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f. The purchase of office supplies will be limited to the
various contracting vehicles available and to use automated
purchasing systems on the Department of Defense (DoD) EMall, GSA
Advantage, Va.gov or from existing base supply stores
(ServMarts/NEX Depot). When using the DoD EMall, purchases are
restricted to either the “Navy Contracts” or the “Federal
Strategic Sourcing” corridors. Nonuse of the mandatory sources
of supply must be documented in purchase file.

2. Citibank Purchase Card. Citibank is the GSA contracted
financial institution who will maintain all purchase card accounts
and issue cards to cardholders (CH), send monthly statements to
approving officials (AO).

3. Definitions

a. Billing Cycle. The billing cycle is a 30-day billing
period when CH may use their purchase card. For DoN, the billing
cycle ends on the 19 of each month. If the 19™ falls on a
Saturday or Sunday, the billing cycle ends on the preceding
Friday.

b. Billing Cycle Limit (30-day limit). The billing cycle
limit assigned to each CH cumulative purchases and transactions
within a given billing cycle. The CH and AO billing cycle limits
shall be reviewed and will be entered in the Bank’s database by the
Agency Program Coordinator (APC). The limit can be adjusted to
meet mission requirements at the request of the AO.

c. Purchase Cardholder. A purchase CH is any government
employee who is designated by either the Head Activity (HA) or
designee to be issued a purchase card or purchase card account.
The purchase card bears the name/account number of the purchase
cardheolder.

d. Commonly Used Hazardous Material (HAZMAT). For the
purpose of this instruction, commonly used HAZMAT means hazardous
materials or products approved for use by the NAVSUPPACT Naples
HAZMAT Program Manager that are customarily sold to the general
public to be used for non-governmental purposes (commercial
products) which are in the same size and packaging found
commercially. Examples of those materials or products include
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