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SECTION 1 - - INTRODUCTION

This SOP provides guidance for using the government-wide commercial purchase card known as the International Merchant Purchase Authorization Card (IMPAC) in accordance with guidance in the Federal Acquisition Regulation/Defense Federal Acquisition Regulation Supplement/Army Federal Acquisition Regulation Supplement & National Guard Federal Acquistion Regulation Supplement. (FAR/DFARS/AFARS/NGFARS) 

Applicability:  This SOP applies to all Cardholders and Billing Officials of the Illinois Army National Guard.
SECTION 2 - - POINTS OF CONTACT:

Organization Program Manager (OPM): Maj Sharon Star, 217-761-3553

Organization Program Coordinator (OPC): Mary Ann Rogers, 217-761-3551
Transactions Dispute Official (TDO): Mary Ann Rogers, 217-761-3551
Billing Office Official (BOO): CPT Wendell Lowry, 217-761-3549

Supply Support Activity:  TBD
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SECTION 3


GENERAL

3.1
Purpose  

This SOP provides guidance for using the government-wide commercial credit card known as the International Merchant Purchase Authorization Card (IMPAC) in accordance with guidance in the FAR/DFARS/AFARS & NGFARS.  The IMPAC card is administered by US Bank.  This SOP provides guidance to all IMPAC cardholders, Billing Officials, and Program Managers/ Resource Advisor/Resource Managers in the Illinois Army National Guard.

3.2
Guidance.
These procedures supplement the IMPAC card instructions distributed by US BANK to the cardholders and billing officials.  In the event that these procedures conflict with the instructions provided by US BANK, these procedures take precedence.  The Organization Program Manager (OPM) may delegate authority to make purchases with the IMPAC card to individuals that have a need for purchasing authority.  Amounts will be tailored to meet individual needs.  Cardholders will be full-time federal employees who have knowledge of and have had the required purchase card training.

3.3
General IMPAC Card Information.

The IMPAC card shall be used to the maximum extent practicable for all purchases under $2,500 in accordance with the Federal Acquisition Regulation (FAR) Parts 13.003(e) and 13.201.

3.4
Limitations on IMPAC Card Use.

3.4.1
The IMPAC card does not replace the SF 149, US Government National Credit Card (used to purchase fuel for vehicles); the Government Travel Charge Card (used for individual travel expenses); or the GSA Vehicle Fleet Credit Card.  The card will only be used as authorized by this SOP and the limits contained in the cardholder’s written delegation of procurement authority.

3.4.2
The IMPAC card is to be used for Official US Government purchases only. The IMPAC card was specifically designed showing the Great Seal of the US and the words “United States of America” imprinted upon the card to prevent the card from being mistaken for a personal credit card.  When an unauthorized purchase is identified, an individual will have their purchase card privileges suspended or terminated temporarily, pending further investigation.  If circumstances warrant, the individual’s card shall be canceled and disciplinary procedures enforced in accordance with the applicable military or civilian regulations, whichever is applicable to the individual’s status at the time of the act.

3.4.3
Cardholders should review Appendix B for additional guidance on unauthorized purchases.

3.5           Explanation of Terms.

3.5.1
Billing Office - The USPFO Commercial Accounts Branch processes statements for payment by the Defense Accounting System, Indianapolis, Indiana.  The billing office is responsible for responding to payment inquiries from the OPM/OPC, US BANK, or Billing Officials.

3.5.2
Billing Account Statement - A monthly statement that summarizes the billing cycle’s activity with detail pages that provide transaction information by cardholder, including posting dates vendor name, city, state, and debit/credit amounts.

3.5.3
Cardholder - Any individual appointed in writing as a cardholder by the OPM/OPC.  The card bears the name of the individual and will only be used by this individual.  The cardholder does not have the authority to allow others to make purchases using the card or account number.  This individual is the custodian of their IMPAC card.

3.5.4
Cardholder Statement of Questioned Items (CSQI) - The US BANK form on which cardholders claim credit for disputed items, which can not be resolved with the vendor.

3.5.5
Declined Transaction - Transactions where authorization has been refused by the US BANK/VISA transaction authorization system.

3.5.6
Delegation of Purchase Authority - A document issued by the OPM/OPC that establishes the individual as an authorized cardholder, Billing Official, or alternate-Billing Official.  The delegation of authority will specify any spending and usage limitations unique to that cardholder/Billing Official.

3.5.7
Dispute – Any items purchased and found to be defective, billed but not received, or unauthorized/incorrect charges that can not be resolved between the cardholder and the vendor.  Disputes will be processed using the “Cardholder Statement of Questioned Items” form supplied by the disputes officer.  Note:  taxes are non-disputable.

3.5.8
Disputes Officer - The individual appointed by the OPM that is responsible for resolving disputes.

3.5.9
Federal Acquisition Regulation (FAR) - Government regulation governing all Federal purchases.

3.5.10      Gratuities - Any money, fee, commission, credit, gift, thing of value, or compensation of any kind which is provided directly or indirectly to an individual for the purpose of improperly obtaining or receiving favorable treatment in connection with a purchase.  No government employee may solicit or accept, directly or indirectly, any gratuity, gift, favor, entertainment, loan or anything of monetary value from anyone who has, or is seeking to obtain government business.

3.5.11
International Merchant Purchase Authorization Card (IMPAC) - Is a government purchase card program provided by the Contractor, US Bank.

3.5.12
Organization Program Manager (OPM) - The member at the USPFO Purchasing and Contracting Division who serves as the program manager.  Normally assigned to the Supervisory Contract Specialist.  The OPM has sole authority and is responsible for overall management and implementation of the IMPAC Purchase Card Program.

3.5.13
Organization Program Coordinator (OPC) – The member at the USPFO Purchasing Section designated to serve as the Program Coordinator.  The OPC is responsible for the day to day administration of the IMPAC Purchase Card Program including training and surveillance.

3.5.14
Micro-Purchase - An acquisition for supplies or services with a combined value that shall not exceed $2,500.00.

3.5.15
Monthly Purchase Limit – The monthly purchase limit is a budgetary limit assigned by the approving official.  In order to obligate available funds within this budgetary limit, all Program Managers must submit PFOIL Form 298 to the USPFO Fiscal Accounting Section no later than the third working day of the month.  Approving officials shall coordinate with the Organization Program Coordinator and Finance Office when determining a monthly limit.  The total dollar value of purchases when using the IMPAC for any single month may not exceed the monthly purchase limit set by the approving official.

3.5.16
US Bank - Is the current contractor for the IMPAC program.  This contractor has a requirements contract with the General Services Administration (GSA) and services all federal agencies, including the Department of Defense.

