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DEFENSE LOGISTICS AGENCY

	DEFENSE ENERGY SUPPORT CENTER

	8725 John J. Kingman Rd. Suite 4950

	Fort Belvoir, Virginia 22060-6222


Instruction Number:  DESC-DC-I-31                                    September 28, 2004
PURCHASE OF AVIATION FUEL AND SERVICES

AT COMMERCIAL LOCATIONS

1.0. Supersession:  This is the initial issuance of DESC-DC-I-31.

1.1.   Purpose:  Provide procedural guidance to all DESC customers that purchase commercial aviation fuel and related ground services with the Aviation Into-Plane Reimbursement (AIR) Card at commercial airport Fixed Base Operator (FBO) facilities.  Procedures for open market aviation fuel purchases with the Standard Form 44, Purchase Order-Invoice-Voucher, are also provided. This procedure was coordinated with and approved by the Military Service Control Points (SCPs) and is issued as interim guidance pending inclusion to DoD 4140.25-M. 
1.2.   Aviation Into-Plane Reimbursement (AIR) Card:  The AIR Card is the only authorized purchase card for fuel, ground services, and/or related purchases at DESC Into-Plane contract locations.  The AIR Card is also accepted throughout the world at some non-contract locations.  General AIR Card Contractor (ACC) information is periodically updated and may be viewed at http://www.desc.dla.mil/DCM/DCMPage.asp?pageid=10.

1.3.   Canadian National Defense Contracts (CNDCs):  CNDCs are similar to DESC Into-Plane contracts and also enable DoD Military Services and U.S. Federal Agencies aircraft to purchase fuel, ground services, and/or related purchases at Canadian contracted locations.  These purchases are exempt from Canadian excise taxes.  A complete listing of CNDC contract locations and available services may be viewed at the web address referenced in paragraph 1.2.
1.3.1.   The DD Form 1896, Jet Fuel Identaplate, must be used at CNDC locations to purchase fuel at the DESC standard price.  Fuel purchases with the AIR Card at CNDC locations will result in full open-market pricing to include Canadian excise tax assessment.

1.3.2.   The AIR Card or Standard Form 44, Purchase Order-Invoice-Voucher, may be used to purchase fuel, ground services and/or other authorized products when no CNDC is in place at a Canadian location. 

2.0.   Responsibilities:  Responsibilities and accountability for the United States Government sponsored AIR Card commercial credit card is prescribed in DoD 7000.14, Financial Management Regulation, Volume 5, Chapter 33, and in DoDD 7000.15, DoD Accountable Officials (AOs) and Certifying Officers.  Negligent duty performance by the AO may result in personal pecuniary liability for erroneous payments.  The AO shall immediately contact the DESC Staff Duty Officer (SDO) at 1-800-286-7633 whenever fraudulent activity is suspected or confirmed.  The DESC SDO shall forward all information concerning suspected or confirmed fraudulent activity to the appropriate DESC components.  Appendix AP1 provides Points-of-Contact.  

3.0. Priority for Aviation Fuel Resources:  Military installation aviation fuel resources and related services shall be used whenever possible due to significant cost savings relative to prices charged at commercial Into-Plane contract and non-contract FBO facilities.  Into-Plane contracts are established for instances when military resources are unavailable.  Aircrews shall restrict fuel and service purchases to contracted Into-Plane FBOs at commercial airports where both DESC Into-Plane contract fuel and non‑contract fuel is available.  Aircrews are authorized to purchase fuel and services from any available source or AIR Card merchant FBO when no DESC Into-Plane exists at the commercial airport location.
4.0. Authorized Into-Plane Purchase Card Users.  The following ordering officers and customers are authorized to order fuel, ground services, and/or related purchases at commercial airport locations that have a current Into-Plane Contract in place:  

4.1.   Pilot, flight commander, aircraft commander or crew chief 

4.2.   Contracting Officers 

4.3.   Defense Attaché Officers

4.4.   The following represent the most common categories of authorized Into-Plane contract customers.  Questions regarding authorized AIR Card customers shall be directed to DESC-K (reference Appendix AP1 POC information):
4.4.1.   All Department of Defense military aircraft including National Guard and Reserve components.

4.4.2.   U.S. Government Agency and Federal Civilian aircraft.
4.4.3.   All Canadian military aircraft and Canadian Department of Transportation aircraft.
4.4.4.   All German Air Force aircraft.

