GODDARD SPACE FLIGHT CENTER 

BANK OF AMERICA

 MASTERCARD PURCHASING CARD PROGRAM 

[image: image1.wmf]NON-PROCUREMENT CARDHOLDER PROCEDURES

Cardholders (CH) must:


1.  Verify that sufficient funds are available before making charges.

2.  Order Log must be entered into the P-Card system before or at the time the 

                 purchase is made.

3. Notify Property when ADP/IT hardware or other sensitive items are

      purchased.

4. Reconcile Monthly Statement when notified that it is available in P-Card and get approved by Approving Official by due date given by the Credit Card Program Manager.


5.  Resolve Disputes.

Approving Officials must review and approve all CH Monthly Statements in P-Card.

Only the following ALLOWABLE COMMODITIES may be purchased:

· Tools

· Transcribing Services (aka Court Reporting Services)

· Patent Search Services

· Exhibition Booth Support Services

· Conference Room Rental (Rental of Meeting Room; No Lodging)

· Repair Parts and Services (One-Time, No Construction)

· Registration Fees for Conference Attendance Only

· Books (except for textbooks used by employees attending educational classes), Subscriptions, other publications including Transcript copies 

· Reprints and Abstract/Publication Charges

· Emergency “Office” Supplies Not Immediately Available From Store Stock

· Hardware Maintenance (Vendor must bill annually and price of Maintenance Cannot 
      Exceed $3,000/Year)
· Software, Software Updates, Software Maintenance (Price of Maintenance Cannot Exceed $3,000/Year)

· ADP/IT Components & Other “Sensitive” Items – Hardware Over $500 Must Be Tagged** (Must be purchased through ODIN or SEWP unless waiver received from CIO – see NOTE on page 2)

· Cameras**
· Facsimile Machines** (Must coordinate with Code 731 for availability of telephone line)
**Selected items of equipment with an acquisition cost of $500 or more designated and identified as a sensitive item by the Property Management Branch must be tagged; check with your Property Custodian for clarification.  Sensitive Item list can be found at http://code235/forms/forms.html.

NOTE:  Except for Outsourcing Desktop Initiative (ODIN) contract, Government Purchase Cards may not be used for the acquisition of cell phones, Personal Data Assistants (PDA’s), pagers, cellular internet services, computer desktops and workstations without the express written approval from the Office of the Center Chief Information Officer (OCIO).  This policy is in accordance with the letter from the Associate Administrator, subject “Mission Focus Review (MFR) Decision Memorandum for Phasee 1 Recommendations 7, 100 and 137,” dated July 9, 2007.  All questions about definitions of these terms will be referred to the Center OCIO.

a. ODIN System - Peripherals and printers being attached to an ODIN system must be purchased from ODIN.  A waiver will be needed otherwise you must use the Solutions for Enterprise-Wide Procurement (SEWP) if not available in the ODIN Catalog, then open source if not available through SEWP.  

b. NON-ODIN System - Peripherals and printers being attached to a NON-ODIN system, you must purchase through SEWP and then open source if it is not available.  No waiver will be needed.

The credit card cannot be used to purchase personal items, food, Space Flight Use materials or toxic or hazardous services or materials, including but not limited to chemicals, lasers, radio frequency transmitters and other sources of non-ionizing radiation, carcinogens, mutagens/teratogens.

In accordance with NASA's Affirmative Procurement Program and Plan for Environmental Preferable Products (NPR 8530.1A), individuals purchasing listed EPA listed guideline items must purchase items containing post consumer recycled materials.  See EPA designated list of comprehensive procurement guideline items that NASA follows at:  http://www.epa.gov/cpg and click on Products.  Additionally, certain products that are biobased rather than petroleum based are required to be purchased.  Visit the requirements at:  http://www.usda.gov/biobased and click on Proposed and Final Regulations.

The following items require prior approval before purchasing from Mr. Stanley Chan, GSFC’s Recertification Program Manager (301-286-4209) or Mr. A. V. Hanagud, Deputy RECERT Manager at WFF (757-824-1359):

For ground-based pressure vessels and pressurized systems (PV/S):  Certification of new or modified pressure vessels and pressurized systems (PV/S), including procurement requirements, shall be in accordance with GPR 8710.3.  In addition, prior approval for procurement of pressure vessels and those vacuum vessels subject to RECERT requirements as stipulated in NASA-STD-8719.17 must be obtained from the RECERT Manager or Deputy RECERT Manager/WFF.

For lifting devices and equipment (LDE):  Certification of new LDE shall be in accordance with GPR 8719.1.  In addition, prior approval for procurement of lifting devices including cranes, hoists, powered industrial trucks (PIT), and mobile aerial platforms (MAP) must be obtained from the RECERT Manager or Deputy RECERT Manager/WFF.

The following UNALLOWABLE COMMODITIES cannot be acquired by credit card and must be purchased through Procurement by Purchase Order:  (**Special Approval Required)

· Items NOT included in Allowable Commodities List on Page 1
· Cellular Telephones/Pagers** (Purchase, Rental and Monthly Services/Charges) – Only available through ODIN

· Furniture** (Chairs, Desks, Storage/Filing Cabinets, etc.)

· Training (only done by GSFC’s Talent Cultivation Office, Code 114)

· Rental of Real Estate or Storage Buildings**

· Space Flight Use or Hazardous Items**

· Printing and Copying Services (Only Allowed if on Travel; Otherwise Must Use Services Provided by Code 271)

· Microwave Ovens, Refrigerators, Coffee Makers, Etc.  – Some Items Available Through Store Stock

· Televisions, VCR’s, DVD’s, Etc.**

· Items such as Awards/Plaques, Coins, Cups, Trophies and Imprinted Items such as Pens, Pencils, Bags, Stress Balls, Hats, Shirts and Lapel Pins with Either Standard or Custom Designs, whether engraved or not (Must be Purchased by Procurement Through JWOD to the Maximum Extent Practicable)
**Special Approval Required

· PERSONAL CONVENIENCE ITEMS – Nice to Have, But Not Necessary to Perform the Mission; Expected to be Provided at Employee’s Expense:

· Clothing (T-Shirts, Jackets, Hats, etc.)

· Radios, Computer Games

· Jewelry

· Photographs

· Membership Fees (Unless Acquired in the Name of the Agency, Not the Individual)

· Greeting Cards

· Decorations, Luggage, Retirement Gifts

· Food, Drugs, Personal Gifts

· Live Entertainment

