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This Document describes the responsibilities of the Office of Communications, Printing Services Division as regards to the Government Printing Office (GPO) GPO Express Program. The GPO Express Program is a nationwide GPO Convenience Contract with FedEx Offices that allows the USDA employees with a GPO Express card to use a FedEx Offices Print Center day or night, including weekends, to obtain small printing services at GPO negotiated rates. Printing services may also be submitted online. 
The GPO Express Program offers a new tool for printing specialists to use when acquiring printing services. However, GPOExpressSM can be more expensive than negotiated term contracts or when printing professionals obtain printing services under the GPO Simplified Purchase Agreement (SPA) program.

The USDA, Office of Communications, Printing Services Division has overall authority and provides direction as appropriate for those participating in the GPO printing procurement tool – GPO Express.

Forest Service field offices must request GPO Express cards through their Printing Specialist in that field office; all other USDA request must come through, USDA, OC, Printing Services Division.
Out of the five GPO quality levels with Level 1 being the highest, FedEx Office is rated at Level 3 which means good or above average quality. All production is of an unclassified nature.  
Services include:

· Full-color vinyl banners, posters, brochures, manuals, presentations, newsletters, and flyers.  
· Design and finishing services for professional looking digital prints and copies in either black and white or color.
· Binding, mounting, and other finishing services.
· Document scanning into various formats.

· Digital oversize printing.

· Free estimates and proofs.   

· Free delivery within local delivery zone around each FedEx Office Center.

· Normal production time is 24 hours for proofs or final product.
The GPOExpressSM card, issued to designated employees as determined by the GPOExpressSM Account Manager, is the only means by which offices may obtain FedEx Office services at special contract prices significantly lower than retail.  Therefore, the Government charge card may not be used to obtain GPOExpressSM services.  

The GPOExpressSM card is for official use only and is nontransferable.  The GPOExpressSM cardholder is the sole individual who must initiate GPOExpressSM 
transactions.  

Purchase Limit

USDA is implementing GPOExpressSM as a convenient means of processing non-complex, small printing jobs.  As such, a maximum purchase limit of $3000 per transaction has been established.  

The Agency Printing Specialist is responsible for approving the program within their respective agencies and completing the necessary paperwork for their agencies participation in the program. If you do not have a Printing Specialist in your agency, you must contact this office.

 It is the policy of the OC’s Printing Services to establish and maintain an active and continuing printing and publications management program to ensure effective printing, duplication, and distribution of documents.

GPO Express cardholders shall:

Use the GPO Express card in a prudent manner and for official government use only.

Place all orders under this contract and shall not allow anyone else to use their assigned GPO Express card.

Do not split jobs that would exceed their authorized limit.

Resolve disputes and defective issues directly with FedEx Office.

Be aware that unauthorized purchases may result in any or all of the following:
· The cardholder being billed the full cost of the purchase plus interest and administrative debt collection fees as authorized by the Debt Collection Act;

· Referral of the unauthorized purchases to the Office of the Inspector General for investigation or prosecution; or

· Disciplinary actions, up to and including removing the employee from Federal service. Intentional use of this card for unauthorized purposes shall be considered as an attempt to commit fraud against the U.S. Government.
USDA’s policy on purchasing GPO Express Cards using your Government Purchase cards (VISA).

If requesting GPO Express cards against your government purchase card the maximum limit is $3,000 per transaction. If you have printing request that exceed $3,000 you must procure that printing through GPO.
Annual Renewal to Participate

To continue participating in the program, the Agency GPOExpressSM Coordinators must submit a newAD-78 requisition for each account annually to GPO.  As such, the USDA’s Printing Specialist must submit a new application (selecting Annual Renewal on the form) for the ensuing year.  This practice also provides agencies the opportunity to account for and validate their cardholders.  

The annual renewal application is to be submitted to OC’s Printing Services Divison by September 1 of each year to ensure that the annual requisitions are submitted to GPO prior to the beginning of the new fiscal year.  

Noncompliance with this requirement shall jeopardize an account’s continued participation in the program.  

Contact:

Cynthia McNeill

Printing services, Director

Office of Communications

U.S. Department of Agriculture

Rm. 446-A Whitten Bldg.

1400 Independence Ave., SW

Washington, DC 20250

Cynthia.mcneill@usda.gov
(202) 720-8189