4.4.5.   All Foreign Military Sales (FMS) aircraft.

4.4.6.   State and local law enforcement aircraft and other aircraft with written contracting officer authorization.
4.4.7.   Special mission and obscured identity aircraft with written contracting officer authorization.

5.0 Authorized Products and Services.  The following fuel products and related ground services are authorized for purchase with the AIR Card:  

5.1.   Aviation fuel

5.2.   Callout fees

5.3.   Flowage fees

5.4.   Overtime charges 
5.5.   Rapid/hot refueling fees

5.6.   Taxes.  Department of Defense, National Guard, and foreign military aircraft are exempt from Federal Excise Tax (FET) levy on aviation fuel, but Federal civilian agencies are not FET exempt.  Many states also provide State Excise Tax (SET) exemption for Federal government purchases of aviation or jet fuel.  State information concerning SET exemptions may be viewed at http://www.desc.dla.mil/DCM/DCMPage.asp?LinkID=DESCGCounsel  – Compilation of United States Taxes.
5.7.   Other products or services directly related to aircraft support and associated mission requirements
5.8.   Authorized ground and ramp services include the following:

5.8.1.   Aircraft housekeeping such as trash collection, lavatory and potable water service and so forth

5.8.2.   Aircraft landing fees

5.8.3.   Aviator breathing oxygen

5.8.4.   De-icing service

5.8.5.   Defuel and re-service fees

5.8.6. Ground equipment fees such as passenger stairs, auxiliary power unit, ground power unit and so forth

5.8.7. Hydraulic fluids

5.8.8. Lube oils

5.8.9. Parking fees and ramp fees
5.8.10. Security services

5.8.11. Block/slot time fees

5.8.12. Supplies such as maps, navigational aids and so forth 
6.  Unauthorized Use of the AIR Card.  

6.1.   Aviation unit AIR Card Certifying Officials and Accountable Officials are responsible to exercise due diligence in management of AIR Cards issued to assigned unit/wing/squadron aircraft.   Severe penalties are imposed for misuse and/or abuse of the AIR Card.  Certifying and Accountable Officials shall immediately investigate and report any suspected AIR Card misuse to the appropriate Commander or head of the DoD aviation organization, Federal Agency, foreign government activity, and DESC Government Fuel Card Program Manager.  DESC-K POC information is listed at Appendix AP1.
6.2  DoD policy directs AOs to notify responsible Commanders/Supervisors in a timely fashion of each case of improper, fraudulent, abusive, or negligent use of the AIR Card by subordinate individuals or parties.  Misuse includes any AIR Card use at establishments or for purposes that are inconsistent with DoD Official Business, applicable governing regulations, and 5 CFR Part 2635, Standards of Ethical Conduct for Employees of the Executive Branch Employees.  AIR Card holders are severely cautioned that the Standards of Ethical Conduct prohibit misuse of government positions/resources and may result in Uniform Code of Military Justice (UCMJ) or civilian agency disciplinary action.  Memoranda concerning UCMJ and civilian disciplinary action related to credit card misuse may be viewed at the following web page hyperlinks:   

http://www.desc.dla.mil/DCM/Files/chargecard4-03.pdf  


http://www.desc.dla.mil/DCM/Files/ACard%20Discipline.pdf 



http://www.desc.dla.mil/DCM/Files/chargecard7-03.pdf 
6.3.   Specific examples of fraud include, but are not limited to the following:  
6.3.1.   Any AIR Card transaction by an unauthorized user 
6.3.2.   AIR Card fuel and ground service charges billed for a date when and/or at a location where the aircraft was not deployed  

6.3.3.   AIR Card transactions for fuel quantities in excess of what was actually serviced to the aircraft 
6.3.4.   AIR Card transactions for fuel quantities that exceed the aircraft capacity 
6.3.5.   AIR Card transactions for unauthorized fuel products and ground services 
6.3.6.   Duplicate billings for identical fuel products and/or ground services to an aircraft 
6.3.7.   Offers to or acceptance by aircrew members of illegal gratuities from FBOs 
6.3.8.   Any AIR Card transaction not performed as official DoD business 
7.0.   Fuel Purchases at DESC Into-Plane Contract Locations and Non-Contract Locations that accept the AIR Card.
7.1. DESC shall furnish imprinters, embossed metal station plates that reflect FBO location information, and DD Forms 1898, Fuel Sales Slip, when the FBO manually records point of sale data for DESC contracts.  FBOs and Non-contract FBO locations may use a commercial delivery ticket in lieu of DD Form 1898, Fuel Sales Slip.  When used, the commercial delivery ticket shall reflect all pertinent Into-Plane contract point of sale data and copies shall be provided to the aircrew member.

