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PURCHASE CARD PROGRAM
There are two parts to this on-line Purchase Card Program training information.
Part I is based on the online GSA SmartPay Course which has been modified for use by Morale, Welfare, and Recreation nonappropriated fund card holders and billing officials in U.S. Army, Europe.  
Part II is the Army-wide Standing Operating Procedures For Use of the International Merchants Purchase Authorization Card (I.M.P.A.C.) for U.S. Army Nonappropriated Fund Instrumentalities, dated 28 April 2000.  It is also located online at:  http://www.armymwr.com/mwr/naf_contracting/new/impac.html
Users should print these documents for ease of reading, test taking, and future reference.
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1.  Getting Started – Whom to Contact

You have been selected to receive a purchase card. The agency/organization program coordinator (A/OPC) for your organization will help you get started. The A/OPC will set up your account with the purchase card contractor.

It can be done relatively quickly (usually within 10 working days from the time the account set up forms are submitted). Emergency processing can occur within 24 hours and you should be sent a purchase card within 48 hours of receipt of a written request.
2.  Purpose of the Purchase Card – Authorized Use

Your Purchase Card is issued to you for official government business only.

The purchase card can NEVER be used for personal reasons. Your name is imprinted on the card. Only you are authorized to use the card. Do not lend it to anyone. No member of your family, your staff, or your supervisor may use your purchase card. Safeguard your purchase card number as well as the purchase card itself. 

3. Benefits of the Purchase Card to the Government

Use of the purchase card benefits the Government in many ways. The Government saves time, money and resources. The purchase card program provides the Government with financial and cash management control over low dollar value, high volume procurements. 

The Government saves money by making only one payment to the purchase card contractor rather than thousands of payments to individual merchants. The Government improves the use of its resources by freeing up contracting personnel so they are able to focus on activities that require their expertise.

Merchants throughout the world accept your purchase card without question because they are familiar with commercial credit cards and they understand how to accept them. As a cardholder, you are going to be able to decide what to purchase, when to buy it, and from whom. You will monitor funds’ availability yourself. The concept of the purchase card program is "just-in-time". You can get what you need when you need it. Merchants like it too because they are paid quickly for the supplies and services they provide.

4.  Benefits of the Purchase Card to YOU

Your personal credit history is not a criterion. Use of the purchase card will not affect your personal credit history. The most important criterion is a job requirement to make purchases. Any Government  employee or employee of another entity authorized to use the program who has a responsibility to make purchases and who completes the necessary training is eligible to become a cardholder. There are no Civil Service grade requirements. Cardholders are either appointed by their Agency/Organization Program Coordinator (A/OPC) or nominated by a Billing Official.

5.  Roles and Responsibilities of Six Key Players

The effective operation of the purchase card program is designed around the relationships of six key players. Each has a critical role in assuring the integrity of the process. The most important player on the purchase card team is the cardholder.

	1. The Cardholder 

The other players are:

2. Billing Official 

3. Agency/Organization Program Coordinator 

4. Designated Billing Office 

5. Purchase Card Contractor 

6. Merchant
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Cardholder
Your role as the cardholder is to use the purchase card to buy goods and services for Government use. You hold the primary responsibility for the proper use of the purchase card.

Your responsibilities as a cardholder are to:

· Secure the card 

· Maintain a purchase log 

· Use the card only to make informed buys of approved goods and services 

· Ensure funds’ availability before purchase 

· Observe all dollar limits on purchases 

· Reconcile and document transactions 

· Use the card ethically 

You are the Government's legal agency for each purchase made with the purchase card. You are legally responsible and accountable for each transaction. You must comply with all applicable regulations and procedures of your agency, including the Army-wide Standing Operating Procedures For Use of the International Merchants Purchase Authorization Card (I.M.P.A.C.) for U.S. Army Nonappropriated Fund Instrumentalities, dated 28 April 2000.  
Billing Official

Let's look at the second key player, the Billing Official. (Note: In some cases, the Billing Official function may be carried out by the A/OPC.) The primary purpose of this position is to assure proper use of the purchase card. The Billing Official is usually a supervisor. The Billing Official makes sure that your purchases are necessary for accomplishing the mission of your agency.

[image: image4.jpg]



Agency/Organization Program Coordinator (A/OPC) 

The third key player is the Agency/Organization Program Coordinator (A/OPC). The A/OPC generally serves as the focal point for answering questions, task order administration, establishing and maintaining accounts, issuance and destruction of cards. Only the A/OPC is authorized to request the contractor establish new accounts. The A/OPC also serves as the liaison between the Agency/Organization, contractor and the GSA Contracting Officer. The A/OPC oversees the card program(s) for his/her Agency/Organization and establishes guidelines. Changes to authorization controls must be submitted to the contractor by the A/OPC.

The A/OPC will:

· Help you set up your account 

· Serve as liaison between you and the purchase card contractor 

· Provide on-going advice 

· Audit purchase card accounts as required 

· Keep necessary account information current 
Designated Billing Office (DBO)
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The fourth player, the Designated Billing Office (DBO), serves as the focal point for receipt of official centrally billed invoices. This individual serves as the liaison between the Agency/Organization, A/OPC and the centrally billed account. In USAREUR the DBO is the 266th Finance Command, Central Accounting Office.  The DBO oversees the proper processing of invoices and ensures invoices are paid within the Prompt Payment Act timeframes. Responsibilities typically include the following:

· Reconciling invoices 

· Providing feedback to the A/OPC on contractor performance 

· Determining whether to pursue faster payment of official invoices in order to take advantage of the productivity refunds, if in the best interest of the Government, and effectuating payment on the proper date 

· Providing timely payment 

· Providing proper interest penalties for payments that exceed Prompt Pay Act timeframes 

· Making certain that the Agency/Organization task order is adequately funded 

The Purchase Card Contractors

The fifth player is the contractor. The purchase card contractors are important players in this program and are dedicated to high levels of service.  The U.S. Army’s contractor is U.S. Bank (I.M.P.A.C.).  There is a USAREUR representative for the U.S. Bank in Europe who assists A/OPCs to answer questions and to resolve issues.

The Contractor:

· Pays merchants for purchase card transactions 

· Establishes cardholder accounts 

· Issues cards 

· Prepares the monthly statement for each cardholder 

· Issues invoice to DBO 

· Provides 24 hour customer service 

· Prepares reports that assist your agency in effectively utilizing its funds 

The Merchants

The last key player is the merchant who is the source for your supplies or services.

The merchant may be:

· A required source inside or outside the Government 

· Another Government agency 

· A private sector merchant of supplies or services 

A merchant must provide supplies and services to meet your need at a reasonable price. 
6.  Before Using the Purchase Card

The purchase card is given to you, the cardholder, in trust that it will be kept safe. Unauthorized use of the card due to your failure to secure the card may result in disciplinary action.

After receipt of the card the following steps should be taken:

· Verify the accuracy of your name and address 

· Call the toll free number provided by the purchase card contractor to confirm receipt of your card and to activate your account 

· Sign your card 

· Review cardholder guide provided by the purchase card contractor 

7.  Before Making Purchases 

You should:

· Determine specific requirements 

· Determine that funds are available 

Ensure Availability of Funds

You must establish the amount of your available funds BEFORE making any purchases with the purchase card. Some agencies require cardholders to verify the amount of their available funds before each purchase. 

You must track purchases during the month to ensure that there are sufficient funds available to make all required purchases. Cardholders must use a log system to record purchases and the dollar amounts committed. Then, they know at a glance the amount of their unobligated funds or certified fund availability.
Planning

Decide which items are best handled with the purchase card and decide when to actually buy. When you plan, you can combine requirements in order to qualify for volume discounts. Or, at the other extreme, you can make small-scale purchases to avoid wasteful stockpiling. Your planning ensures that you are able to most effectively accomplish your mission by purchasing the higher priority items before lower priority items.

