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   LXL Government Purchase Card for Breakout

The purpose of this procedure is to establish policy, responsibility and procedural guidance for the effective, efficient procurement of goods and services in support of the ISR Management Directorate’s Breakout program.  This procedure applies to all LX personnel having responsibility for the initiation, approval, or procurement authority regarding Government card purchases in support of the LX Breakout program.  Note:  For guidance regarding the specific utilization parameters of the Government Purchase card, reference the “Air Force Government-Wide Purchase Card (GPC) Program, AFI 64-117 Policy:  (Use standard LX processes regarding prior approval for purchase directives i.e. Requirements Computations, Design Change Notice, RSPLs, etc).  LXK/Contracting approval is not required on Government Purchase Cards. 

Note: IMPAC purchase of EQUIPMENT ITEMS IS NOT ALLOWED.

RESPONSIBILITIES AND PROCEDURES:

 1.  ITEM MANAGERS:

1.1. Item Managers (IM) must receive prior approval for Breakout/Government Purchase Cards requests as stated in the aforementioned paragraph.  After completing the approval process, IMs will fill out the Government Purchase Card Sheet, to include any required research, attach related correspondence, and forward to the FSO for coordination.  Required research includes, but is not limited to the following:

*SOURCE OF SUPPLY (VENDOR)

*VENDOR’S PHONE NUMBER

*SHIPPING COST

*FREIGHT CARRIER (IF AVAILABLE)

*TOTAL REQUIRED FUNDING

1.2. Once the FSO coordinates on the Government Purchase Card, the form will be forwarded to the respective supervisor (with correspondence, depending on approval level).  The supervisor will make recommendations and/or coordinate (if needed) and forward the Government Purchase Card Sheet to the originating IM.

1.3. At this point, the IM will load a due-in document number (off-line book) on the SFU screen and annotate the due-in document number on the Government Purchase Sheet.  
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NOTE: If item record is not loaded in ALMSS, IMs must take actions to ensure the item record is loaded with RID code “Y50” prior to establishing due-in document number.  Additionally, off-line, due-in document numbers will be assigned from current document number logs, maintained by IMs.  The Purchase Sheet will then be forwarded to the designated cardholder for their area.

1.4. Upon receipt of the annotated Government Purchase Sheet, the IM will then load “BB” status against the associated due-in document number, to include the estimated delivery date.  (NOTE:  Status should be loaded expeditiously as most of these items may be available off the shelf and should have a short delivery.)

2.  CARDHOLDERS

2.1. Cardholders will call the respective vendor, provide any necessary procurement data (via Government Purchase Sheet) to the vendor and advise the vendor to annotate the due-in document number on the vendor’s shipping invoice in the MARK FOR, REMARKS, REFERENCE FIELD, or PURCHASE ORDER BLOCK.  

Note:  All part number changes should be coordinated with the IM before purchase.  If a part number change is identified after purchase, it should be approved by the IM before shipment of the item.  The cardholder will then annotate the date procured and the expected delivery date on the purchase sheet.  Any other pertinent data available from the cardholder should also be annotated on the Government Purchase Sheet.    Next, the cardholder will forward a copy of the annotated Government Purchase Sheet to the appropriate IM and to the Receiving Area/LXLM.  

3.  RECEIVING PERSONNEL:

3.1 Receiving personnel, upon receipt of the item(s), will match the Government Purchase Sheet with the item, in-check and receive.  Any discrepancies should be coordinated with the cardholder annotated on the Purchase Sheet.     After final processing by receiving personnel, the receiving inspector will provide a completed Purchase Sheet, along with a copy of the invoice, to the cardholder for record keeping purposes via LXLM.  

All reparable items requiring Breakout Program Manager handling will be shipped to Breakout Program Manager using an off-line document number.    Upon return, the item will be received using the same due-out/off-line document number the item was shipped on.  The Breakout POC is required to annotate the Government Purchase Sheet with data concerning the repair of the item (i.e. part number, number being repaired, repair price, delivery date).  The Purchase Sheet should be forwarded to the appropriate IM and the receiving area.  Some items may require inspection by the Breakout Program prior to being receipted.  If this is the case, the Purchase Sheet will be annotated as such.  The Breakout Program Manager should be contacted for inspection prior to receipt.  
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DIRECT SHIPMENT OF GOVERNMENT PURCHASE CARD REQUESTS
Direct Delivery Government Purchase Card requests will require the same coordination and processing as the Breakout purchase procedures with a few additional steps involved.