3.5.17
Single Purchase Limit - Each cardholder is assigned a single purchase dollar amount by the OPM.  This limit may be adjusted by the OPM when appropriate and shall be established for each cardholder account.  Cardholders not assigned to a contracting office shall not exceed the single purchase limit of $2,500.  Only warranted contracting officers shall make purchases over SAT as established by FAR Part 13.

3.5.18
Standards of Conduct - Employees of the National Guard hold a public trust and their conduct must meet the highest ethical standards.  All agency employees shall use this card only to purchase supplies/services within the guidance of this program.  Cardholders and Billing Officials acknowledge that making false statements on purchase card records may provide support for removing the employee from Federal Service.  The Government may punish wrongdoers by fine, imprisonment, or both, as stated in Section 1001, Title 18, United States Code.  Standards of Conduct Directive DODD 5500.7 and Joint Ethics Regulation DODR 5000.7-R cover Standards of Conduct.  These regulations must be reviewed and review documented annually by each Billing Official and Cardholder.  

3.5.19
Statements of Account (SOA) - The SOA is a monthly listing of all transactions (purchases and credits) made by the cardholder and billed by US BANK.

3.5.20
Tax-exempt - Government agencies are exempt from paying state and local taxes, in accordance with state and local laws.  The phrase “US Government Tax Exempt” is printed on the front of each IMPAC card.  The cardholder is responsible for ensuring the vendor does not charge taxes.

3.5.21 Unauthorized Use - The use of the purchase card by (any) person (including) the cardholder, who does not have actual, implied or apparent authority for such use.

3.6
Fiscal Year End Close-out Procedures.

The USPFO Comptroller Division has established fiscal year end close out procedures. (See Appendix D) Disregarding fiscal year end close out procedures may result in an Anti-Deficiency Act Violation.  Actions causing an Anti-Deficiency Act Violation may result in disciplinary actions.  See Appendix D for additional procedures on Fiscal Year End Close Out.

SECTION 4

OVERVIEW OF IMPAC CARD PROCESS

4.1
Program Overview.

4.1.1
The IMPAC Purchase Card is an internationally accepted purchase card, which allows a cardholder to make micro-purchases under an established delegation of purchase authority.

4.1.2
The IMPAC card designed for this government purchase card program bears the Seal of the United States along with a restricted use designation “For Official Government Purchases Only” to avoid being mistaken for a personal credit card.  No other person is authorized to use the card.

4.1.3
Unique controls have been developed for the IMPAC program.  These controls insure that the card can be used only for specific purposes and within specific dollar limits.  When issuing this card to an employee, authorization codes will be established by the Organization Program Coordinator and will be incorporated in the card.  Under normal circumstances, merchants are required to obtain authorization from U.S. Bank for purchases over $50.00.  However, many merchants now use electronic authorization methods allowing them to obtain authorization for all purchases regardless of amount.  When a merchant needs authorization for a purchase, U.S. Bank authorization system will check each individual cardholder’s single purchase limit, the cardholder’s 30-day limit, the approving official’s office limit, and the type of merchant where the cardholder is making a purchase before authorization for that transaction will be granted.

4.2
Cardholder Set-Up. 

4.2.1
The Billing Official in conjunction with the OPM will nominate Cardholders.  The Billing Official will make nomination by forwarding a written request to the OPM. Upon recommendation of the billing office, the OPM will establish the cardholder’s single purchase limit, 30-day limit, and merchant authorization codes.  At least one cardholder should be appointed for each PM.  After receiving a request for appointment and receiving training, the OPM will appoint the cardholder in writing.

4.2.2
The cardholder must acknowledge this appointment in writing.

4.2.3        Organization Program Coordinator will complete the application to US Bank, request FM concurrence and forward to U.S. Bank for processing.

4.3
Use of the IMPAC Card.  (See also Section 5, Using the Card)

4.3.1
The IMPAC purchase card shall be used for all purchases within the amount designated in the cardholder’s delegation of purchasing authority.

4.3.2
When making any purchase with the IMPAC card, the cardholder should inform the merchant that the purchase is for US Government purposes and is not subject to state or local tax, (except in some states).
4.3.2.1
If the merchant will not recognize the tax exempt status, then the cardholder should call the US BANK Customer Service number printed on the back of the card.  US BANK will fax a copy of the state tax exemption certificate to the merchant.

4.3.2.2
If the merchant still will not recognize the tax-exempt status and charges sales tax, notify the OPC.  The RM/FMO will pay the tax and US BANK will notify the vendor of their responsibilities regarding customers with tax exempt status.  The cardholder should not continue to do business with the merchant until the merchant understands that all purchases made with the IMPAC purchase card are tax exempt.

4.3.3
All uses of the card must meet the following conditions:

4.3.3.1
A single purchase transaction may include multiple items, but the total amount, to include incidental charges, e.g., transportation costs, shall not exceed the single purchase limit.  

4.3.3.2     Each transaction shall involve a single delivery and payment.  Purchases shall not be “split” in order to avoid the micro purchase threshold ($2,500.00).
4.3.3.3     All items purchased over the counter to be paid for using the card must be available immediately.  No backordering is allowed.

4.3.3.4     All items purchased by telephone order that will be confirmed with a written order and be paid for using the card must be delivered by the merchant within the 30-day billing cycle.  The order shall not be placed without this assurance.

4.3.4
When a merchant rejects a cardholder’s IMPAC card, the cardholder can contact US BANK to determine the reason for the rejected transaction (US BANK cannot tell what the rejection is until the next business day) or contact the OPC for instructions.  If the purchase is during non-duty hours and is urgent in nature, the cardholder should contact the OPC, Mary Ann Rogers, 217-626-1335.

4.4
Violations of Standard Operating Procedures.

If, due to findings from a surveillance visit, or by any other means, it is discovered that the cardholder or billing official is in violation of the procedures contained herein, appropriate actions must be taken to preclude a reoccurrence.  Action taken should be commensurate with the severity of the violation(s). As a minimum, a letter signed by the OPM will be sent to the cardholder, Billing Official and any other Official deemed necessary.  In addition, the OPM may have the cardholder’s monthly purchase limitation reduced to an appropriate amount.  The letter should address the following:

4.4.1
A violation (describe) was discovered or is occurring.

4.4.2
The monthly purchase limitation for that particular cardholder has been reduced to (insert an amount).

4.4.3
The revised limitation will remain in effect until the cardholder receives remedial training on the IMPAC procedures with special emphasis in the area of the violation.

4.4.4
After the above-described actions have been accomplished, the monthly purchase limitation will be changed to reflect the previous requested amount.