Unapproved Purchase

What happens if you make a purchase that your Billing Official does not approve?  If it has been determined that the item(s) cannot be returned, the Government must pay for the purchase and recoup the amount of the purchase from YOU! That is why it is important to fully understand what CAN and CANNOT be purchased with your purchase card.

Market Research 
What help can your contracting activity be in market research? Your contracting activity can provide information on required sources of supply, existing contracts, good merchants and many other areas.

Market research allows you to make an informed, responsible, reasonable purchase. Do enough market research to ensure that the Government gets good value for its money in terms of reasonable price and timely/reliable/quality service. The purchase should represent the best buy that meets the Government's minimum requirements.

Check with your contracting activity to see if there are existing contracts that offer you a good price, service, and quality. These existing contracts have been negotiated at your agency or by other agencies and can sometimes offer advantages in time and money savings. Check with the merchant to determine if they accept the purchase card.

You should be as specific as possible when talking to merchants.

Ask about:

· Price 

· Whether the price includes shipping 

· Time of delivery 

· Discounts for Government purchases 

· Merchant's return policies

· Ask about point of sales discounts.  Certain merchants offer automatic discounts when you use your purchase card to make purchases. These merchants recognize the Government purchase card and apply a discount at the time of the sale. 

Selecting the Best Value for the Supplies or Services

When making micro purchases, identify the supply or service that best satisfies the requirement, weighing both price factors and non-price factors. You can buy a higher priced item if it represents a better value.

8.  Tax Exemptions

State Tax Exemptions. On December 10, 1998, the GSA sent a letter to all states and commonwealths requesting their support of the GSA SmartPay card program by continuing to extend tax exemption status to the Federal Government credit card purchase. A copy of the letter can be found at http://www.fss.gsa.gov/services/gsa-smartpay/news.cfm 

Value-Added Tax. The same exemption applies to Value Added Tax in Germany and some other European countries. Cardholders should ask merchants if they will accept the “Abwicklungsschein” which would permit the purchase to be made without paying the Value Added Tax.  Cardholders may get the “Abwicklungsschein” without charge for official purchases from their designated Value Added Tax offices or Financial Management Offices.
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9.  Restrictions on Merchants

When you have all the necessary information, make the purchase.

· A merchant may never charge a fee for using the purchase card. Report any merchant who asks you to pay a fee through your A/OPC. 

· A merchant may never establish a minimum or maximum transaction amount as a condition for honoring a purchase card 

· A merchant may never require the cardholder to complete a postcard or similar device that includes the cardholder's account number, card expiration date, signature, or any other card account data that would appear in plain view when mailed. 

10.  Placing Orders - Over the Counter, Fax, Phone, Distribution of Purchases

Placing the Order over the Counter

By using the purchase card, you can just step into a store and pick out the items to purchase. Take your items to the sales clerk and identify the purchase as an OFFICIAL GOVERNMENT PURCHASE. It is therefore a totally tax exempt purchase (no federal, state or local taxes).

· The sales clerk should itemize your purchases 

· Sales taxes should not be charged on your order 

· You should sign the receipt 

· Get a copy of the itemized receipt 

· Upon return to your office with your purchases, place the receipt in a safe place until your monthly invoice statement arrives 

Placing the Order by Phone or Fax [image: image7.jpg]



When you use the purchase card, you can order right from your desk. Begin by placing your order by phone or fax by:

· Contacting the merchant and identifying yourself as a Government employee who is making a purchase with a Government credit card 

· Indicate that the purchase will be tax exempt 

· Note the total purchase price after going over the price of individual items 

· Be careful in giving out your purchase card number 

· Identify the items to be purchased and agree  to the price of each item (including shipping charges) 

· Note the purchase in your purchase log 

· Give your name and address for shipping, making sure your name appears on the mailing label and making sure that an itemized shipping document or invoice is included in the shipment 

· When the item arrives, make sure you have what you ordered, at the price you agreed to pay 

· If there is any discrepancy, call the merchant immediately 

· Keep your records until receipt of your monthly invoice statement 

Before placing an order on-line, familiarize yourself with the on-line service's general information for placing orders. If the procedure for placing orders is acceptable, register your purchase card and the expiration date with the on-line service. To place the order:

· Identify the merchant you wish to use and bring up the merchant's ordering screen 

· Enter the requested data 

· Make it clear that you are a Government employee 

· Use your business address only, and indicate your purchase is tax exempt 

· Make sure the merchant will include an itemized shipping document or invoice with the shipment 

· Record the purchase in your purchase log 

· When the items arrive, make sure you are satisfied with the purchase. If not, notify the merchant immediately 

· Keep your records until you receive your monthly invoice statement 

Distributing Purchases

If you are not required to get quotations, can you always buy from the same source?  To encourage competition, it is recommended that micro-purchases be equitably distributed among qualified merchants to the extent practicable.

11.  Dollar Limits on the Purchase Card
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There are generally two types of dollar limits applied to your purchase card: 

· Single purchase limit 

· Monthly purchase limit 

Single purchase limits and monthly purchase limits are established when your account is set up. They are based on your Delegation of Authority and the budgetary limits of your office. The single purchase limit is the dollar limit for an individual purchase card transaction. For micro-purchases, the single purchase limit may be set up to $5,000. The monthly limit represents the cumulative dollar limit for your purchases in one month. It may be set to any dollar amount equal to or greater than the single purchase limit. Verify both of your limits with your Billing Official or A/OPC. Other restrictions such as number of transactions and merchant category codes may apply.

Exceeding Your Dollar Limit

Prior to processing your purchase the merchant will check to see if it exceeds any of your dollar limits. All attempted transactions that exceed your single or monthly limit will be automatically declined at the point of sale. It is your responsibility to know the level of your limits before you purchase. Do not rely on the authorization system to do this for you. Contact your A/OPC immediately if your card is declined.

Requesting a Higher Dollar Limit

After you use your purchase card for a time, you may decide that a review of your single purchase limit and monthly purchase limit may be wise. A permanent higher limit on your purchase card may be obtained. Submit a request to your Billing Official or A/OPC. Temporary increases may also be granted. Contact your Billing Official or A/OPC BEFORE using the purchase card for any purchase that exceeds your limit. The A/OPC will submit the request for a higher dollar limit on your purchase card to the purchase card contractor. Neither permanent nor temporary single and monthly purchase card dollar limits can ever be higher than your Delegation of Authority.

12.  What You Can Buy With the Purchase Card and Restrictions

The purchase card is a valuable tool but not a blank check. Therefore, before you use the purchase card, you need to know the limits on its use and manage your purchases against those limits. You can buy any commercially available good or service not prohibited by either Federal or agency-specific procurement regulations. If a purchase appears questionable to you, consult your A/OPC or Contracting Office.

There are a number of purchases that are STRICTLY PROHIBITED. The purchase card shall not be used for long-term rental or lease of land or buildings, travel or travel-related expenses (excluding conference rooms, meeting spaces, and local transportation services (e.g., metro fare cards, subway tokens, etc.)); cash advances (unless permitted by Agency/Organization). These items are NEVER to be purchased using the purchase card.

What Is "Splitting the Requirement"?

It might seem logical for you to divide the purchase into parts so each purchase would then be below these limits. It is NEVER permissible to intentionally divide purchases into parts just to get under your limits.  This is called "splitting the requirement." When you have a defined need, all the parts of that need are considered one purchase. It pays to analyze the situation and do the right thing.

