Attention all Billing Officials:


With the recent change over to the new CARE program for the Government Purchase Cards (GPC) we are providing CARE training for "How to do the Reconciliation’s" in CARE and "How to complete the On-Line Transaction Log" in CARE.  We have divided the training into two documents to make it as easy as possible for you to know what is required for August and for September.  Review these attachments first.  We hope they make it easier for you to accomplish the August and September reconciliation’s.  If you would like more help, we have computers set up for you to come for one-on-one training in our CARE Lab.

Do you have any questions?  Please contact Mrs. Billham at 3568.  If you would like to come to Contracting for some one-on-one CARE training, please call 3568 to schedule a time in the CARE Lab.

Here are some important Keynotes to remember.

Effective 1 October the Air Force will require cardholders to enter card transactions into CARE via the On-Line Transaction Log and that this log will replace the Purchase Card Log only.  What does this means to Charleston AFB Cardholders and Billing Officials?  It means: 

· Cardholders and Billing Officials are no longer required to keep the Purchase Log.  The CARE on-line transaction log replaces it.

· Cardholders are still required to prepare the paper Government Purchase Card Worksheet.  Although the Air Force tells us to enter information into CARE in the Transaction Log, the Air Force is still requiring us to keep a paper audit trail also.  Therefore, we will still prepare the GPC worksheet.  This worksheet is still required to be used to explain all the particulars about the purchase, to annotate all the additional approvals and Billing Official's approval of the funds.  It is also used to attach any additional waivers (UNICOR, AF3215, etc.) and don't forget, the GPC receipt.  Contracting is presently reviewing the worksheet to update it in the immediate future to prevent duplication of work.  Please be patient, but for September, use the existing GPC worksheet form.

· Billing Officials are still required to ensure that cardholders are getting BO approval prior to making any purchases on their cards.

· After all managing accounts have been reconciled by the BO in CARE, Finance will certify the management accounts in CARE.

· All paper cardholder statements and BO monthly paper reports will still be mailed out by the bank.  Cardholders and Billing Officials will file all paper documents from the bank in their cardholder file or BO file respectfully.

What will need to be done for each cycle?

1.  For the August Billing Cycle:  Billing Officials are required to: 

· Reconcile their cardholder accounts in CARE, for those cardholders that did not accomplish the task prior to 9 Sep (15th day after cycle ended).  It is too late for cardholders to perform this task for the billing official. 

· Reconcile their managing accounts in CARE for the past August 2001 billing cycle.

· The On-Line Transaction Log entries in CARE are not required for the August transactions.  

· The Government Purchase Card Worksheets are required to be completed by your cardholders.

2.  For the September Billing Cycle:  Cardholders are required to: 

· Enter information from their Government Purchase Card Worksheets for all transactions made in this cycle in CARE On-Line Transaction Log.  

· Reconcile their card accounts between 26 Sep and NLT 10 October.

Billing Officials are required to:

· Reconcile their managing accounts in CARE for the past September 2001 billing cycle.  

· Verify that the On-Line Transaction Log entries in CARE were accomplished by all cardholders for the September transactions.  

· Verify that the Government Purchase Card Worksheets have been completed by all cardholders.

3.  For the Upcoming October Billing Cycle:  Cardholders are required to:

· Enter transaction information on both the Government Purchase Card Worksheet and in the CARE On-Line Transaction Log.

· Reconcile their card accounts between 26 Oct and NLT 9 November.

Billing Officials are required to:

· Reconcile their managing accounts in CARE for the past October 2001 billing cycle.  

· Verify that the On-Line Transaction Log entries in CARE were accomplished by all cardholders for the October transactions.  

· Verify that the Government Purchase Card Worksheets have been completed by all cardholders.

4.  REMEMBER:  Billing Officials are still required to perform 100% inspections of all of their cardholder's transactions at least once per every 12 months, but not just once per fiscal year.  (Use Attach 4 in AFI 64-117 as your checklist for these inspections)

Do you have any questions?  Please contact Mrs. Billham at 3568.  We currently have computers set up for CARE Lab hours.  If you would like to come to Contracting for some one-on-one CARE training, please call 3568 to schedule a time in the lab.
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