4.4.5
Further offenses will be grounds to revoke the IMPAC privileges for the cardholder.

4.4.6
Both the discovered violation and the subsequent training should be documented in OPC files, with copies of the documentation provided to the Billing Official and the cardholder.

4.5
Unauthorized Purchases or Careless Use of the IMPAC Card.

4.5.1
It is the cardholder’s responsibility to safeguard the purchase card and account number at all times.  The cardholder must not allow anyone else to use the card or account number.
4.5.2
A cardholder that makes unauthorized purchases with the card may be liable for the total dollar amount of unauthorized purchase(s) made concerning the misuse.

4.5.3
Misuse of the card may be grounds for the suspension or termination of the cardholder’s purchase authority and possible disciplinary action.

4.6
Designation of Primary Billing/Alternate Billing Officials.

4.6.1
The OPM will delegate primary/alternate Billing Official authority in writing, based on recommendations of the Resource Manager.

4.6.2
The primary/alternate Billing Official shall acknowledge their appointment in writing.

4.6.3
The OPM will establish, with input from the Resource Manager, the purchase limit for the Billing Official’s account.

4.7
Lost or Stolen Cards.

4.7.1
The cardholder will immediately notify US BANK (1-888-994-6722) and the OPC.

4.7.2
A new card and account number will be issued by US BANK.  If the original card is subsequently found, it should be destroyed.

4.7.3
The government will not be liable for any purchases made by a person, other than the cardholder, who does not have express authority.

4.8
Customer Service.

4.8.1
US Bank is available 24 hours a day, 7 days a week, to provide service and support to the IMPAC program participants.  The number to call for IMPAC customer service is 1-888-994-6722.  This is also the number to call for lost or stolen cards.  The only time the cardholder should contact US BANK customer service is to report a lost or stolen card and to check on rejected transactions.  For other questions or concerns, contact the OPC.

4.8.2
Any guidance given by US BANK that conflicts with the contents of this SOP or its appendices shall be brought to the attention of the OPC for resolution, before action on the part of the cardholder.

4.9
Destruction of the IMPAC Card.

4.9.1
The Billing Official/Cardholder must notify the OPC upon termination of employment or reassignment of a cardholder and coordinated card termination processes.

4.9.2
If the cardholder has been reassigned, the new unit may want the cardholder to maintain their purchase card.  The OPC will coordinate the change upon the written notice of reassignment.

4.9.3
If, upon reassignment, the new unit does not wish the cardholder to maintain the IMPAC card, the OPC will be notified and termination of the card will be processed through US BANK.

4.10
IMPAC Surveillance Requirements.

4.10.1
On an annual basis, surveillance of the Billing Official and respective cardholder accounts and documentation will be accomplished by a surveillance team comprised of OPC/OPM, FM and DOL-SS.  Newly appointed cardholders should be surveilled after sufficient transaction activity has occurred (usually 10 transactions), but not later than one year, to ensure they are effectively performing their duties and following established procedures.

4.10.2 Surveillance will consist of on site reviews, conducted at the Billing Official’s office, of IMPAC purchase transactions for each cardholder.  Monthly US Bank reports and when available, online review of cardholder transactions, through the Customer Automation and Reporting Environment (C.A.R.E.) System, will be used as an aid to the surveillance program.

4.10.3 Maintain surveillance results on file in the OPC office for 3 years.  Forward copies of the surveillance results to the cardholder and Billing Official.  The OPC or designee will meet with the cardholder to discuss each finding of noncompliance.

4.10.4 Surveillance of IMPAC purchases made during contingency/exercise operations will occur within a reasonable time following the conclusion of the contingency/exercise.

4.11
Manufacturer/Retailer Rebates:

Cardholders should take advantage of any rebates offered.  Manufacturer/retailer rebates shall be made payable or endorsed to the U.S. Treasury.  Rebates must be forwarded to the USPFO Comptroller Division (PFOIL-CF) deposit with the U.S. Treasury.  Rebates will be processed as an appropriation refund to the organization and will be credited to the applicable Program Manager’s funds.

4.12
Service Calls.

4.12.1 Before acquiring repair services, the cardholder must contact DOL for availability of repair.  Also, verify with DOL that an existing preventative maintenance agreement or warranty does not cover the repair.

4.13
Use of IMPAC for Environmental Protection Agency (EPA) Guideline Items.

Resource Conservation and Recovery Act and Solid Waste Disposal Act require agencies to use recovered materials for EPA designated items (recycled products) to the maximum extent practicable without jeopardizing the intended use of the item.

SECTION 5


USING THE CARD

5.1
General.

Purchases can be made over the counter, by telephone or using a computer.  Whichever method the cardholder uses, the merchant should be reminded that sales tax is not applicable.  The card number should not, under any circumstances, be displayed on any packing slip, etc., when purchases are made by telephone/computer.

5.2
Purchase Procedures.  

5.2.1
Before making any purchase, the cardholder shall verify that the item is not available through required sources.  A review of the required sources of supplies and services as outlined in Appendix A may be helpful.  If the supplies or services can be obtained from a required source, the purchase must be made from that source.  If not, the supplies or services can be obtained from a local vendor.  (See Appendix A)

5.2.2
Cardholders should assure themselves that they are not making unauthorized purchases. Appendix B is a listing of unauthorized purchases.

5.3
Documentation of Purchases and Returns.  

5.3.1

Documentation of Purchases.
5.3.1.1
When making a purchase with the IMPAC card, documentation must be retained as proof of purchase.  Attach documents to the IMPAC Purchase Control Document for use in verifying purchases shown on the cardholder’s monthly SOA.

5.3.1.2
When purchasing in person, retain the customer copy of the charge slip.  Ensure documentation is included for items purchased.  For example, if the charge slip lists “merchandise” write out a description of the items, quantity, and price for each item.

5.3.1.3
When purchasing by telephone/computer, document the customer charge slip “Phone Order/Computer.”  When the shipment is ordered, direct the vendor to write “IMPAC” on the shipping documents.  This becomes your supporting documentation for the purchase.

5.3.1.4 Document all purchases on the IMPAC Purchase Control Document.

5.3.2

Documentation of Returns

5.3.2.1 Retain the IMPAC card receipt, plus any additional vendor receipts.

5.3.2.2
Save the credit vouchers from the merchant and attached to the monthly statement.

5.3.2.3
Code all credits with the accounting classification exactly as the original charge so that a reversal can be processed.