13.  Sources for Supplies and Services

Use of the purchase card should be consistent with established guidelines for required sources of supply and applicable acquisition procedures, such as those applicable to micro purchases or to acquisitions below the simplified acquisition threshold. Procurements paid for with the card are subject to the Army-wide Standing Operating Procedures for Use of the International Merchants Purchase Authorization Card (I.M.P.A.C.) for U.S. Army Nonappropriated Fund Instrumentalities.

The following information is provided to assist you in locating sources that can supply required supplies and services:

· Committee for Purchase from People Who are Blind or Severely Disabled*. (website: WWW.JWOD.GOV or call (703) 603-7740) 

· National Industries for the Blind (website: WWW.NIB.ORG or call (800) 433-2304) 

· NISH (website: WWW.NISH.ORG or call (703) 560-6800) 

· GSA Stock Program on GSA Advantage (website: WWW.FSS.GSA.GOV or call (800) 525-8027 or fax (800) 856-7057) 

· GSA Federal Supply Schedules (website: http://www.fss.gsa.gov/schedules/ or call (800) FSS-0070) 

· Federal Prison Industries, Inc (website: WWW.UNICOR.GOV or call (800) 827-3168) 

· Excess supplies from other agencies (GSA's website: http://www.fss.gsa.gov/property/ or call (703) 305-7240) 

With a connection to the World Wide Web, you can quickly browse through the GSA online shopping mall for thousands of commercial products and services including JWOD/NIB/NISH and UNICOR products.

GSA Advantage is designed to link GSA schedule products, stock items, catalog descriptions, current pricing and delivery information in a single location to make ordering easier for you. To place an order, you can use your purchase card. The address for GSA Advantage is WWW.FSS.GSA.GOV
For any questions regarding GSA's products and services, call the National Customer Service Center (NCSC) at 1-800-488-3111 or DSN 465-1416.

14.  After You Place Your Order

Order Documents

Keep all necessary information on each purchase card transaction. You must have information on:

· The item purchased (including a description, unit number and quantity) 

· The amount of the purchase 

· The name of the merchant 

· The date you received the item purchased 

Just remember to keep your receipts!

Annotate any receipts that are too general in the product description area so that it is very clear what you purchased. Your agency procedures will tell you how long you must keep your documentation on your purchases. Failure to retain records can result in excess administrative burden when you attempt to reconcile your monthly invoice statement. In some agencies, you are responsible for keeping all documentation on your purchases. In other agencies, you must forward your records for retention to a central location. Check agency procedures.

Acceptance Procedures

Acceptance is verifying that the supply or service actually does meet the minimum requirements of the Government and that the bill should be paid in full. Also, in most agencies, as part of the acceptance procedure, you should report equipment that you ordered and accepted to your Property Officer for inventory management purposes.

Order Cancellation 

If you need to cancel an order, immediately contact the merchant. When the merchant accepts the purchase card as payment, he/she must comply with VISA or MASTERCARD regulations. This allows you to cancel before the item has been shipped. If the merchant has already processed the transaction, a credit should be issued. If the merchant has not processed the transaction, simply cancel the order. Special order items may include a restocking charge.

Returning A Purchase

You can return the purchase to the merchant for a variety of reasons within 60 days after the date on your invoice where the item appears as a charge. By accepting the purchase card as payment, merchants also accept this requirement of the contract between the Government and the purchase card contractor. If the item is damaged in shipment, is not what you ordered, or if you are dissatisfied in any way, return the purchase to the merchant and request either a replacement item or a credit to your account.

Obtaining Redress for Unsatisfactory Supplies or Services

By accepting the purchase card as payment, merchants agree to refund or replace any defective items. The first step to obtaining redress is to work with the merchant on a resolution. This is usually a refund or replacement of the defective item. If the merchant refuses to issue a credit voucher, you must fill out the required dispute form and send the original to the purchase card contractor. Filling out the dispute form is the procedure to formally dispute the purchase. Note, however, that this procedure is different from that in handling price differences between quotes and invoices (below.)
Price Difference between Quotes and Invoices

Sometimes you will encounter problems in reconciling your invoice. Price differences between quotes and the invoice occur most often because the price billed includes shipping or handling or a tax charge. That's why it's important for you to ask the right questions when making your purchase. Price difference between quotes and statement amounts cannot be disputed with the purchase card contractor. You must contact the merchant and ask for a credit. The charge must be paid as it stands on your monthly invoice.

Obtaining Copies of Your Sale Receipts

When there is a face-to-face transaction, you will normally be given a copy of your purchase card charge receipt when you make the purchase. However, if you order by phone, fax, or email you need to request a copy of a sales receipt to verify an item on your monthly invoice. 

15.  Fraud

Fraud is any felonious act of corruption or attempt to cheat the Government or corrupt the Government's agents. Fraud may be committed either by Government employees or by merchants. There are two responsibilities each cardholder has relative to fraud: You must be alert to the indicator of fraud and report suspected fraud immediately. Indicators of potential fraud by Government employees include:

· Splitting requirements to get under the micro-purchase threshold 

· Making false statements about what was purchased or how the purchase card was used 

· Using the purchase card for prohibited purchases 

Indicators of merchant fraud include:

· False charges/transactions 

· Mischarging 

· Bribes and gratuities 

· Kickbacks 

Reporting Fraud
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You must report all indicators of fraud. Identify the responsible official(s) and report them through the proper channels. You can make reports to any of the following as appropriate: 

· Your Billing Official 

· Your A/OPC 

· Paying/Finance Officer 

· Office of the Inspector General (call the hotline) 

· Office of Special Investigations (for Defense agencies) 

16.  Convenience Checks

In cases where your credit card is not accepted, your agency/organization may permit the use of convenience checks. If your agency/organization determines a need for convenience checks, your purchase card contractor will provide a supply of checks to designated cardholders drawn on the cardholder's purchase card account. The checks will be processed as they are presented for payment. Convenience checks are multi-copied (one copy for the cardholder's records, the original for the merchant).

Your convenience checks are sequentially pre-numbered with the following standard pre-printed information:

· United States Government 

· Name of Agency/Organization 

· For Official Use Only 

· U.S. Government Tax Exempt 

· Maximum Dollar amount (optional) 

17.  Reconciling Your Statement 

Make sure that you receive your cardholder statement. You will not receive a statement unless you had account activity during the month. Identify and annotate any errors and work with the merchants and the contractor on a resolution. The statement is normally mailed directly to your business address. In USAREUR, the A/OPC may coordinate with you to have statements sent to your personal address. You must review and reconcile your statement within the timeframes required by your  Agency/Organization Program Coordinator (A/OPC) (usually 3 to 5 days). This is one of your primary jobs as a cardholder. Reconciling your statement includes certifying receipt, annotating accounting codes, documenting disputed items, and any other documentation required by your agency before forwarding your statement to your Billing Official.

Item Billed Not Received

If you have been billed for an item that has not yet been delivered, you should contact the merchant to determine if the item has been shipped. Try to solve the problem at the merchant level by arranging for receipt of the item or by requesting a credit for the item. 

Item Billed Has Been Returned But Not Credited

If you have returned the merchandise to the merchant, but have not received a credit on your invoice, there is a simple solution. You should submit the dispute form. Check the appropriate block and send the original of the dispute form to the purchase card contractor.

Multiple Billing

If you have confirmed a double billing, you should submit the dispute form and check the appropriate block and send the original of the dispute form to the purchase card contractor.

Item Billed but Not Ordered

If you have been billed for an item that you never ordered, submit the dispute form and check the appropriate block. Send the original of the dispute form to the purchase card contractor.

