

REGULATIONS ARE BASED 

IN LAW

YOU MAY NOT WAIVE 
THE LAW



DEPARTMENT OF ARMY

GUIDANCE

Definition of authorized purchase:

1. Lawful

2. Legitimate Government need

3. Bona Fide need

4. Minimum needs of the Government

5. Fair and reasonable price



DEPARTMENT OF ARMY

GUIDANCE

Micro purchases using the GPC

ÅThe purchase must be mission essential

ÅAll requests for purchase must be in writing

ÅThe Billing Official must approve the written 

request

ÅThe CH must verify all limits on the card

ÅFunds must be available



DEPARTMENT OF ARMY

GUIDANCE (cont)

ÅFirm-Fixed price

ÅNo pre-payment/no back-ordering

ÅShipping charges  are part of the purchase

ÅDelivery within 45 days

ÅTax exempt, AAFES 10% DISCOUNT

ÅPBO : if pilferable or requested by your 

PBO
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RESTRICTIONS

Following are examples of ñRESTRICTEDò purchases;

list is not all inclusive

ÅHazMat (toner, helium, etc.) (HazMat Officer)

ÅAdvertising (Chief RCOB)

ÅVisual information (7th ATC, Form AER 25-1a)

ÅComputers and IT equipment (DOIM)

ÅBottled water(legal review and DA approval)

ÅWater coolers (legal review)

ÅShort term lease of cars, max 30 days (A/OPC)

ÅTrophies and plaques (approved awards program only)
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RESTRICTIONS

ÅMaps(your organization G2/S2)

ÅMementos for distribution at 
conferences/conventions (legal review)

ÅMembership in professional organizations 
(legal review)

ÅFlags and accessories (PBO, DLA, 
http://www.descp.dla.mil)

ÅBooks and publications (legal review)
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RESTRICTEDFOOD 

PURCHASES with Legal Counselôs 

approval

ÅPurchases with representation funds (AR 37-47)

ÅLight refreshments at Govôt sponsored conferences

ÅMeals at formal meeting and conferences

ÅRefreshments and meals at training meetings

ÅLight refreshments at Civilian/Military Incentive Award 
Program

ÅEthnic food sampling (Ethnic Awareness Program)

ÅSame rules apply to food service and food preparation 
items (coffee pots, refrigerators, plastic cutlery, plates, 
etc.)
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PROHIBITIONS

Following is a list of ñPROHIBITEDò uses of the GPC 
card; list is not all inclusive

Å Split requirement/payment

Å Brokering (third party payment , PayPal, etc.)

Å Services/supplies available within your organization

Å Cash advances

Å Personal items

Å Travel/subsistence costs related to TDY (GTC)

Å Rental/Lease of land/building (Real Estate Office)

Å Fuel/gas (fleet card)

Å Repairs on leased or GSA fleet cars (fleet card)

Å Telecommunication services (Signal Company)

Å Commercial Printing (including business cards) (DAPS)
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ÅConstruction services >$2,000

ÅMemberships

ÅChange of Command Ceremony, Hail and Farwell Party

ÅGifts (retirement, etc.)

ÅNon-mission essential items (no ñnice to have itemsò)

ÅExcessively priced items (deluxe pens, etc.)

ÅMedical supplies (MedCom)

ÅLong term rental cars (more than 30 days)

Å IT, Audio Visual and Telecom items not in compliance 
with Section 508

ÅPersonal luggage

PROHIBITIONS
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PROHIBITIONS

ÅEntertainment (MWR)

ÅClassified or sensitive items

ÅNon-commercial items/services

ÅAdvanced payment

ÅACU, body armor, camelbacks

ÅComputer warranties

ÅInsurances

ÅOffice desk phones (Signal Company)

ÅEye glasses (PBO)
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ÅOrdering from vendors who do not accept the VISA card

ÅOrdering above the single purchase and cycle limits

ÅOrdering in excessive quantities

ÅUsing the GPC to pay for purchases made by others

ÅRepetitive purchases from same vendor

PROHIBITIONS



SURVEILLANCE

ÅON SITE INSPECTIONS
ïRESULTS DISCUSSED WITH CARDHOLDER/ 

BILLING OFFICIAL

ïREPORT PREPARED AND SENT VIA CHAIN OF 

COMMAND

ïOPEN ACTIONS NOTED IN REPORT WILL BE 

TRACKED TO COMPLETION.

ÅDESK SURVEYS
ïEMAIL REQUEST FOR FILES

ïREPORT TO SUPERVISOR OF THE BILLING 

OFFICIAL



FILE DOCUMENTATION

ÅONE TRANSACTION PER FILE

ïPURCHASE PRE-APPROVAL with proper 
justification

ïANY REQUIRED AUTHORIZATION/WAIVER

ïPROOF OF RECEIPT BY END-USER OR 3rd 
PARTY

ïDETERMINATION OF PRICE  REASONABLENESS

ïYOUR SALES RECEIPT

ïPBO if applicable

ÅRECORD RETENTION (DoD FMR, Vol. 1)

ï6 YEARS AND 3 MONTHS



GPC SECURITY

ÅCARDHOLDER USE ONLY

ïVIOLATION WILL RESULT IN 

POTENTIAL DISCIPLINARY ACTION

ÅKEEP CARD IN WALLET/PURSE 

ÅLOST CARD

ïNOTIFY U.S.BANK IMMEDIATELY

ïNOTIFY BILLING OFFICIAL WITHIN ONE 

DAY

ïWRITTEN REPORT TO A/OPC W/I 5 DAYS



GPC SECURITY

(Cont)

ÅDURING OUT-PROCESSING THE CARDHOLDER 

MUST:

ïSURRENDER CARD TO BILLING OFFICIAL 

ÅBILLING OFFICIAL MUST

ïASK A/OPC TO CANCEL THE GPC

ÅCARDS ARE REISSUED EVERY THREE YEARS



Tax Relief for the GPC

ÅVAT is 21% of Purchase Price in Belgium

ÅOver $4.2 million of purchases 

ï$880,000 in Tax

ÅMinistry of Finance Requires Controls

ïOne Office Validates All Requests

ÅStreamlined Procedures.

Why?



Tax Relief for the GPC

How it works.

ÅTwo completed original Forms AR 15 Par 10

ïForm must be printed on both sides on Europeansize paper

ïMay be downloaded from  
http://www.shape2day.com,Newcomers, VAT/TVA

ÅContractorôs Invoice  addressed to US Military Forces

ÅCopy of purchase pre-approval

ÅONLY RCOB CONTRACTING OFFICERS 
CAN APPROVE Form AR 15 Par 10

Card Holder forwards to RCO-BENELUX :

http://www.shape2day.com/
http://www.shape2day.com/






FORMS

ASK YOUR A/OPC