5.3.2.4
Place a credit entry on the IMPAC Purchase Control Document and reference the original charge.

5.4
Cardholder/Billing Official Records.

5.4.1     Cardholder File. Cardholders are to maintain records separated by fiscal year with the following tabs:

     Tab A  -  Table of Contents

     Tab B  -  Delegation of Authority & Statement of Training

     Tab C  -  Local IMPAC Procedures

     Tab D  -  US Banks’ Instructions

     Tab E  -  IMPAC Purchase Control Log

     Tab F  -  Current Purchase Documentation (Receipts)

5.4.2     Billing Official File.  Billing Officials are to maintain the following records separated by fiscal year:

     Tab A  -  Table of Contents

     Tab B  -  Statement of Training and Delegation of Authority

     Tab C  -  US Banks’ Instructions

     Tab D  -  Local IMPAC Procedures

     Tab E  -  IMPAC Purchase Control Log 

     Tab F  -  Current Purchase Documentation (Receipts)

5.4.3  All records shall be maintained for three years.

5.5     Billing Official  Inquiry.  

If the Billing Official questions a purchase on a cardholder’s statement, the cardholder must be prepared to explain to the Billing Official the nature of the purchase.  If the cardholder cannot substantiate that the purchase was necessary and for official use, the cardholder will be subject to the card misuse procedures covered under Section 3-4 of this SOP.

SECTION 6


MONTHLY RECONCILIATION

6.1
Settlement Procedures.  

NOTE:  When the Automated IMPAC System is implemented this process will be computerized.

6.1.1
A Statement of Account (SOA) will be sent to the cardholder on the 24th of each month.  The cardholder annotates the SOA accounting classifications information and a description of the purchases and must forward the SOA to the Billing Official within 3 working days.  If extended leave is anticipated by the cardholder during the time the statement is to arrive, they should forward their receipt(s) to the Billing Official.  The Billing Official will complete a copy of the SOA for the absent employee (the original cardholder SOA will be signed by the cardholder at the time they return).

6.1.2
If for some reason the cardholder does not have documentation of the transaction to send with the statement, he must attach an explanation that includes a description of the item, date of purchase, merchant’s name and why there is no supporting documentation.

6.1.3       The Billing Official is responsible for receiving completed/certified SOAs from all cardholders, reviewing/resolving questions and signing the SOA.  The Billing Official’s certified billing account statement must be received in the Financial Management Office not later than 5 working days after receipt.  Should the Billing Official not receive all of the cardholder SOAs, the billing account statement must still be forwarded to the Financial Management Office. It is the Billing Official’s responsibility to contact the cardholders and coordinate receipt of all delinquent SOAs.

6.1.4.
The cardholder’s SOA will be compared to the listing of cardholder accounts on the Billing Official’s billing account statement to ensure that all statements have been received.  NOTE:  If a cardholder had no purchase activity on their IMPAC card for a particular billing cycle, no SOA will be generated for that cardholder (unless adjustments for the previously billed transactions are processed during that cycle).

6.2
Reconciliation of Monthly Statement of Account by Cardholder

6.2.1
Date Stamp the “date received” on the statement.

6.2.2
Identify the transactions on the IMPAC Purchase Control Document that appear on the current monthly statement.  Check receipts against the transaction listed on the statement.

6.2.3
Sign the back of the SOA certifying that items are correct.

6.2.4
Forward the certified SOA, IMPAC Purchase Control Document, supporting receipts, shipping documents and any additional documentation to the Billing Official within 3 working days.  Cardholders are no longer required to keep file copies of SOAs and documentation, but may do so.

6.3
Processing Disputable Items.

6.3.1
For items purchased and found defective or faulty, the cardholder will obtain replacement or correction from the merchant as soon as possible (document all correspondence).  If the merchandise has not been received by the end of the next billing cycle, the cardholder should formally dispute the charge.

6.3.2
For items billed but not received, the cardholder will annotate on their SOA that the item has been ordered, but not received.  The cardholder should then contact the vendor (document all correspondence) to verify that the item has been shipped or current shipping status.

6.3.3
When a cardholder discovers an unauthorized/incorrect amount has been charged, the cardholder must immediately seek to resolve the problem with the vendor (document all correspondence).

6.3.4
If the merchant refuses to credit a disputable charge, the charge for the item should be formally disputed.  The cardholder will only initiate a “Cardholder Statement of Questioned Items (CSQI)” form indicating the formal dispute after he/she has attempted but failed to receive a credit from the merchant.  If the merchant agrees that the charge was incorrect and states a credit will be issued, a formal dispute should not be initiated.  However, if the credit is not received by the next billing cycle the charge should be formally disputed.  (See Appendix J)

6.3.5
The CSQI form should be forwarded to US BANK only after a reasonable attempt has been made to resolve the dispute by the cardholder, but not later than 60 days after the appearance of the item on the SOA.  Disputes processed after 60 days will not be honored by US BANK.  In addition, a copy of the CSQI should be forwarded with your next SOA to the Billing Official and disputes officer.

6.3.6
Disputes can occur for various reasons; however, if the disputed charge involves sales tax charged erroneously by the vendor, the amount of the tax cannot be disputed through the IMPAC Charge Back Regulations.  Cardholders should make every effort to obtain a credit from the vendor for the tax.  If a credit is not obtained, the ordering agency must pay the tax.

6.4
Billing Official Duties.

6.4.1
US BANK will send a Billing Account Statement to the Billing Official that displays a record of all transactions within the billing cycle for the cardholders under his/her control.  The Billing Official must date-stamp the billing account statement with the date the billing statement is received.  The Billing Official must forward the certified Billing Account Statement PFOIL-CC  within 3 working days of receipt. If the Billing Official does not clearly identify the date of receipt on the billing statement, the Prompt Payment Act requires the payment office to use the statement date as the assumed date of receipt.  In many cases, this will result in payment not being made within 30 days and interest penalties will be assessed.  Any interest penalties assessed due to late receipt of the certified Billing Account Statements by PFOIL-CC  will automatically be assessed against the Billing Official’s appropriate Army Management Structure Code.

6.4.2
The Billing Official shall reconcile the billing account statement against the cardholder SOA and supporting documentation.  The Billing Official is responsible for ensuring:

6.4.2.1
that transactions meet legal requirements for authorized purchase card purchases,

6.4.2.2
that adequate documentation is available for individual transactions,

6.4.2.3
that property hand receipts have been obtained for accountable property,

6.4.2.4
that all coordination was accomplished prior to purchase of merchandise,

6.4.2.5
that appropriate action is taken to prevent two or more payments for the same transaction, and

6.4.2.6
that dispute procedures are properly implemented if transactions are questioned.