Reconciling a Credit for a Purchase in a Prior Billing Cycle

On occasion your invoice will show a credit for a transaction that took place in a prior billing period. An example would be credit for a returned item. When you get a credit several months after the original purchase, annotate your cardholder’s statement with the date on which the original charge appeared, e.g., “original charge June 2001.”  Also forward a copy of the disputed items form if one was originally required.

18.  Card Administration – Stolen & Lost Cards, Change of Addresses, Change of Names, etc.

Stolen or Lost Purchase Card Procedures [image: image10.jpg]



Immediately report a stolen or lost purchase card to your A/OPC and the purchase card contractor. The purchase card contractor will mail a new card to you within two business days from the time the theft or loss was reported to the company. The purchase card contractor assigns a new number to the replacement card. 

Renewing the Purchase Card

The purchase card is issued for a defined period of time and will expire.

· You do not need to initiate any action to get your card renewed 

· You will receive your new card before your old card expires 

· If you do not receive your new card, contact your A/OPC 

· Destroy expired cards; they need not be returned 

Cardholder Billing Official Change

If you are transferred to a different office with a different Billing Official, notify your A/OPC who will take the proper steps to change or assign the new official.

Cardholder Name Change or Mailing Address Change

Changes in information occur from time to time. There are only a few steps for you to keep your necessary information up-to-date. Report the current information, the new information, and the date of the change to your A/OPC in writing. Your A/OPC will complete the appropriate form and submit the changes to the purchase card contractor.

Account Suspension/Cancellation

Accounts may be suspended and/or cancelled by purchase card contractors due to non-payment. If your account is suspended or cancelled due to failure of the agency to make payment, you will be unable to use the card. If you are advised by the merchant or purchase card contractor that your account has been suspended or cancelled, contact your A/OPC immediately. The purchase card contractor is required to notify your A/OPC when accounts are suspended or cancelled. 
Canceling the Purchase Card

Procedures have been set up to handle cancellation of your purchase card account. The purchase card must be cancelled or transferred to your new office when you change jobs or cancelled when you leave the employment of the Government. It must also be cancelled when you are no longer required to purchase items in support of your mission. To cancel or transfer your card, notify the A/OPC. Your A/OPC will notify the purchase card contractor to cancel or transfer your account.

19.  Regulations That Govern Use of the Purchase Card

The purchase card has a solid grounding in key statutes and regulations. Although many small-scale purchases are low in dollar amount, taken together, small-scale purchases account for billions of dollars in contracting and are a critical part of the Government's acquisition process. 

The Army’s MWR governing regulation is the [image: image1.png]IMPA.C



Army-wide Standing Operating Procedures (SOP)  for Use of the International Merchants Purchase Authorization Card (I.M.P.A.C.) for U.S. Army Nonappropriated Fund Instrumentalities, dated 28 April 2000 that follows this modified GSA information.  The Army SOP is also located at 
 http://www.armymwr.com/mwr/naf_contracting/new/impac.html.   


20.  Standards of Ethical Conduct 

An employee shall not, directly or indirectly, solicit or accept a gift from a prohibited source or one given because of the employee's official position. A gift is considered to be anything of monetary value such as: gratuities, favors, discounts, entertainment, hospitality, loans, forbearance (forgiveness of a loan), services, training, transportation, travel, meals, lodging, etc. 

What does it mean to accept a gift directly or indirectly? Directly is straightforward - you accept the gift. Indirectly means that someone gives a gift, with your knowledge and acquiescence, to someone else, possibly your spouse or child, a sibling or other dependent relative because of that person's relationship to you. A gift could also be indirectly given to any other "person" including any charitable organization at your recommendation or designation.

The definition of gifts is broad, but the gift rules specifically exclude certain things from being treated as gifts. The gift exclusions are:

· Modest items of food and refreshments, such as soft drinks, coffee and donuts, offered other than as part of a meal 

· Greeting cards and items with little intrinsic value, such as plaques, certificates, and trophies, that are intended solely for presentation 

· Loans from banks and other financial institutions on terms generally available to the public 

· Opportunities and benefits, including favorable rates and commercial discounts, available to the public or to a class consisting of all Government employees or all uniformed military personnel, whether or not restricted on the basis of geographic considerations 

· Rewards and prizes given to competitors in contests or events, including random drawings, open to the public unless the employee's entry into the contest or event is required as part of his official duties 

· Pensions and other benefits resulting from continued participation in an employee welfare and benefits plan maintained by a former employer 

· Anything that is paid for by the Government or secured by the Government under Government contract 

· Any gift accepted by the Government under specific statutory authority, including: 

· Travel, subsistence, and related expenses accepted by an agency under the authority of 31 U.S.C. 1353 in connection with an employee's attendance at a meeting or similar function relating to his official duties which takes place away from his duty station. The agency's acceptance must be in accordance with the implementing regulations at 41 CFR Part 304-1 and 

· Other gifts provided in-kind that have been accepted by an agency under its agency gift acceptance statute; or 
· Anything for which market value is paid by the employee 

The Basic Gift Rules

The basic gift rules are written to ensure that you do not accept gifts inappropriately. There are circumstances under which you may accept a gift even when it is from a prohibited source, or it is given because of your official position.

The 12 gift exceptions are:

· Gifts of $20 or less

· Gifts based on a personal relationship 

· Discounts and similar benefits

· Awards and honorary degrees 

· Gifts based on outside business or employment relationships

· Gifts in connections with political activities permitted by the Hatch Act Reform Amendments

· Invitations to widely attended gatherings and other events 
· Social invitations from persons other than prohibited sources

· Meals, refreshments and entertainment in foreign areas

· Gifts to the President and Vice President

· Gifts authorized by supplemental agency regulation

· Gifts accepted under specific statutory authority

Of the twelve Gift Exceptions, rule number one seems to generate the most questions. Under the $20/$50 rule, an employee may accept an unsolicited gift of $20 or less per occasion and no more than $50 in a calendar year from one person. Where the market value of a gift offered on any single occasion exceeds $20, the employee may not pay the excess value over $20 in order to accept the gift.

This means that if you were offered a $55 item by a prohibited source, you could not apply the $20 rule to the gift and pay the other $35 to account for the total $55.

Where the aggregate value of tangible items offered on a single occasion exceeds $20, the employee may decline any distinct and separate item in order to accept those items aggregating $20 or less. Additional information on Standards of Ethical Conduct may be found at 5 U.S.C. 2635 or reference your agency ethics training. 
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CFSC-NCP

U.S. ARMY NONAPPROPRIATED FUND INSTRUMENTALITIES

ACQUISITION OF SUPPLIES AND SERVICES USING THE INTERNATIONAL MERCHANTS PURCHASE AUTHORIZATION CARD (I.M.P.A.C.)

1.  PURPOSE:  To establish and prescribe procedures for acquiring supplies and services using the International Merchants Purchase Authorization Card (I.M.P.A.C.) and Check Program.  The program was established as a method of purchase for goods and services up to $100,000.  The check program was established for purchases up to $2,500 for those vendors that do not accept the purchase card.        

2.  APPLICABILITY:  This Standing Operating Procedure (SOP) applies to all purchases being made with the U.S. Army Nonappropriated Fund (NAF) commercial purchase cards (I.M.P.A.C.) or checks.  

3.  SUPPLEMENTATION:  This SOP may be supplemented at the local level to the extent that it does not give authority beyond the guidelines established by the General Services Administration (GSA), the Department of Defense (DOD), the Army Purchase Card Program Management Office (PC-PMO), and this SOP. 

4.  DEFINITIONS: 

a.  International Merchant Purchase Authorization Card  (I.M.P.A.C.)

