GPC Payment Card Instructions

The Government Purchase Card (GPC) Payment Account is used solely to make payments against a contract that has been signed by a Contracting Officer and contains a clause requiring payment by the GPC.  The following procedures are followed when using the Payment Account Card: 
1. When an invoice is received from a Vendor, stamp the invoice with the date and time.  From this point in time, the government has 30 days to pay the invoice without incurring interest charges.
2. Match the contract CLINS with the invoice.  If the invoice matches the contract CLINS, proceed to Step 4.  If it is incorrect, proceed to Step 3.

3. Highlight the problems with the invoice and send the invoice back to the Vendor.  The Vendor must revise the invoice and re-submit a new invoice.  The thirty day processing time begins again when the correct invoice is received.  Check the invoice again and if it is correct, send it to the COR for signature.
4. Note: The COR has the opportunity to reject or confirm that the goods or services have been delivered and the government should pay the invoice.  If the COR rejects the invoice, the Vendor must be contacted by the Contract Specialist to determine why the goods or services have not been delivered.  The Contract Specialist and the Vendor determine a reasonable time to complete the delivery of the goods or services.  Once the COR confirms that the goods or services have been delivered, he/she signs the receiving report and sends it to the GPC CH.

5. Send an authorization letter to the Vendor with the payment card information.  This authorizes the vendor to call the bank and charge the account.

6. File the invoice, receiving report and authorization letter in the contract folder.  This ensures that the contract can be closed out properly.