7.2. The FBO shall manually record point-of-sale (POS) data for all authorized into-plane purchases when an electronic POS reader is not available.   

7.3.  A minimum of one aircrew member (ordering official) shall be present during aircraft servicing to verify accuracy of the recorded point of sale data (product grade, quantity, unit of issue, receipt date) and to ensure safe performance of the refueling operation.

7.4. The aircrew member shall present the AIR Card to the FBO personnel for imprinting/swiping of aircraft point of sale billing data.  Aviation fuel/services purchased without aircrew presentation of an AIR Card will not be paid by the ACC and shall be processed by the home station Certifying Official and/or Accountable Official as a local purchase. 

7.5. The aircrew member shall ensure that fuel products and ground services are separately, accurately, and legibly recorded on the DD Form 1898 or commercial delivery ticket.

7.6. The aircrew shall provide all AIR Card or commercial delivery ticket purchase receipts to the designated flying squadron Certifying Official and/or Accountable Official upon return to home station to enable validation and obligation establishment in the financial system of record.

7.7.  The AIR Card FBO shall ensure the following minimum point of sale data are recorded, either printed or a combination of printing and imprinting, on the DD Form 1898 or commercial delivery ticket receipt upon aircrew member presentation of an AIR Card: 
7.7.1. Merchant Identification Number (MIN) or the four character International Civil Aviation Organization (ICAO) airport identifier

7.7.2. AIR Card Number and CARNET number (CARNET refers to the Aircraft Tail Number or Nose Number)
7.7.3. Purchase date reflected as the Julian Date

7.7.4. Fuel Grade

7.7.5. Net fuel quantity purchased in whole U.S. gallons

7.7.6. Overtime charges.  The FBO shall record start and stop times on the DD Form 1898 or commercial delivery ticket with the total overtime annotated in fractional hours (e.g., 1 hour, 15 minutes = 1.25 hours).

7.7.7. The FBO and aircrew member shall jointly sign the DD Form 1898 or commercial delivery ticket to certify accuracy of the purchase transaction.  The FBO shall provide a copy of the DD Form 1898 or commercial delivery ticket to the aircrew member.

7. 8. The FBO shall transmit point of sale purchase transaction data to the AIR Card Contractor (ACC) for subsequent processing into the ACC database and the Defense Fuels Automated Management System for customer billing.  
7.9. Non-contract FBOs shall transmit point of sale purchase transaction data to the ACC for subsequent processing into the ACC database and to the Fuels Automated System (FAS) Enterprise Server (FES).

8.0. AIR Card Refusal at Non-Contract Locations:   

AIR Cards are not accepted at all commercial non-contract locations.  Aircrews may contact the ACC for assistance to obtain authorization for one time acceptance of the AIR Card at these locations.  In the event acceptance is not allowed, aircrews shall use a Standard Form 44, Purchase Order-Invoice-Voucher, for payment purposes.   

8.1.   Standard Form 44 Fuel Purchases Where FBO Agrees to Invoice DESC for Payment:  
The aircrew shall present the Standard Form 44 as the purchase invoice when an FBO refuses to accept the AIR Card.   The aircrew shall complete the SF 44 and attach it to the FBO vendor ticket/invoice when the FBO also declines use of the Standard Form 44 and uses its own invoice/receipt.  

8.1. 1.  Appendix AP2 provides data necessary to accurately record fuel purchase transactions for subsequent billing and payment.  Fuel purchases shall be documented on separate SF 44 from ground services and other authorized products since the FBO must invoice DESC for the fuel and the customer for non-fuel product and services.

8.1.2.   Copies 1 and 2 of the Standard Form 44 shall be provided to the FBO.  Copy 1 of the Standard Form 44 and one copy of the FBO commercial invoice, if applicable, shall be forwarded to the following address by the FBO to bill/invoice DESC:



DESC-RRF



Building 1621-K



2261 Hughes Avenue, Suite 128



Lackland AFB, Texas  78236 

8.1.3.   Copy 3 of the Standard Form 44 and one copy of the FBO commercial invoice, if applicable, shall be provided to the aircrew.  Aircrews shall present all fuel purchase receipts to the designated aviation squadron Certifying Official and/or Accountable Official upon return to home station to enable timely validation and financial obligation processing into the Fuels Automated System (FAS).