The International Merchant Purchase Authorization Card (I.M.P.A.C.) Program is a program developed for the U.S. Government by U.S. Bank.  The card is an internationally accepted purchase card, which allows a cardholder to make purchases under an established Delegation of Authority.  With this program, NAF activities have the opportunity to reduce paperwork, processing time, and costs by giving cardholders the flexibility to make purchases using the I.M.P.A.C. Visa purchasing card.

b.  General Services Administration (GSA).   The agency that established the Government-wide purchase card program and is responsible for administering the contract with U.S. Bank.

c.  Army Purchase Card Program Management Office (PC-PMO). The office located in Falls Church, VA, where guidelines and policies are issued that affect the Army program.  

d.  Army Program Manager (PM).  The individual located in the Purchase Card Program Management Office who is responsible for providing guidelines and setting policies for the Army program.  

e.  CFSC Agency/Organization Program Coordinator (PC).  The individual selected in the United States Army Community and Family Support Center (USACFSC) who has the overall responsibility for the NAF Purchasing Card Program for the Army.  The PC is located within the NAF Contracting Directorate, The Summit Centre, 4700 King Street, Fifth Floor, Alexandria, VA  22302-4415.  The PC serves as the liaison between the Army Program Management Office, I.M.P.A.C. Card Services, GSA, and installation/agency A/OPCs NAF Procurement Offices (see definition in f below).  The PC has overall responsibility for managing the Government Purchase Card Program for NAFIs world-wide.  The PC's duties include but are not limited to the following:  

     (1)  Serves as the point of contact for all Army NAF I.M.P.A.C. issues.

     (2)  Receives and issues guidance from higher level authorities.

     (3)  Establishes and maintains program-wide communication to include distributing program policies and procedures.

     (4)  Serves as the Billing Authority for I.M.P.A.C. check accounts. 

(5)  Reviews delinquent reports from the bank and assists in resolving delinquent accounts as required.

f.  Agency/Organization Program Coordinator (A/OPC).  The agency/installation NAF Procurement Office appoints an A/OPC responsible for the administration of the Army NAF Purchasing Card Program at the installation level.  A/OPCs are appointed within the contracting series 1102 or 1105.  The A/OPC essentially serves as the focal point for overseeing the program at his/her installation.  The A/OPC’s responsibilities include but are not limited to answering questions, issuing and destroying cards, establishing and reviewing reports, training, and following up on delinquent accounts.  In MWR, the A/OPC may serve as the Approving/Billing Official for purchases made in the NAF Procurement Office (see definition in g. below).   

g.  Billing Official (BO) (previously referred to as the Approving Official (AO), Designated Billing Official (DBO), Approving Official/Designated Billing Official (AO/DBO). The individual responsible for reviewing cardholder monthly statements, verifying cardholder purchases, and authorizing payment to I.M.P.A.C. Government Services.  The BO oversees the proper processing of invoices and ensures invoices are paid within the Prompt Payment Act terms of  the GSA contract.   

NOTE:  A cardholder cannot be his/her own billing official.  A cardholder may not be a billing official for his/her supervisor.  Alternate Billing Officials may be designated, if necessary, to provide coverage in the absence of the primary Billing Official.

h.  Cardholder.  The individual whose name is imprinted on the purchase card and is the only authorized user.  Although accounts are issued in an individual’s name, the charges incurred are the liability of the agency/organization. 

i.  Cardholder Statement of Account (SOA).  The document that is provided every month, on the cycle date, and lists all purchases made and credits received by the cardholder during that cycle period.  It is sent directly to the address that appears on the cardholder’s account.

j.  Cardholder Statement of Questioned Item (CSQI) Form.  The document used by the cardholder to dispute an item that is in question.  The original is sent to U.S. Bank I.M.P.A.C. Government Services and a copy is sent to the Billing Official.

k . Cardholder Single Purchase Limit (SPL).  The maximum dollar amount allowed for each transaction by the cardholder.  

l.  Cardholder Monthly Purchase Limit.  The monthly cardholder purchase limit is a budgetary limit assigned by the BO for the total value of purchases that a cardholder may make in one month. 

m.  Monthly BO Limit.  The monthly limit for the BO’s office is based on budgetary limitations.  This limit is the maximum amount budgeted for all expenditures in a given month.  

n.  Customer Automation & Reporting Environment (C.A.R.E.).  An electronic interface to provide functional capabilities in reporting, account setup and maintenance, communications and transaction management.

o.  Disputed Transaction.  A questionable transaction posted to the cardholder’s Statement of Account.  See paragraph 4j, Cardholder Statement of Questioned Item (CSQI) Form.

p.  Disputes Office.  The Disputes Office is the Agency/Organization NAF Procurement Office.  This office is responsible for resolving account problems that cannot be readily resolved by the cardholder or the BO using established disputes procedures.  

q.  Official Invoice.  The invoice that is sent to the BO requesting payment to  U.S. Bank

r.  Reconciliation.  The process of verifying the transactions on a statement against receipts or records representing all monthly purchases a cardholder has made.

s.  Merchant Activity Type (MAT).  When a merchant becomes Visa-capable, they are assigned a Merchant Category Classification (MCC) or Standard Industrial Classification (SIC) code by their processing bank according to their industry type.  I.M.P.A.C. Government Services has grouped the codes into categories that are called Merchant Activity Type (MAT) codes. 

5.  RESPONSIBILITIES:

 a.  I.M.P.A.C. Card Services.  The bank will issue purchase cards and checks and send out monthly statements to cardholders and Billing Officials. 

b.  Agency/Organization Program Coordinator (A/OPC) A/OPCs are appointed within the contracting series 1102 or 1105.  The A/OPC serves as the primary contact for cardholders and Billing Officials, and liaison between cardholders, Billing Officials, and I.M.P.A.C. Government Services. 

c.  The A/OPC has overall responsibility for the government purchase card program within his/her agency/organization.  The A/OPC's primary duties include:    

(1)  Setting up new purchase card accounts.  Verifying mailing addresses, spending controls, reporting, billing level, and other relevant data. 

(2)  Providing mandatory I.M.P.A.C. training and refresher training.


(3)  Preparing and issuing delegation letters to cardholders and appointment letters to billing officials.

(4)  Maintaining a cardholder listing.

  (5)  Coordinating maintenance changes such as addresses, spending controls, Merchant Activity Type (MAT) code blocking between Cardholders and I.M.P.A.C. Government Services.

(6)  Authorizing purchases regulated by the agency/installation policy.  

(7)  Authorizing one-time increases in cardholder’s monthly dollar limitations.

(8)  Cancelling cards immediately upon employee termination or upon request of the BO.

(9)  Assisting in resolving billing disputes, unauthorized card use, card loss, or theft.  

(10)  Assisting in resolving delinquent accounts when required.  

(11)  Suspending and/or canceling purchase cards.  

d.  The A/OPC is also responsible for exercising sound business judgment in determining the appropriate method of procurement and to ensure that appropriate terms and conditions and protective clauses are incorporated, when necessary.  The A/OPC will conduct a periodic review (not less than yearly) of cardholder files to ensure proper use of the card, to ensure the program is efficiently managed, and to determine whether alternative methods of procurement are more cost effective.  

e.  The A/OPC shall provide his/her Finance and Accounting office copies of appointment letters with signatures of his/her Billing Officials and Alternates.  If appointment letters are not available, the A/OPC shall provide a list of Billing Officials and Alternates with signatures to the payment office.  The A/OPC shall provide the  payment office changes to Billing Officials and Alternates as required. 

f.  The A/OPC shall provide Billing Official names, addresses, telephone numbers, fax numbers, and e-mail addresses to the CFSC Program Coordinator.  An internal form for submitting the BO information has been created for immediate use and is included at Appendix F.  The information may be faxed (703) 681-5363 or e-mailed.  The form will be available on the CFSC web page.  The CFSC Program Coordinator shall be notified immediately whenever there are any changes in Billing Officials.    

g.  Billing Officials (BO):  Directors of Personnel and Community Activities (DPCA’s), Directors, and Activity Managers may serve in this capacity.  The Billing Official is the same as the activity certifying official.  The Billing Official shall be held accountable and pecuniarily liable for the accuracy of the payments.  
The Billing Official: 
(1)  Has responsibility for day-to-day administration of the I.M.P.A.C. program, which includes ensuring that the use of the cards and checks is within agency/installation guidelines and that the requested supplies and services are bona fide needs of the agency/installation.   
(2)  Has fiduciary responsibility for budgeting, approving and certifying purchases made under the program.  This responsibility includes setting cardholder and monthly office dollar limits based on budget.  

