EXPIRING FUNDS

FISCAL YEAR END FUNDING IMPACT


Each August and September, because credit card funds are outstanding commitments, Cardholders' with cards supported by expiring funds are impacted by the end of the Fiscal Year

(September 30, 2008).

Please contact your Resource Analyst to identify what kind of funds support your card.

Non-Institutional Expiring Funds

A Cardholder supported by non-Institutional funds which expire September 30th of the current year should stop charging purchases by July 22nd, so that items can be shipped and charges can be posted to their credit card by August 20th, and the August 23rd statement received and paid by September 30th.   When placing calls against your card up until July 22nd, please verify with the company that the items being ordered can be shipped and the charges posted to your account by COB August 20th
Institutional Expiring Funds*

A Cardholder supported by Institutional funds which expire September 30th of the current year should stop charging purchases by September 10th, so that items can be 

shipped and charges can be posted to their credit card by September 22nd,  and the September 23rd statement received and paid by October 30th.

Once new Fiscal Year funding is available, it should be used to support a Cardholders' purchases.  After September 23rd, if only prior year Institutional funding is available, the Cardholder should not use the credit card until new fiscal year Institutional funding is available.

Decommitments

Resource Analysts should work directly with the Cardholder’s to deobligate/decommit any residual expiring funds.  

________________________________

*The GSFC Comptroller's policy for Institutional (ROS/MPS) credit card funding is that prior year funds must be obligated not later than November 30th.

APPENDIX B -- RESOURCES

The latest edition of these procedures is located at: http://code210.gsfc.nasa.gov/podserv.htm

Bank of America GCSU:  1-800-472-1424
Bankcard System:  https://bankcard.ifmp.nasa.gov
GSFC Stores Stock:   http://supply.gsfc.nasa.gov
SEWP:   http://www.sewp.nasa.gov
ODIN:  https://www.odin.lmit.com/gsfc
Enterprise Performance Support System (EPSS): https://epssprod01.ifmp.nasa.gov/nav/index.htm




REQUIRED SOURCES
Javits-Wagner-O’Day (JWOD) for supplies & other items:  www.jwod.com
GSA Advantage:   http://www.gsaadvantage.gov
EPA Comprehensive Procurement Guidelines:   http://www.epa.gov/cpg/products
Federal Supply Schedules (mandatory & optional):   http://www.fss.gsa.gov
Chicago Lighthouse (clocks):  http://www.chicagolighthouse.org
ADP/IT Hardware & Other Sensitive Item Info:   FAX to William Burks, FAX 301-286-3445.
IT Federation Board (ITFB) Directorate Reps

Chair


Steve Naus

Code 100

Lynn Baker

Code 110

Latonyia Guyton

Code 150

Joanne Sprunk

Code 200

Patty Bavis

Code 300

Sanjeev Sharma

Code 400

Cecilia Czarnecki

Code 500

Kevin Kranacs

Code 600-alt

Nancy Laubenthal

Code 600-alt

Rosa Kao

Code 700

Patty Coffen

Code 800

Cliff Leitao

Ex-officio (580)
Howard Eiserike

Ex-officio (web)
Emma Antunes

Ex-officio (ITSM)
Joshua Krage

APPENDIX C

HOW TO CHECK  STORES  STOCK
1.  WEB CATALOG:  The address for users' on-site is:  htttp://supply.gsfc.nasa.gov.  At the opening screen, there is a list of all Federal Supply Classes (FSCs) in the Stock system.  Eash FSC entry has a short description of the items and is "hot-linked" to bring up every item in the catalog under the FSC.  Use the "Find" button to specify text (e.g., descriptions, etc.) to search for.

2.  OFFICE DEPOT:  Printed full-color illustrated catalog.

1. GSA CATALOG:  Fully illustrated and crosses every item to an National Stock Number (NSN) 

which can be ordered through Stores Stock.  Check first to make sure that the item is in the Stock system.  Order via stores stock requisition number NSN 7610-01-283-3779.  The price is 10 cents.

2. AMMS WEB ORDER ENTRY:  Contact Theresa Coulson at 301-286-9623 to be able to use this system for ordering supplies from GSFC Stores Stock.

