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Notice ODA-2017-1

TO: FGIS Government Purchase Card Approvers and Cardholders

FROM: Randall D. Jones W Fgb 2 1200
Deputy Administrator

SUBJECT: Government Purchase Card Electronic Regordkeeping

1. PURPOSE

This notice establishes protocol for Government Purchase Card (GPC) electronic
recordkeeping. This policy will eliminate the need to maintain and store paper copies by
moving to electronic record management, provide the Program access to records for
budget and auditing, and to homogenize the collected information by the Program.

2. BACKGROUND

GPC policy requires documentation supporting cardholder purchases (i.e. prior
authorization approval, invoice, sales receipt, packing slip, or screen print of electronic
purchase) be retained for three (3) years after final payment in accordance with Federal
Acquisition Regulation (FAR) Part 4.

Routine purchases may be covered under an annual Blanket GPC Authorization
(BGPCA). Any non-routine purchase not listed on the BGPCA must be individually
approved prior to the transaction and confirm that sufficient funds are available.

J; POLICY

Effective March 1, 2017, FGIS will implement the GPC electronic recordkeeping on
purchases made on or after March 1, 2017.

The GPC electronic recordkeeping shall be in accordance to guidance in Attachment A.
4. INQUIRIES

Direct any questions concerning this Notice to Denise Ruggles, Office of the Deputy
Administrator, at Denise.M.Rugglesi@usda.gov (816) 659-8406.
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