6.4.3
The Billing Official certifies that purchases made by the Cardholder are:

6.4.3.1
purchased from required sources if applicable (Appendix A),

6.4.3.2
correct and were necessary to fulfill immediate mission requirements,

6.4.3.3
were not for personal use,

6.4.3.4
items that are not specifically prohibited by statute or Appendix B,

6.4.3.5
requirements that have not been split into smaller segments to stay under the micro-purchase threshold or the cardholder’s single purchase limit, and 

6.4.3.6
items that are not part of a system that was previously acquired with investment funds (OPA/3080) and/or, as a result of the purchase, the complete value of the system is still less than $100,000.

6.4.4
In cases where the cardholder will not be available to perform the reconciliation, the Billing Official should assist in making alternate arrangements.  If satisfactory arrangements cannot be made, the Billing Official must still certify the Billing Account Statement and forward to the FMO within 5 working days.  The Billing Official will direct a specific reconciliation after the cardholder returns.

6.4.5
If a cardholder cannot produce his/her SOA, the Billing Official may direct the cardholder to endorse that portion of the billing account statement that applies, since identical information from the SOA is on the billing account statement.

6.4.6
The Billing Official must ensure that the alternate Billing Official is available to perform the billing account statement and SOA reconciliation if he/she will not be available to perform the reconciliation.

6.4.7
The three digit IMPAC fund code, the fiscal year of the purchase, and the IMPAC reference number, will be annotated on the billing account statement beside each cardholder line item.
6.4.8
The Billing Official is responsible for maintaining the billing account statements and SOAs (with receipts and supporting documents attached) on each cardholder for a period of three years.
SECTION 7


TRAINING

7.1
Responsibility.  

The OPM/OPC is responsible for the development, implementation, maintenance, and coordination of the IMPAC training program.  All Cardholders and Billing Officials must be trained by the OPC prior to issuance of their appointment.  Cardholders and Billing Officials will receive a minimum 4 hours of administrative and procurement training.  After acknowledgment of the delegation of purchasing authority, the OPM/OPC will request the cardholder’s IMPAC card through US BANK.

7.2
Procurement Training.

As a minimum, Billing Officials and Cardholders will receive training on Federal Acquisition Regulation (FAR) requirements:

· FAR Part 8, Required Sources of Supplies and Services.

· FAR Part 13, Small Purchase and Other Simplified Purchase Requirements.

· Billing Official Account Reconciliation

· Ethics and Standards of Conduct.

· Review of this SOP.

7.3
Administrative Training.

As a minimum, Billing Officials and Cardholders will receive training on the following requirements:

· Safekeeping of the purchase cards and account numbers.

· Record-keeping requirements.

· Timely validation of charges and credits on the monthly statements.

· Procedures to follow if a card is lost or stolen.

· Procurement ethics.

· General /Logistics/Supply procedures (if required).

· General Procurement procedures.

· Recycled material.

· Prohibition of splitting requirements.

· Construction.

· Equipment and warranties.

· Unauthorized Purchases.

All trainees must sign a statement of training, certifying that they have received the IMPAC training; they understand the training provided; they have been provided the IMPAC training materials which can be utilized for future reference; and they understand the penalties associated with misuse of the card.  A sample training record is provided in Appendix E.  This document shall be retained by the OPC while the cardholder’s account remains active.

7.4
Financial Training.

Financial Training will be conducted by the USPFO-FM.  As a minimum, Billing Officials and Cardholders will receive training on the following requirements:

· Anti-Deficiency Act

· Timely validation of charges and credits on the monthly statements.

· General Accounting procedures.

· Program Manager/Resource Manager orientation.

· Administration of IMPAC Funding Document.

SECTION 8

IMPLEMENTATION OF REPORTING

8.1.
In accordance with in accordance with Section 848 of H.R. 1119 National Defense Authorization Act for Fiscal Year 1998, the Secretary of Defense shall submit to the congressional defense committees a report of the implementation of Section 848.  Each OPC at Air National Guard Contracting and USPFO shall submit the Micro-Purchase Action Report quarterly in spreadsheet format.  A spreadsheet will be supplied by NGB-AQP for reporting purposes.  Reporting is only applicable to purchases under the Micro-Purchase threshold ($2,500.00).  Each report shall include:

8.1.2
The total purchases made not using the IMPAC,

8.1.3
the total dollar amount of purchases made not using the IMPAC,

8.1.4    the total purchases made using the IMPAC,

8.1.5
the total dollar amount of purchases made using the IMPAC,

8.2
Definitions – In this section:

8.2.1
The term ‘micro-purchase threshold’ has the meaning provided in section 32 of the Office of Federal Procurement Policy Act (41 U.S.C. 428)

8.2.2
The term ‘streamlined micro-purchase procedures’ means procedures providing for the use of the Government-wide commercial purchase card or any other method for carrying out micro-purchases that the Secretary of Defense prescribes in the regulations implementing this subsection.

8.3.
Reporting

8.3.1    Report will be accomplished by NGB-AQP supplied Excel Spreadsheet.

8.3.2    The spreadsheet is an Excel Spreadsheet Template format and will do all necessary computations.  The spreadsheet should be loaded in the template section of Microsoft Excel.

8.3.3    The Spreadsheet will be e-mailed quarterly to NGB-AQP, MACOM Program Manager at kaspart@ngb.ang.af.mil.
8.4     Data and Spreadsheet Completion

8.4.1   Data for completion of the spreadsheet will be obtained from the 1015/1057 report as generated monthly by SACONS, BCAS, and US Bank Account Cycle Report TBR00400, Total Level 4 Purchases+Debits (Dollars and Actions) plus Cash Advances (Dollars and Actions) less the Credits (Dollars and Actions).  When the Report Function of C.A.R.E becomes available the IMPAC data will be obtained from C.A.R.E. on the WEB.

8.4.2    Spreadsheet Completion.
Detailed instructions for completion of the Excel Spreadsheet will be provided with the spreadsheet.

APPENDIX A

SOURCES OF SUPPLIES AND SERVICES
Purpose.  Establish the order of priority for Sources of Supplies and Services.
1.
Sources of Supply:
1.1
Agency Inventories.
1.2
Excess from other agencies Web Address: http://www.drms.com
1.3
Federal Prison Industries (UNICOR)  Web Address:  http://www.unicor.gov/
1.4
Blind and Severely Handicapped (NISH)  Web Address:  http://www.nigh.org/nish/index.html or www.jwod.gov/links.htm
1.5 Supply Sources such as:

1.5.1
General Services Administration (GSA) (http://www.gsa.gov), 

1.5.2
Military inventory control points.

1.5.2.1
DLA EMALL http://www.emall.dla.mil
1.5.2.2
Defense Supply Center Columbus http://www.dssc.dla.mil 

1.3.2.3
Defense Supply Center Philadelphia http://www.dscp.dla.mil
1.5.3.4
Defense Supply Center Richmond http://www.dscr.dla.mil
1.5.3.5
Defense Energy Support Center http://www.dfsc.dla.mil
1.5.3.6
Defense Industrial Supply Center http://www.disc.dla.mil
1.6
Mandatory Federal Supply Schedules (http://www.fss.gsa.gov)
1.7
Optional Federal Supply Schedules (http://www.fss.gsa.gov)
1.8
Other Federal Agency Contracts. 