5. CUSTOMER SERVICE OFFICE:  Call 301-286-8900 for help with any of the above.

NOTE:   Only “Emergency Office Supplies” not immediately available from Store Stock are allowed to be purchased with the credit card, i.e., cannot wait the 24 hours for the items to be delivered.  Your file must be documented as to why you could not wait.
AGENCY (NASA) RECOMMENDED 
MINIMUM STANDARD SENSITIVE ITEMS LIST 
Items, regardless of acquisition value: 

1)   WEAPONS, ALL FORMS, - Air, Spring, Powder, or other propulsion system 

2)   ENVIRONMENTALLY HAZARDOUS DEVICES to include: 

a)       Self-contained Breathing apparatus (w/compressed gas cylinders) 

b)      Portable X-ray sources 

c)       RF transmitters (high energy) radio transmitters 

d)      Pneumatic Nail devices 

e)       PA tools, Powder actuated tools 

f)        Defibrillator 

g)      Hand-held laser devices (Laboratory) 

h)      Weld inspection devices 

Items with an acquisition value of  $500 or more: 

1)       AUTOMATED DATA PROCESSING EQUIPMENT (ADPE), which includes the following: 

a.       Drives, Disk (includes zip drives) 

b.       Monitors (Display Units for Computers only) 

c.       Printers 

d.       Terminals 

e.       Computers, all micro, including desktop systems, work stations, laptops, notebooks, handheld computers and other portables or pockets (except mainframe and mini systems) 

f.        Computing Device, handheld (includes PDA’s and palm pilots) 

g.       CD and DVD Drives 

h.       Scanners 

i.         Optical Readers, Data Entry 

j.         Tape Drives, Magnetic 

2)       Cameras, all 

3)       Recorders and Players, (includes: digital, laser, cassette, reel-to-reel) 

4)       Radios 

5)       Receivers (includes Global Positioning System – GPS) 

6)       Transceivers 

7)       Televisions 

Note: All other equipment items valued at $5000 or more, will also be controlled (tagged).      
SAMPLE MARKET RESEARCH PROCEDURE FOR PURCHASE CARD E&IT PURCHASES

INTRODUCTION:   If you need Electronic and Information Technology (E&IT), then Section 508 is relevant to you.  This includes computers, software, telecommunications products, web sites, multimedia productions, information kiosks and office equipment.  Agencies must give disabled employees and members of the public access to information that is comparable to the access available to others.

1.   Do I have an EIT requirement?
Yes _____
No ____  (If No 2-5 below do not apply)
2.
Which of the Access Board Standards apply to this purchase?  – For example, acquisition of a computer would be required to meet the provisions of desktop and portable computers. It is important to know which standard apply so that the vendor can provide the specific 508 standards related to your product.  For a complete definition of the standards go to: www.access-board.gov/sec508/guide/index.htm  

___software applications and operating systems

___web-based information or applications 

___telecommunication products 

___video and multimedia products 

___self contained, closed products (e.g., information kiosks, calculators, and fax machines)

___desktop and portable computers 

___Functional Performance Criteria 

___Information, Documentation, and Support

     3.   Conduct Market Research – (here are some samples of market research techniques for 508 compliance) CARDHOLDERS ARE NOT REQUIRED TO USE ALL OF THESE TECHNIQUES FOR A SINGLE PURCHASE.  CARDHOLDERS SHOULD SELECT A SINGLE MARKET RESEARCH TECHNIQUE THAT IS BEST SUITED TO THEIR REQUIREMENT.

____Call the vendor for the product you are wishing to purchase (the manufacturer).  Specifically ask the Government Sales Representative if the product is 508 compliant with the above standards.  Document their findings and the name of person you spoke to in the comments section of the order log.

____Visit the manufacturer’s web site (for example from the Dell Computer website, navigate to the appropriate page at: (http://www.dell.com/downloads/us/fed/508/hardware508.xls) that details the specific desktop and portable computer standards that their hardware products meet or exceed.) Document findings in the comments section of the order log.   Note this is not an endorsement of this particular product; it is only for illustration purposes.

____Check for product availability using GSA’s Buy Accessible website at:  http://www.section508.gov – on left hand side of page, type in product name i.e., “Dell” then click “search”.  It will bring up a list of compliant products – you must click on the product and follow the links. 

___ Go to GSA Advantage at: https://www.gsaadvantage.gov - This web site is progressing to include some flags for 508 compliance and allows searches by “508 compliant products”.  If a specific product is not identified or flagged Cardholders may also send an e-mail or contact the vendor to verify that the product is 508 compliant.

     4.  Commercial fully compliant product available?   Click the radio button on the order log found on the same page as the commodity/category identification as follows:  “yes” for EIT item, and “yes” for 508 compliant

Electronic/Information Technology (EIT) item?  ____ yes ____no

If EIT yes, ___508 compliant or ___no available 508 compliant item.

Include in comments section a note to support how you arrived at conclusion i.e., manufacturers’ website, telecon with Government sales rep, GSA Advantage, etc.

5. No commercially available item to meet needs - Click the radio button “yes” for EIT item, and “no” for no 

available 508 compliant item.   Support how cardholder arrived at this conclusion in comments section of order log.  

Keep a copy of all documentation with purchase card records.