(3)  Shall receive and date stamp receipt of the consolidated monthly billing statement for prompt payment. 

(4)  Shall ensure that all cardholders forward complete documentation for their monthly purchases.  Billing Officials must have complete information from all cardholders at the time they submit their package to the payment office.  Partial payments will not be made to the bank.  Failure to submit documentation for each cardholder will result in a delay of payment to the bank, thereby creating a delinquent account and possible suspension of all cardholders under the Billing Official in question.  

(5)  Shall review, verify, and reconcile cardholders' statements of accounts for accuracy and completeness within five (5) days of receipt of cardholders' statement.  After review of the cardholders' monthly statement, Billing Officials will certify that the statement is correct and proper for payment and forward the coded (Location Code/Department Code/General Ledger Accounting Code [LC/DC/GLAC]) cardholder statement and billing official invoice including disputed charges to the appropriate payment office.  If there is a disputed charge, a copy of the Cardholder Statement of Questioned Item (CSQI) shall be attached to the statement.

(6)  Shall verify, at least semiannually, that cardholders are in possession of their purchase cards.  Billing Officials must notify A/OPCs of cardholders who have retired, separated, been reassigned, or who no longer have cardholder responsibilities.

(7)  Shall monitor payments -- review the "Balance Information" on the monthly invoices.  By comparing the current invoice to the last invoice, the billing official should be able to determine if the previous month's payment was received by the bank.  If the payment does not appear on the current billing statement, he/she should contact the appropriate paying office and/or the bank to resolve the issue.  

(8)  Shall resolve delinquencies with the paying office and the bank.  The Army Purchase Card Program Management Office maintains a listing of delinquent accounts on their web page, http://purchasecard.sarda.army.mil.  The Billing Official shall be responsible for reviewing the listings at a minimum of twice a month to identify accounts that are in danger of suspension.

(9)  Shall retain account files for a minimum of one year after completion of payments.

(10)  Shall inform the A/OPC, in his/her absence, who will perform his/her  Billing Official duties, if required, and serve as a liaison to the NAF Finance and Accounting Office.  If required, an alternate Billing Official may be designated.

(11)  Billing Officials shall receive "refresher training" once a year which will be administered by the local Agency/Organization Program Coordinator (A/OPC).  Training will ensure that the Billing Officials are aware of any changes to the program, and will re-emphasize their fiduciary responsibilities for budgeting, approving and certifying purchases made under the program.  

h.  Card/checkholder.  Card/checkholders are responsible for making purchases using the NAF purchase card and I.M.P.A.C. checks for official NAFI/Government use only.  The purchase card/check bears the card/checkholder’s name and may only be used by the named card/checkholder to pay for authorized NAFI purchases in compliance with Army regulations and procedures.  The NAFI shall be liable for use of I.M.P.A.C. purchase cards/checks by authorized card/checkholders.  The card/checkholder is responsible for--  

(1)  Making purchases and payments with the card and check in accordance with agency/installation policies.  

(2)  Accomplishing purchases in accordance with local A/OPC training and guidance and this SOP.  

(3)  Ensuring that he/she does not exceed the purchase limits established for his/her account.  The total of a single purchase may be comprised of multiple items, but it may not exceed the authorized purchase limit.  Purchases will be denied if the authorized single purchase limit is exceeded.

(4)  Ensuring payments for purchases are not split in order to stay within the single purchase limit.  Purchases that would exceed the single purchase limit must be forwarded through the proper channels to the Contracting Office for its action.  

         
(5)  Administrative follow-up (e.g., questioned items and resolving disputes) and maintenance of procurement documentation which includes recording each transaction on the purchase log (see sample at Appendix E).   

         
(6)  Safeguarding the purchase card and checks and account numbers.

(7)  Coordinating with the Billing Official and the A/OPC on program guidelines.


(8)  Requesting a duplicate copy of the Statement of Account from customer service if he/she did not receive the statement within 10 business days of the cycle date.

6.  SET-UP PROCEDURES:

a.  For information on implementing and setting up I.M.P.A.C. purchase card and/or check accounts, contact the local A/OPC or the HQ CFSC Program Coordinator (PC) for information.  Local A/OPCs should consult the Agency/Organization Program Coordinator guide, provided by the bank, for procedures on setting up accounts.  

b.  Upon receipt of cards, cardholders must ensure that accounts are activated by calling the number shown on the sticker attached to the purchase card.  Cardholders must know the single purchase limit assigned to them by their agency in order to activate their account.  
7.  TRAINING:  

a.  Purchase Card and Check Program.  Prior to issuance of a NAF purchase card, checks, and appointing a Billing Official, the local A/OPC will provide orientation and training for the policies and procedures for the program. 

b.  Training for cardholders shall include:  


Cardholder responsibilities


Card Receipt and activation


Card Acceptance


Cardholder Purchasing Guidelines


Declines



Cardholder Statement of Account


Disputes


Lost or Stolen Cards


Non-receipt of cards


Changes to Cardholder information

Customer Automation and
Reporting Environment  (C.A.R.E.)  

Program Updates 

c.  Training for Billing Officials shall include:

Billing Official Responsibilities


Transaction Process





Statements


Billing/Invoicing 


Disputes


Late Payment notices


Suspension Procedures

Customer Automation and Reporting Environment (C.A.R.E.)


Program Updates

d.  Ethical Standards.  Billing Officials and cardholders are responsible for proper use of the card and check in accordance with this SOP and installation/agency guidelines.  I.M.P.A.C. cards and checks shall not be used for personal purchases or for paying employee’s salaries and wages.  

e.  Each Cardholder and Billing Official will receive a copy of this SOP. This SOP will also be located on the web page.

8.  DELEGATION OF AUTHORITY:

Prior to receiving an I.M.P.A.C. account, the Billing Official will receive a written Delegation of Authority and cardholders will receive a written Letter of Appointment issued by the local A/OPC.  The Billing Official’s letter will outline the responsibilities and the Billing Official's monthly office limit.  The cardholder's letter of appointment will outline the individual’s responsibilities and indicate the maximum dollar amount allowed for each single purchase as well as the Cardholder’s monthly limit.  (see samples at Appendices A,B,C, and D).

9.  LIABILITY OF CARDHOLDERS AND BILLING OFFICIALS:

a.  Intentional use of the purchase card for other than official government business will be considered an attempt to commit fraud against the U.S. Government/NAFI.  Such use may result in immediate cancellation of an individual's card and disciplinary action against the cardholder and the billing official.

b.  The cardholder shall be held personally liable to the Government/NAFI for any non-government transactions.  Under 18 U.S.C. 287, misuse of the purchase card could result in a fine of not more than $10,000 or imprisonment for not more than five years or both.  A billing official is pecuniarily liable for payments in accordance with provisions of 31 U.S.C. 3528.  The act of certifying the billing statement for payment makes the billing official pecuniarily liable.  Billing Officials are liable for an illegal, improper, or incorrect payment due to an inaccurate or misleading certification.  Consequently, billing officials that knowingly make a false certification could be asked to repay the Government/NAFI for the items purchased.  