8.1.4.   DESC-RRF shall certify and process FBO invoices through DFAS Columbus for FBO payment.  DESC-RRF shall also record transaction to the FAS for tracking and customer billing.

8.2.   Standard Form 44 Fuel Purchases Where the FBO Requires Cash Payment:   Cash fuel purchases are only authorized when either the DOD 4500.54G “DoD Foreign Clearance Guide” requires cash payment or when FBO locations outside the United States and U. S. Territories refuse AIR Card and/or Standard Form 44 invoicing processes.
8.2.1.   Aircrews required to pay cash for aviation fuel purchases shall employ the following procedures.  These procedures do not apply to non-fuel products or services.

8.2.1.1. The aircrew shall obtain cash from a local DoD Finance source that is charged to an approved Treasury suspense account prior to home station departure. 
8.2.1.2. Requests for DESC reimbursement of cash withdrawals against an approved Treasury suspense account shall be approved in writing by DESC-R prior to DESC processing reimbursement actions.
8.2.1.3.   Aircrews shall complete the Standard Form 44 and obtain the FBO fuel vendor annotation in block 11 of Standard Form 44 to confirm total cash amount and also sign and date the Standard Form 44 blocks 20 and 21 respectively.

8.2.1.4.   Aircrew shall return unused cash to their local DoD Finance source upon return to home station.

8.2.1.5. Aircrew shall present the completed Standard Form 44 (for non-fuel charges only) to the appropriate home station administrative personnel for processing (e.g., Wing Refueling Document Control Officer, Finance Office, etc.)

8.2.1.6. The Standard Form 44 (for fuel charges) shall be forwarded to DESC-RRF with a written request for DESC reimbursement.  Refer to Appendix 1 for appropriate POC/address at DESC-RRF.  DESC will not process reimbursement requests if all required information specified in Appendix AP2 instructions is not provided on the Standard Form 44. 
8.2.1.7. Approved DESC reimbursement actions will be provided to DFAS-Columbus (DFAS-CO) with the appropriate documentation.  DFAS-CO will process and reimburse the Treasury suspense account from the Defense Working Capital Fund for fuel.  DESC-RRF shall process the purchase transaction to the Fuels Automated System which results in DFAS customer standard price billing for non-contract commercial purchases.

8.2.1.10. DFAS shall process the Intra-Governmental Payment and Collection (IPAC) System transaction and submit copy of the IPAC spreadsheet with copy of the completed Standard Form 44 to DESC-RRF.

8.2.1.11. DESC-RRF shall provide copy of the completed Standard Form 44 to the fuel customer advising that the Treasury reimbursement action is completed. 
8.3. SF 44 Purchases of Ground Services and Other Approved Products (Not Fuel):
8.3.1. Complete a separate Standard Form 44 in compliance to instructions at Appendix AP2. 

8.3.2. Provide the FBO copies 1 and 2 of the Standard Form 44.  The FBO shall use copy 1 and one copy of the FBO commercial invoice, if applicable, to directly bill/invoice the purchasing organization.  Block 9 of the Standard Form 44 shall reflect the organization name and address of the finance office responsible for payment to the FBO.

8.3.3. The purchasing organization shall make payment to the FBO upon receipt of the invoice from the FBO.

9.0.  Lost or Stolen AIR Cards:  The aircrew shall immediately notify the home station flight squadron Certifying Official and/or Accountable Official whenever an AIR Card is lost or suspected stolen.  The home station flight squadron Certifying Official and/or Accountable Official shall provide the following information to the ACC:
9.1. Home station DoDAAC
9.2. Aircraft tail number/bureau (BUNO) number
9.3. Unit/Wing/Squadron Name
9.4. AIR Card account number(s)
9.5. Indicate whether a replacement AIR Card is required                                                                                         
BY ORDER OF THE DIRECTOR:

///////Signed copy on File///////
MICHAEL D. BRODERICK

Director, Change Management 

Defense Energy Support Center

2 Appendixes:

Appendix AP1, Point of Contact Information

Appendix AP2, Standard Form 44, Purchase Order-Invoice-Voucher, data requirements
DESC-OPR: DC