1.9
Commercial Sources.  (Open market)
2.
Sources of Services:
2.1
Other Federal Agency Contracts.

2.2
Commercial Sources.
3.
Items considered available from the (UNICOR):
3.1
Signs

3.2
Steel storage equipment

3.3
Office furniture

3.4
Food service equipment

3.5
Seating

3.6
Dormitory furniture

3.7
Bedding

3.8
Textiles & Clothing

3.9
Gloves

3.10
Bedspreads, curtains, draperies

3.11
Brooms, brushes

3.12
Optics

3.14
Electronics
3.15
Toner Cartridges

APPENDIX B

UNAUTHORIZED PURCHASES (ARMY)

The IMPAC shall not be used (unless otherwise noted in exceptions) for the following purposes: 

1. Cash Advances.  Cash advances are prohibited under the IMPAC Purchase Card Program.

2. Travel related purchases, per diem and non per diem status, including: Rental/lease of motor vehicles associated with travel or temporary duty supported by travel orders (purchase of airline, bus, or train tickets); purchase of meals, drinks, lodging, or other travel or subsistence costs associated with Government official travel (Government Travel Card covers this).  
3. Rentals or leases of land or buildings exceeding 30 days.  An example of acceptable usage would be a deployed unit needing office space on a month to month basis.

4. Purchase of aviation, diesel, or gasoline fuel or oil for aircraft and motorized vehicles (a fuel card should be used for this).  

5. Repair of leased vehicles when the lease provides for service/maintenance.

6. Purchase of telecommunications services (unless approved for purchase by DOIM). 

7. Purchases of repair services covered by contracts already written for these services (check with the Contracting Office first) unless there is an emergency situation where the contractor cannot meet the requirement.  

8. Purchases of printing or copying services provided by commercial sources unless government support is unavailable.  Written documentation stating director of information management approval for commercial printing will be attached to the IMPAC Purchase Control Document.

9. Purchases of Personal Services

10. Purchases of classified and sensitive items

11. Individual Memberships

14.  

Brokering.  Having one vendor accept the IMPAC for a vendor who does not accept the IMPAC.  This is against VISA Regulations.

APPENDIX C

PURCHASES REQUIRING AUTHORIZATION (ARMY) 

1.  Requests for the following commodities or services require the cardholder  contact the specified controlling organization before making the purchases.

1.1.     Communications and Computer Equipment and Software – only the DOIM has approval authority.

1.2     Telephone instruments, plug-in cards, visual information, electronic digital imaging, video equipment and services, only DOIM has purchasing authority.

1.3.     Rental/Lease of Motor Vehicles.  Only the Transportation Officer has approval authority.

APPENDIX D

ACCOUNTING PROCEDURES (ARMY)

1. Program Managers will prepare a Miscellaneous Obligation Document (Annex A) in the amount of

each cardholders monthly spending limit.  Input each MOD through the Automated Funds Control Orders System by reference number, and forward the original to PFOIL-CF not later than the third work day of each month.  Failure to obligate all or part of the monthly spending limit will result in a reduction to the monthly spending limit for each cardholder.

2. On a monthly basis, PM’s will reconcile purchases against their MOD(s) with the USPFO Fiscal Accounting Supervisor.  The reconciliation will take place between the 23rd and last day of every month.  Funds not expended during the month will be deobligated by PFOIL-CF prior to the close of the fiscal period.

3.  Following is the appropriate format for use when completing the IMPAC Reference Number on the monthly statement of account. 

    Columns

Data

1-5 IMPAC

6-9 Last four of Approving Officials account number

10-12

First three of last name


    13-14

Month of purchase

e.g.  Cardholder John Doe, AO account number 0123 made a purchase in March 2000 the IMPAC reference number is:  IMPAC0123DOE0300.
4. The following procedures will be used during the Fiscal Year (FY) End Closeout and the start of the

next FY:

a. A joint reconciliation between the Program Manager and the USPFO Comptroller will be

conducted on or before the 23rd of September.

      b.  Funds not expended will be deobligated from the MOD and made available for year-end closeout. 

      c.  Purchases with the IMPAC Card will not be made again until the USPFO receives sufficient allotment from NGB for the next FY.

      d.  PMs will be notified when funds are available for IMPAC purchases

APPENDIX E

IMPAC FUND CODES

Subsistence











IDT Subsistance 









LB1
2102060 18-1011 P1B73.1300 26RB S11115 G11697 IMPAC*********


















AT Subsistance 









LB2
2102060 18-1011 P1A72.1300 26RB S11115 G11697 IMPAC*********








Miscellaneous Supplies and Services















66th Infantry Brigade Units less Btry E and Btry F 202 ADA











LF1
2102065 18-1011 P111G14.67 26RB S11115 G11597 IMPAC*********






















1/106th Aviation Units











LF2
2102065 18-1011 P112G01.67 26RB S11115 G11597 IMPAC*********






















2/123rd FA Units, 3/123rd FA Units











LF3
2102065 18-1011 P112G06.67 26RB S11115 G11597 IMPAC*********






















Btry G 2/202 ADA, Btry H 2/202 ADA, Btry E 1/202 ADA and Btry F 1/202 ADA











LF4
2102065 18-1011 P112G15.67 26RB S11115 G11597 IMPAC*********






















HHD 232, 3637th Maint, 3625 Maint, and 44th RAOC











LF5
2102065 18-1011 P113G18.67 26RB S11115 G11597 IMPAC*********






















233rd MP, 333rd MP and 933rd MP











LF6
2102065 18-1011 P113G19.67 26RB S11115 G11597 IMPAC********* 






















133rd Signal Battalion Units











LF7
2102065 18-1011 P113G11.67 26RB S11115 G11597 IMPAC*********






















139th PAD, 144th Army Band, 644th PSB Units, 126th Maint, 708th Med











LF8
2102065 18-1011 P114G18.67 26RB S11115 G11597 IMPAC*********






















1244th, 1344th, 1544th, 1644th, HHD 108th Maint Bn and HHC 33rd ASG











LF9
2102065 18-1011 P114G43.67 26RB S11115 G11597 IMPAC********* 






















CO C, 341st MI BN











LFA
2102065 18-1011 P114G34.67 26RB S11115 G11597 IMPAC********* 






















CSMS-S, CSMS-R











LFB
2102065 18-1011 P115G20.67 26RB S11115 G11597 IMPAC********* 






















HQ 65th TCB and Det 1 65th TCB











LFC
2102065 18-1011 P133G92.67 26RB S11115 G11597 IMPAC*********










Petroleum, Oils and Lubricants (POL)