10.  APPROVALS:

Procurement Personnel, Billing Officials, and Cardholders are responsible for obtaining proper approvals and ensuring adherence to other internal approval processes, prior to using a purchase card or check purchase.  Card purchases shall not be split in order to avoid procurement limitations.  Issuance of the purchase card does not alleviate the requirement for activities to plan procurements in advance so as to avoid emergency purchases for unauthorized items of supply and services described in this SOP.  

11.  CONDITIONS FOR USE:

Cardholders are authorized to use the purchase card and checks only when ALL of the following conditions are met:  

 a.  The limits in paragraph 14 are not exceeded.

 b.  The supplies or services do not require technical inspection.  

 c.  Equipment does not require the purchase of extended service warranties or maintenance agreements.  

 d.  Such items should be purchased by the NAF procurement office using a written contract or purchase order.  When the purchase card is being used as a method of payment against a written contract or purchase order, all applicable clauses and provisions shall be included in the contract document.  The A/OPC may recommend that cards being used “for payments only” have a separate established account to allow their transactions to be segregated from purchasing transactions.    

e.  Purchases are not split into smaller buys to avoid procurement limitations.  (See AR 215-4, paragraph 1-6.1b (3)(c).  This is known as “splitting” requirements and is prohibited.  Requirements exceeding the single purchase limit must be forwarded through normal channels to the NAF procurement office for purchase.  In addition, cardholders in one activity shall not use his/her card to purchase for another activity.  Only the NAF procurement office is authorized to purchase for other activities.

f.  Accountable supply items purchased by purchase card are identified to the property control officer.  Accountable items will be physically marked and entered into the property control book (Reference AR 215-1, Chapter 12, Property Management (MWR/NAF)).

g.  All items purchased over-the-counter or by phone must be immediately available and will not be confirmed with a written purchase order.  No back 
ordering is allowed.  Items should be delivered in a single delivery by the vendor within the 30-day billing cycle or next cycle.  The telephonic order should not be placed without these assurances.  

h.  When purchasing items by phone or over-the-counter, the cardholder should inform the vendor that the purchase is for official U.S. Government/NAFI purposes and, therefore, is not subject to state or local sales tax.   For additional clarification each purchase card has the words “US Government Tax Exempt” printed on the front.

i.  The purchase card may be used in conjunction with other contracting instruments (e.g., purchase orders, formal contracts, agreements (e.g., Air Force Nonappropriated Fund Purchasing Office [AFNAFPO] agreements, indefinite delivery–indefinite quantity (IDIQ) contracts or blanket purchase agreements), if the vendor accepts the card, and the contract authorizes it, and the billing statement is documented with the program that they are purchasing against at the time of the call.  Upon receipt of the statement, cardholders must ensure the vendor has billed at the contracted amount.  (See dollar limits in paragraph 14).

j.  When the government purchase card is used to pay for a purchase on a GSA Schedule, established IDIQ contract, BPA, or a purchase order, the statement "Payment to be made by Government purchase card" shall be inserted in the appropriate block of the contract form.  Do not include specific information from the purchase card on the purchase order or contract form (i.e., the account number).   

k.  Certain commodities/services must be purchased through mandatory sources of supply:

     (1)  NAF Consolidated Contracts  

     (2)  Certain items on AFNAFPO “Essential Products Program”

     (3)  Federal Prison Industries

     (4)  Committee for purchase from people who are blind or severely disabled 

     (5)  Agency/installation supply warehouses, (e.g., Defense Supply Centers)  

 The local A/OPC will notify activities of the commodities and services requiring purchasing through these sources.  

l.  The I.M.P.A.C. purchase card may be used for official purchases at the Army and Air Force Exchange Service (AAFES) and the Defense Commissary Agency (DCA).  

12.  PROHIBITED PURCHASES:

The I.M.P.A.C. card and checks SHALL NOT be used for the following:

a.  Personal purchases


b.  Cash advances

c.  Long-term rental or lease of land or buildings

d.  Purchase of major telephone services (i.e., FTS 2000 or DSN)

e.  Official travel



13.
REGULATED PURCHASES:

The following are not prohibited but may be regulated and authorized by agency/installation policy.  The A/OPC may authorize the purchase through a blanket agreement or on a one-time basis.  Contact your local A/OPC for any local policy in the areas listed below:

a.  Information technology (IT) requirements (e.g., hardware and off-the-shelf software).

b.  IT supplies, (e.g., diskettes, diskette storage units, screen glare filters, etc.) 

c. Maintenance services, when there is an emergency where life and safety are in jeopardy, or to avoid imminent loss of NAFI assets and revenue.

 d.   Personal clothing or footwear used as uniforms in conjunction with official duty.

  e.   Telephone equipment (e.g., cellular telephones, pocket pagers, answering machines, facsimile machines).

 f.   Airline, bus, train, car rental, hotel lodging, alcoholic beverages, or other travel and subsistence costs (excluding conference rooms, meeting spaces, and local transportation services).  The purchase card is not intended for use as a travel card where there are other programs or contracts (e.g., VISA) for official travel.         

     g.  Purchases where a written contract should be used in order to protect the NAFI, or where the cardholder is required to sign the contractor's contract or agreement.   NAFI requirements for supplies or services requiring contract enforcement by means of a written contract shall be forwarded to the NAF Procurement Office on an Army NAF Purchase Request (DA Form 4065-R) with proper authentication for execution.  

      h.  Entertainment contracts may be paid by purchase card or convenience check.  Cardholders must comply with conditions for use as stated in paragraph 11, and shall determine whether a written contract is required to protect the NAFI.  

14.  DOLLAR LIMITS ON THE CARD AND CHECKS. 

The A/OPC may authorize, under conditions cited below, the following limits:  

a.  NAF Purchase Card.   The card is used for vendors that accept the I.M.P.A.C. card and the amount of a single purchase will not exceed-- 

(1)  $5,000 per order for activity cardholders for supplies only, $2,500 for services. 

 (2)  $5,000 for contracting personnel employed in a NAF contracting office who do not hold NAF contracting warrants.  Purchases exceeding $5,000 shall require competition, unless a valid sole source justification is provided.  

(3)  $100,000 for NAF contracting officers to make purchases and to use for payment purposes (against existing contractual instruments) as long as the amount is within the contracting officer's warranted authority. (Reference paragraph 11i.).  

(4)  Overseas purchases up to $25,000 for commercial items only, on a stand-alone basis (no contractual instruments in place) for purchases that are made outside the United States for use outside the United States (see Amended DFARS 213.301). Purchases exceeding $5,000 shall require competition.  

b.  I.M.P.A.C. Check.  The check is issued to vendors that do not accept the I.M.P.A.C. purchase card and the amount of any single check will not exceed $2,500 per transaction. 

 (1)  Appropriate application forms to establish a Convenience Check account shall be completed and submitted through the Program Coordinator  located within the United States Army Community and Family Support Center (USACFSC), NAF Contracting Directorate, The Summit Centre, 4700 King Street, Fifth Floor, Alexandria, VA  22302-4415.  Forms may be accessed through C.A.R.E. or by contacting I.M.P.A.C. Customer Service Department at 1-888-994-6722.  Outside the U.S. call collect: (701) 461-2232.  The Program Coordinator will forward the application with a cover letter to the bank for implementation.   The cover letter shall simply state that U.S. Army Nonappropriated Funds are approved for setting up a convenience check account.  

(2)  Applications for check accounts shall not be submitted directly to the bank without first attaining the authorization/approval of the Program Coordinator.  

     (3)  The convenience check account holder shall reconcile cleared checks and the resulting billing statement (invoice) against his/her retained records of issuance in accordance with the standard payment practices established for the purchase card.  