DESC-OCR: R/RP/RR
AP1.  APPENDIX 1

points of contact

	Point of Contact
	Address
	Telephone Number
	E-Mail Address/Internet Website 

	DESC Fleet Card Program Management Office 

(DESC-K)
	Fleet Card Program Management Office (DESC-K)

8725 John J. Kingman Road

Ft. Belvoir, Virginia 22060-6222             
	COML:  (703) 767-9552                   DSN:  427-9552

	aircard@dla.mil

	DESC Fraud Counsel (DESC-G)


	Fraud Counsel (DESC-G)

8725 John J. Kingman Road

Ft. Belvoir, Virginia 22060-6222
	COML:  (703) 767-5001
	desc.goffice@dla.mil

	DESC Staff Duty Officer (DESC-DL)


	Contingency Plans & Operations Division  (DESC-DL)

8725 John J. Kingman Road

Ft. Belvoir, Virginia 22060-6222
	1-800-286-7633
	

	DESC-RRF

(Account Manager)


	Building 1621-K

2261 Hughes Avenue, Suite 128 

Lackland AFB, TX  78236-9828
	COML: (210) 925-2438
DSN:  945-2438
	


AP2.  Appendix 2

Standard Form 44 Data Requirements

AP2.1. SF 44 Mandatory Data requirements are as follows:

 


Block 1:  Date purchase was made.


Block 2:  Leave Blank (Units are no longer required to provide a Requisition/Transaction Document number since a MILSTRIP Document Number will be assigned by the Fuels Automated System (FAS) Enterprise Server (FES) using the following construct:  Customer DoDAAC + Julian date + FA + 2 Alpha/Numeric character sequence number, (e.g., FP44184145FA01)


Block 3:  Print the Name and Address of the FBO/Fuel Vendor selling the fuel.


Block 4:  Print (may be pre-printed by units) the following customer identification information:


a. Wing/Squadron/Unit name 



b. Complete mailing address


Block/Column 5:  Enter an itemized list of fuel or other authorized services/products purchased.  Indicate the grade of the fuel purchased (i.e., Jet A-1 with FSII, Jet A without additives, Jet B, etc.).


Block/Column 6:  Enter the quantity of each itemized purchase item.  For fuel also enter the unit of issue (i.e., GL or Liters, etc.)


Block/Column 7:  Unit price for each itemized purchase item and type currency (i.e., US $, EURO $, Lira, etc.)


Block/Column 8:  Total cost for each itemized purchase item and type currency (i.e., US $, EURO $, Lira, etc.)


Block 9:   Note:  Fuel purchases should be documented on a separate SF 44 from ground services and other authorized products.  



a. For ground services and authorized non-fuel items, enter the Name and Address for the purchaser’s billing/paying office.   



b. For Fuel Purchases only, enter the following address:



DESC-RRF



Bldg 1621-K



2261 Hughes Avenue, Suite 128



Lackland AFB, TX  78236


Block 10:  Enter the total of purchase cost and currency type (i.e., US $, EURO $, Lira, etc.)


Blocks 11 and 12:  Leave Blank.  To be completed by paying office.


Block 13:  Signature of crew member acknowledging receipt of products and/or services.


Block 14:  Enter the following purchaser line-of-accounting data.


a. Department of Defense Activity Account Code (DoDAAC) of purchasing organization.

b. Sub-Account Code:  APC (Army); TEC (Navy and Marines); Org Code (AF)


c. Aircraft Type (TMS or MDS) and tail number (AF and Army) or BUNO (Navy and Marines)


d. Fund Code and Signal Code

e. Supplemental DoDAAC if Signal Code B is used


Block 15:  Printed name of aircrew member receiving the product or service


Block 16:  Title of aircrew member receiving the product or service


Block 17:  Date of signature/purchase


Blocks 18 through 21:  To be completed by the FBO.  

a. If cash payment is made ensure that the SF 44 indicates the total cash paid/received in block 18.


b. FBO representative must sign and date the SF 44


Blocks 22 through 24:  To be completed by office processing the invoice.  


a. DESC-RRF shall certify and complete this section for all fuel items, and forward the invoice to DFAS Columbus for payment to the FBO.


b. The purchasing organization or their paying office shall certify and complete this section for non-fuel services and products.

Blocks 25 through 27:  To be completed by office making payment to the FBO.


a. These blocks will be completed by DFAS Columbus when the item is a fuel item.



b. The purchasing organization's paying office shall complete this section of the form for non-fuel services and product. 
Page 2