66th Infantry Brigade Units less Btry E and Btry F 202 ADA











LK1
2102065 18-1011 P111G14.65 26RB S11115 G11597 IMPAC*********






















1/106th Aviation Units











LK2
2102065 18-1011 P112G01.65 26RB S11115 G11597 IMPAC*********






















2/123rd FA Units, 3/123rd FA Units











LK3
2102065 18-1011 P112G06.65 26RB S11115 G11597 IMPAC*********






















Btry G 2/202 ADA, Btry H 2/202 ADA, Btry E 1/202 ADA and Btry F 1/202 ADA











LK4
2102065 18-1011 P112G15.65 26RB S11115 G11597 IMPAC********* 






















HHD 232, 3637th Maint, 3625 Maint, and 44th RAOC











LK5
2102065 18-1011 P113G18.65 26RB S11115 G11597 IMPAC*********






















233rd MP, 333rd MP and 933rd MP











LK6
2102065 18-1011 P113G19.65 26RB S11115 G11597 IMPAC*********






















133rd Signal Battalion Units











LK7
2102065 18-1011 P113G11.65 26RB S11115 G11597 IMPAC*********






















139th PAD, 144th Army Band, 644th PSB Units, 126th Maint, 708th Med











LK8
2102065 18-1011 P114G18.65 26RB S11115 G11597 IMPAC*********






















1244th, 1344th, 1544th, 1644th, HHD 108th Maint Bn and HHC 33rd ASG











LK9
2102065 18-1011 P114G43.65 26RB S11115 G11597 IMPAC*********






















CO C, 341st MI BN











LKA
2102065 18-1011 P114G34.65 26RB S11115 G11597 IMPAC*********






















CSMS-S, CSMS-R











LKB
2102065 18-1011 P115G20.65 26RB S11115 G11597 IMPAC*********






















HQ 65th TCB and Det 1 65th TCB











LKC
2102065 18-1011 P133G92.65 26RB S11115 G11597 IMPAC*********










Organizational Clothing and Individual Equipment

66th Infantry Brigade Units less Btry E and Btry F 202 ADA











LN1
2102065 18-1011 P111G14.51 26RB S11115 G11597 IMPAC*********






















1/106th Aviation Units











LN2
2102065 18-1011 P112G01.51 26RB S11115 G11597 IMPAC*********






















2/123rd FA Units, 3/123rd FA Units











LN3
2102065 18-1011 P112G06.51 26RB S11115 G11597 IMPAC*********






















Btry G 2/202 ADA, Btry H 2/202 ADA, Btry E 1/202 ADA and Btry F 1/202 











LN4
2102065 18-1011 P112G15.51 26RB S11115 G11597 IMPAC*********






















HHD 232, 3637th Maint, 3625 Maint, and 44th RAOC











LN5
2102065 18-1011 P113G18.51 26RB S11115 G11597 IMPAC*********






















233rd MP, 333rd MP and 933rd MP











LN6
2102065 18-1011 P113G19.51 26RB S11115 G11597 IMPAC*********






















133rd Signal Battalion Units











LN7
2102065 18-1011 P113G11.51 26RB S11115 G11597 IMPAC*********






















139th PAD, 144th Army Band, 644th PSB Units, 126th Maint, 708th Med











LN8
2102065 18-1011 P114G18.51 26RB S11115 G11597 IMPAC*********






















1244th, 1344th, 1544th, 1644th, HHD 108th Maint Bn and HHC 33rd ASG











LN9
2102065 18-1011 P114G43.51 26RB S11115 G11597 IMPAC*********






















CO C, 341st MI BN











LNA
2102065 18-1011 P114G34.51 26RB S11115 G11597 IMPAC*********






















CSMS-S, CSMS-R











LNB
2102065 18-1011 P115G20.51 26RB S11115 G11597 IMPAC*********






















HQ 65th TCB and Det 1 65th TCB











LNC
2102065 18-1011 P133G92.51 26RB S11115 G11597 IMPAC*********






















Surface Class IX Repair Parts













66th Infantry Brigade Units less Btry E and Btry F 202 ADA











SM1
2102065 18-1011 P111G14.61 26RB S11115 G11597 IMPAC*********






















1/106th Aviation Units











SM2
2102065 18-1011 P112G01.61 26RB S11115 G11597 IMPAC*********






















2/123rd FA Units, 3/123rd FA Units











SM3
2102065 18-1011 P112G06.61 26RB S11115 G11597 IMPAC*********






















Btry G 2/202 ADA, Btry H 2/202 ADA, Btry E 1/202 ADA and Btry F 1/202 ADA











SM4
2102065 18-1011 P112G15.61 26RB S11115 G11597 IMPAC*********






















HHD 232, 3637th Maint, 3625 Maint, and 44th RAOC











SM5
2102065 18-1011 P113G18.61 26RB S11115 G11597 IMPAC*********






















233rd MP, 333rd MP and 933rd MP











SM6
2102065 18-1011 P113G19.61 26RB S11115 G11597 IMPAC*********






















133rd Signal Battalion Units











SM7
2102065 18-1011 P113G11.61 26RB S11115 G11597 IMPAC*********






















139th PAD, 144th Army Band, 644th PSB Units, 126th Maint, 708th Med











SM8
2102065 18-1011 P114G18.61 26RB S11115 G11597 IMPAC*********






















1244th, 1344th, 1544th, 1644th, HHD 108th Maint Bn and HHC 33rd ASG











SM9
2102065 18-1011 P114G43.61 26RB S11115 G11597 IMPAC*********






















CO C, 341st MI BN











SMA
2102065 18-1011 P114G34.61 26RB S11115 G11597 IMPAC*********






















CSMS-S, CSCM-R











SMB
2102065 18-1011 P115G20.61 26RB S11115 G11597 IMPAC*********






















HQ 65th TCB and Det 1 65th TCB























SMC
2102065 18-1011 P133G92.61 26RB S11115 G11597 IMPAC*********










All Other 










AA0
2102065 18-1011 P112G01.62 26RB S11115 G11597 IMPAC*********
















DDR
2102065 18-1011 P133G89.E0 26RB S11115 G11597 IMPAC*********
















DP0
2102065 18-1011 P131G96.XC 26RB S11115 G11597 IMPAC*********
















ES0
2102065 18-1011 P431G20.71 26RB S11115 G11597 IMPAC*********
















GL0
2100100 18-1011 P012812.ZZ 26RB S11115 G11D97 IMPAC*********
















GP0
2102065 18-1011 P133G89.C0 26RB S11115 G11597 IMPAC*********
















GQ0
2102065 18-1011 P133G92.A0 26RB S11115 G11597 IMPAC*********
















GX0
2102065 18-1011 P133G92.C1 26RB S11115 G11597 IMPAC*********
















GZ0
2102065 18-1011 P133G92.A0 26RB S11115 G11597 IMPAC*********
















HS0
2102065 18-1011 P131G96.65 26RB S11115 G11597 IMPAC*********
















LA0
2102060 18-1011 P1A40.1100 26RB S11115 G11697 IMPAC*********
















MC0
2102065 18-1011 P131G95.11 26RB S11115 G11597 IMPAC*********
















MP0
2102065 18-1011 P131G96.Y0 26RB S11115 G11597 IMPAC*********
