1.  ITEM MANAGERS:

1.1. Item Managers (IM) must receive prior approval for Breakout/Government purchases.  After completing the approval process, IMs will fill out the Government Purchase Sheet, to include any required research, attach related correspondence, and forward to the FSO for coordination.  Required research includes, but is not limited to the following:

*SOURCE OF SUPPLY (VENDOR)

*VENDOR’S PHONE NUMBER

*SHIPPING COST

*FREIGHT CARRIER (IF AVAILABLE)

*TOTAL REQUIRED FUNDING

*COMPLETE DELIVERY ADDRESS

*POINT OF CONTACT AT DELIVERY ADDRESS

*TELEPHONE NUMBER OF POINT OF CONTACT

1.2. Once the FSO coordinates on the Purchase Sheet, the form will be forwarded to the respective supervisor (with correspondence, depending on approval level).  The supervisor will make recommendations and/or coordinate (if needed) and forward the Purchase Sheet to the originating IM.

1.3. At this point, the IM will load a due-in document number (off-line book) on the SFU screen and annotate the due-in document number on the Purchase Sheet.  

NOTE: If item record is not loaded in ALMSS, IMs must take actions to ensure the item record is loaded with RID code of requisitioning unit prior to establishing due-in document number.  Additionally, off-line, due-in document numbers will be assigned from current document number logs, maintained by IMs.  The Purchase Sheet will then be forwarded to the designated cardholder for their area.

1.4.  Upon receipt of the annotated IMPAC Purchase Sheet, the IM will then load “BB” status   

against the associated due-in document number, to include the estimated delivery date.  (NOTE:  Status should be loaded expeditiously as most of these items may be available off the shelf and should have a short delivery.) 

1.5.  The Item Manager that submitted the request to the cardholder will be responsible for following up with the site that submitted the requisition to determine receipt of materiel.  When materiel is received at the site the responsible Item Manager will process a PWO/ Confirming Receipt in ALMSS to clear the due-out document number.  The Item Manager will be responsible for contacting the site and requesting a signed copy of the receiving invoice.
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A copy of the Government Purchase Data Sheet will be faxed to Rich Kirkland (Beale) or Bob Salvage (Langley) to advise them that a purchase has been made on the Government Purchase Card and the materiel is on the way from the vendor with an Estimated Delivery Date (EDD).  

1.6.  If the site has not notified the IM of receipt of parts by the scheduled delivery date, the Item Manger will follow up to the site.  If materiel has been delivered, the IM will request a signed copy of the delivery invoice.  If the IM is unsuccessful in obtaining a copy from the site, IM will notify Rich Kirkland (Beale) or Bob Salvage (Langley) for assistance.  If it is determined that the materiel has not been delivered and not received, the IM will notify cardholder to follow-up with vendor.

1.7.  If the site informs the Item Manager of materiel not being received, the Item Manager will notify the Cardholder who purchased the materiel. The Cardholder will then follow-up with the vendor that shipped the materiel by providing them with pertinent data from the Purchase Data Sheet.

2.  CARDHOLDERS:

2.1. Cardholders will call the respective vendor, provide any necessary procurement data (via Government Purchase Sheet) to the vendor and advise the vendor to annotate the due-in document number on the vendor’s shipping invoice in the MARK FOR, REMARKS, REFERENCE FIELD, or PURCHASE ORDER BLOCK.  

Note:  All part number changes should be coordinated with the IM before purchase.  If a part number change is identified after purchase, it should be approved by the IM before shipment of the item.  

2.2.  The cardholder will then annotate the date procured and the expected delivery date. The         

Cardholder should also provide a shipment tracking number and the shipment carrier and annotate it on the Government Purchase Request Sheet.  Any other pertinent data available from the cardholder should also be annotated on the Purchase Sheet.  After the purchase is made, the cardholder will forward a copy of the annotated Purchase Data Sheet back to the appropriate IM.
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