Processing Government Commercial Credit Card

Payments Within the Commercial Accounts Office
1. PURPOSE.  This Internal Standard Operating Procedure (SOP) prescribes procedures for the processing of payments in the Commercial Accounts office with the International Merchant Purchase Card Authorization Card (I.M.P.A.C.).

2. Definitions.

a. Purchase Order.  A document which the contracting officer issues to a vendor for supplies, equipment, or services. 

b. Contracts.  These are enforceable agreements or orders to buy supplies or services including rental and lease agreements and purchase orders.  Contracts types include fixed price, cost-plus-a-fixed fee, or incentive type;  contracts providing for the issuance of job order, task orders, or task letters thereunder; letter contracts; and purchase orders.  They also include supplemental agreements with respect to any of the forgoing.

c. Proper Invoice.  This is an invoice (a bill or written request) which includes and agrees with all the information required by the terms of the procurement documentation as required by regulation or the contract, and is received in the designated paying office.

d. Receiving/Acceptance Report.  Reviewing acceptance reports and certificates of performance will contain the following information:

(1) Procurement document number or other authorization number.

(2) Description of the product or services rendered.

(3) Quantities received.

(4) Date property or service was accepted.

(5) Signature, printed name, title, phone number and mailing address of the receiving official.

(6) The most generally used receiving/acceptance forms are DD Form 250, DD Form 1155, and DD Form 1449.

(7) I.M.P.A.C. billing statements are paid immediately upon receipt in the commercial accounts office.

e. I.M.P.A.C. Payment Card.  The Supervisory Contract Specialist will appoint a card holder within the Comptroller Division to use the I.M.P.A.C card as a method of payment.

3. PROCEDURES.  I.M.P.A.C. payments for contracts received from Purchasing and Contracting will be as follows:

a. Receive accounts payable documents for processing.

b. Date stamp every document received.

c. Make file folder for all accounts payable documentation to be filed in the central contract file.

d. Review the invoice to determine if it is complete and correct. If the invoice is improper, promptly notify the vendor concerned. If it is correct enter into the CAPS program to be suspended for payment.

e. When a receiving/acceptance report is received:

(1) Review the date to ensure it is correct. Receiving reports must show the date the goods were delivered or services completed.

(2) Compare the procurement document and receiving report or certificate of performance with the billing on the invoice.  Determine if all required certificates and/or approval documents are present, if all documents are in agreement, and if all conditions of the contract have been met. Enter into CAPS to be suspended for payment. 

f. Review the contract folders and documents to determine what documentation is required to make a payment.

g. If all required documentation has been received (invoice, procurement document, and receiving report), process the payment through CAPS. If the vendor accepts the I.M.P.A.C. card, call and make payment at this time. Annotate on the automated SF 1034 that payment was made by VISA, date, and who talked to. Put the computed SF 1034 in suspense file. Make a copy of the computed SF 1034, place it in the designated file so you will have accounting information to enter when you receive your I.M.P.A.C. billing statement.  

4. PROCEDURES.  I.M.P.A.C payments for invoices other than contracts will be as follows:

a. Receive accounts payable documents for processing.

b. Date stamp every document received.

c. Review the invoice/accounts payable document to determine if it is complete and correct.  If it is improper, promptly notify the office concerned.  If it is correct call the vendor and make payment with your I.M.P.A.C. card.

d. Annotate on the invoice/accounts payable document paid by VISA.

e. Post information to the IMPAC PAYMENTS spreadsheet as follows:

(1) Date received in Commercial Accounts.


(2)
Vendor Name.



(3)
Account number or invoice number.


(4)
Dollar amount paid.


(5)
Date called to make payment to vendor.


(6)
Person contacted at vendor.


(7)
Monthly I.M.P.A.C. billing statement that payment appeared on.


(8)
DOV number.

f. File the invoice/accounts payable document in a designated file so you will have accounting information to enter when you receive your I.M.P.A.C. billing statement.

5. Run the daily report.

a. Pull the Transmittal Letter (TL) and bundle all the payments together.

b. Annotate which payments were paid with the I.M.P.A.C. card on the TL, these payments should be deleted from the UPLOAD disk before it is taken to accounting for them to process on the “K” batch. Caution, if a payment is not deleted it could result in a duplicate payment.

c. Make sure the certifying officer has signed all payments in the appropriate block.

d. Create UPLOAD disk,

(1) Delete payments made with the I.M.P.A.C. payment card. Caution, if payments are not deleted this could result in duplicate payments.

(2) Take the upload disk to fiscal accounting for them to process.

e. Once Commercial Accounts receives the disk back process through the TL check program and prepare the disk to be file transferred to DCD.

6. When Commercial Accounts receives their I.M.P.A.C. bill for the month the following actions are taken:

a. Date stamp it in.

b. Pull copies of the SF 1034’s and invoices/accounts payable documents that were placed in a designated area and begins to reconcile the bill.

c. Once the bill has been reconciled and everything is accounted for, enter into CAPS for payment.

d. Compute I.M.P.A.C. bill according to proper procedures.

7. Once the I.M.P.A.C. payment has been paid and you receive the DOV number, EFT trace number, and date paid this information will need to be posted to all the payments that made up the I.M.P.A.C. bill for this month.

a.
When posting the payment information you come across a payment with information already posted this means that the payment was not deleted from the UPLOAD disk before it was file transferred and a duplicate payment was made. Call vendor and start the process to recoup monies.

