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Note: Level 3 APCs - IT IS YOUR RESPONSIBILITY TO GIVE THIS NOTICE WIDEST DISSEMINATION TO PROGRAM PARTICIPANTS TO INCLUDE ALL APCs IN YOUR HIERARCHY.     

This PCPN applies to Appropriated Fund activities

 

PURPOSE:   The intent of this PCPN is to clarify the purpose of the local internal operating procedure (IOP) required to be established by each activity. 
OVERVIEW:  Audits have found that many activities are reproducing the NAVSUPINST 4200.99 in its entirety for the activity’s Internal Operating Procedures (IOP); causing redundant work for the APC and not clearly defining the variances from the NAVSUPINST 4200.99 to the activity.  
NEW POLICY: 

ADD:  Chapter 1, Paragraph 10 c.: If there are no variances from the NAVSUPINST 4200.99 (series), there is no need to reproduce the NAVSUPINST 4200.99 (series) to develop the activity’s IOP.  Instead, the activity shall have a memo signed by the HA stating there are no operational or procedural variances from the NAVSUPINST 4200.99 (series) which shall serve as the activities’ IOP.
ACTION:

· APCs shall ensure that a current IOP is in place.  
· If a current IOP is in place at the activity, no further action is required.  

· If an activity does not have a current IOP and there are no operational or procedural variances from the NAVSUPINST 4200.99, a memo stating no variances and signed by the HA is sufficient for the activity IOP.  

· If an activity does not have a current IOP, and the activity has at least one variance from the NAVSUPINST 4200.99, an IOP must be in place to document the variance.  For example, NAVSUPINST 4200.99 states that AOs are required to certify their invoice within 5 days of receipt from the CH.  If the activity has determined their policy to be 3 days, this variance must be documented in the IOP.  
Please send any questions/comments to DON_purchasecard@navy.mil