MP1
2102065 18-1011 P131G96.Y0 26RB S11115 G11597 IMPAC*********
















MS0
2102065 18-1011 P131G96.XC 26RB S11115 G11597 IMPAC*********
















MV0
2102065 18-1011 P131G90.21 26RB S11115 G11597 IMPAC*********
















PE0
2102065 18-1011 P433G00.20 26RB S11115 G11597 IMPAC*********
















PF0
2102065 18-1011 P131G20.00 26RB S11115 G11597 IMPAC*********
















RA0
2102065 18-1011 P434G12.14 26RB S11115 G11597 IMPAC*********
















RR0
2102065 18-1011 P434G10.24 26RB S11115 G11597 IMPAC*********







APPENDIX F

LOGISTICS (ARMY)

Property Authorization and Accountability Procedures for IMPAC Purchases.

1.  All purchases for supplies, services and property will require a source document for commitment (DA Form 3953, Purchase Request and Commitment).  Requesting units will complete the form and forward to the approving official for authorization, 45 day before the card holder may make the purchase.  Clarification procedures for the DA Form 3953 are as follows:

    a.  Block 1 (Purchase Instrument No.) will include the units document number (DODAAC, julian date and serial number) Document numbers will maintain a 0300 series serial number for all expendable and services purchases. Document numbers will maintain a 0001 series serial number for non-expendable and durable purchases.  

    b.  Block 12 will be used for authorization source.  Units must annotate the specific source document and page # of the authorization for purchase.  Authorization must be specific and appropriate.  The only documents that will be acceptable for property purchases will be Modified Tables of Organization and Equipment (MTOE), Common Tables of Allowances (CTA), and Army Regulation 700-84 (Issue and Sale of Personal Clothing) or Using Unit Supply Standard Operating Procedure (UUSSOP).

    c.  Block 15 will be used to annotate the description of supplies or services.  For non-expendable or durable property items, requesting units must include a comparable National Stock Number (NSN) or Line Identification Number (LIN) obtained through the authorization documents (MTOE,CTA, 700-84, etc).   If a comparable NSN or LIN cannot be located, then the State Property Book Office will assign an Illinois LIN.    

    d.  Block 34, 35 and 36 will be used in the ILARNG for receipt of an item from warehouse or vendor.  The unit accepting the item or services will print their name and the word “Receipt” in block 34 and sign in block 35 with the date in block 36.  The IMPAC receipt will not stand as an accountable document for receipt of property.  

2.  Non-expendable and durable property must be added to the property book or component listing.  The unit will use the signed 3953 as the adjustment document.      

3.  Units are still required to complete the DHA (milstrip document identifier code used to communicate a demand for an item) receipt transaction in the ULLS-S4, NGB-Communication Utilities Program.  This transaction requires the same information associated with the DA Form 3953 (It requires a comparable NSN or LIN to complete the transaction).  This action will close out the receipt transaction with Standard Army Retail Supply System (SARSS).      

APPENDIX G

SAMPLE CARDHOLDER TRAINING RECORD
SUBJECT:  IMPAC Purchase Card Training

1. I have received, read, and understand the Cardholder Instruction Guidebook received with the IMPAC Purchase Card.

2. I have received, read, and understand the Illinois Army National Guard Standard Operating Procedure for the IMPAC Purchase Card.

3. On [date], I received training by [local contracting office] on IMPAC procedures.  I understand how to properly use the IMPAC card to obtain supplies and non-personal services under the micro-purchase threshold.  I understand that the IMPAC card has restricted uses and agree to abide by those restrictions.

4. I am aware of how the Standards of Conduct contained in DoD Directive 5500.7 and the Joint Ethics Regulation contained in the DoD Regulation 5000.7-R affect the use of the IMPAC card.

5. I understand the reconciliation requirements and the disputes processing.



Insert Cardholder Name
APPENDIX H        SAMPLE DELEGATION OF AUTHORITY

PFOIL-PC  (715)                                                                                                            Date

MEMORANDUM FOR (Insert cardholder’s name and title)

SUBJECT:  Delegation of Authority as Contracting Officer to Use the International Merchant Purchase Authorization Card (IMPAC)

1.  You are hereby delegated authority to purchase supplies and services and pay for such purchases using the International Merchant Purchase Authorization Card (IMPAC); provided, the amount of any single purchase does not exceed (insert limit).

2.  Supplies or services may be purchased, consistent with your organizational responsibilities and monthly purchase limits established by the approving official designated to review your purchases, to satisfy legitimate requirements.  The delegation does not authorize you to purchase supplies or services on the open market that are required to be obtained from mandatory sources of supply (see FAR Part 8).  Nor does it authorize you to procure supplies or services for which procurement responsibility has been assigned to another organizational element. 

3.  All purchases must be made in accordance with applicable laws and regulations, including  but not limited to the Federal Acquisition Regulation (FAR) with agency supplements, and the USPFO for Illinois Procedures for using the Government-wide Commercial Credit Card Service.

 4.  Your attention is directed to paragraph 10 of the USPFO for Illinois Procedures for use of the Government-wide Credit Card Service.  This delegation does not authorize you to purchase any of the supplies or services listed in paragraph 10 entitled “Unauthorized Use of the Card”.

5.  This delegation shall automatically terminate upon your separation from the agency or upon your reassignment to another office within the agency.

FOR THE USPFO-ILLINOIS:

                                                                           Signature Block










3
2