15.  I.M.P.A.C. FOREIGN DRAFTS:

a.  Foreign drafts may be issued to overseas vendors who do not accept the I.M.P.A.C. purchase card. Foreign Draft Accounts shall be established with billing official accounts separate from billing official accounts for purchase cards and convenience checks. 

  b.  Requests for establishing Foreign Draft accounts shall be sent to U.S. Bank, ATTN:  Global Connections Help Desk, (800) 608-6571 or (612) 973-2414, or e-mail requests to: global.connections@usbank.com.  Available hours are from 8:00AM - 5:00 PM, Monday - Friday, U.S. CST.  Instructions will be provided by a U.S. Bank representative on the implementation process.  (e.g., information required from users, how to set up the system, how to install Global Connections software, and how to set up security codes to create foreign draft authorizations).   

  c.  The local Contracting Officer will select a primary contact person within the Contracting Office who will work with the bank representative in setting up the accounts.  

 d. The appointed Contracting Officer will serve as “Security Officer,” and the “Creator of Drafts.”  He/she will be the primary person responsible for setting up new users and creating the drafts.  The Contracting Officer has the option of appointing a secondary contact person in the Contracting Office as a “back-up.”  

 e.  The Billing Official will review and authorize drafts prior to releasing them to the Account Holder.  The Account Holder is responsible for presenting the draft to the merchant and reconciles drafts on his/her account (cardholder statement) at the end of the billing period.    

f.  For purposes of keeping track of Foreign Draft accounts, whenever the local Contracting Officer sets up an account, he/she shall notify the CFSC Program Coordinator.  This may be accomplished by sending a copy of the 

e-mail to the Program Coordinator at the same time the bank is notified that the account is set up and ready to run.   

g.  A Foreign Draft is limited to $25,000 per transaction, providing the purchase is made outside the United States, for use outside the United States, and is for a commercial item.  Purchases exceeding $5,000 will require competition. (See paragraph 14 a. 4.)  

16.  COMMERCIAL TRAINING REQUESTS:  

 a.  On 20 July 1998, the Deputy Under Secretary of Defense signed a memo expanding the use of the government purchase card.  This memo directed the use of the purchase card as a sole method of payment for training and education requests using the DD Form 1556 valued at or below $25,000.  Training that exceeds $25,000 is subject to formal acquisition and contracting procedures.  The training may be provided either from government or non-government sources.  It must be a regularly scheduled, off-the-shelf course, training conference, or instructional service that is available to the general public and priced the same for everyone in the same category (i.e., price per student, course, program, service, or training space).  The government purchase card does not replace the DD Form 1556.  Prior to attending a training or education course or program, approval must be obtained using the DD Form 1556.  The purchase log will identify the training facility by name and address and indicate the amount paid to the facility for the training.

b.  Agency/Organization Program Coordinators are encouraged to issue a government-wide purchase card to those authorized to obligate and expend funds by means of the DD Form 1556.  The form shall state in item 27, "Payment by Government Purchase Card." 

17.  FEDERAL EXPRESS PAYMENTS:  

a.  Purchase cards may be used for payment of overnight shipments by Federal Express.  This change allows for easier purchase and payment of FedEx services.  A/OPCs should work with their local payment office to establish internal procedures for payments.  

b.  To convert your existing Federal Express Government account or to establish a new account to be paid by the government purchase card, the cardholder shall call Federal Express Government Customer Account Services at (800) 645-9424.  This number is the only authorized number to call to make these charges.  Federal Express will provide a form to complete to make the transition to purchase card billing.  

c.  If the purchase card is used without first setting up an account, FedEx commercial rates will be charged.

d.  When filling out the FedEx Airbill, mark  "Bill Sender" and use either a pre-printed airbill with your account number information or write in your account number.   

e.  Cardholders are required to record their FedEx shipments on the purchase log sheets each time a pick-up is called in.  The recording of this information on the log sheets at the time of a transaction is an important part of the internal control system for the purchase card program.  Frequent use of Federal Express service may require an increase in the Billing Official's monthly limit.  The Billing Official shall contact his/her A/OPC if there is a need for an increase in his/her monthly limit.   

f.  Federal Express transactions will appear on the cardholder's monthly Statement of Account (SOA) from the bank.  The log should be used to verify shipments posted on the statement.  Reconciliation of the cardholder's monthly statement shall include Federal Express shipments.

18.  PROCEDURES FOR CARDHOLDERS:

 a.  Funds Availability.  Cardholders shall ensure that funds are available prior to making purchases.  

b.  Price Reasonableness.  Cardholders shall ensure that a reasonable price is obtained by comparing with prices offered by other vendors for the same or similar item or service. 

c.  Documentation.  Cardholders shall enter all transactions made by use of the purchase card/check on a purchase log (see sample at Appendix E).  Cardholders in the activity shall not exceed their single purchase or monthly limit.  A copy of the log will be sent with the monthly billing statement when it is submitted to the Billing Official.   

d.  Administration and follow-up. 

(1)  The cardholder shall enter the Location Code (LC), Department Code (DC), and General Ledger Accounting Code (GLAC) on the purchase log (see Appendix E to the SOP) as it applies to each purchase to ensure proper accountability.  Within five (5) days of receipt of the Cardholder’s Statement of Account, the cardholder shall review the statement for accuracy, sign and forward the statement with all back-up documentation (purchase log, all sales receipts and credit vouchers) to his/her Billing Official for approval and payment.   Disputed charges shall be included.  Cardholders whose payments are being made by NAF Financial Services, Texarkana, TX, shall provide (on a weekly basis) the purchase log with all pertinent information of purchases made in any given week.  Cardholders may e-mail the weekly purchase log to NAF Financial Services, at nfs.redriver@nfs.org, or fax it to 903-334-3412, ATTN: Chief of Finance.  Cardholders being serviced by other NAF Finance and Accounting Offices shall continue providing their Billing Official with the purchase log, bank statement and all back-up documentation within five (5) days of receipt of the Cardholder’s Statement of Account for approval and payment.  Additional guidance may be issued by the servicing NAF Finance and Accounting Office, if required. 

(2)  Billing discrepancies that cannot be resolved with the merchant shall be handled as a dispute.  The cardholder must either initiate a dispute through C.A.R.E., or complete and submit a Cardholder Statement of Questioned Items (CSQI) form within 60 days from the date the Cardholder Statement of Account is received. 

(3)  If a cardholder's statement contains multiple pages, he/she is required to sign, at a minimum, the first and last pages of the statement.

 (4)  Transactions made in a given month, but not appearing on the current billing statement, should be highlighted and noted on the transaction log prior to sending it to NAF Finance and Accounting.


e.  Competition.  All purchases exceeding the cardholder purchase level shall be made by the NAF procurement office.   Purchases exceeding $5,000 will require competition, unless a valid sole source justification is provided.  To initiate a procurement in such cases, an Army NAF Purchase Request, DA Form 4065-R, with item description and/or Statement of Work, must be completed by the activity and forwarded to the NAF procurement office.  The NAF procurement office has discretion at the time to use the purchase card or other prescribed methods of procurement in order to obtain goods and/or services.  NAF procurement personnel shall document competition in the files in accordance with AR 215-4 requirements.  As a minimum, the cardholder will retain a copy of each Statement of Account, copy of the I.M.P.A.C. purchase log, copies of invoices, purchase requests (formal or informal) and any additional documentation in the contract file for audit purposes. 

f.  Tax Exempt Status.  At the time that the purchase is made, the cardholder shall advise the vendor that the transaction is for official Government/NAFI purposes and is not subject to state or local tax.  If a tax identification number is requested, it may be obtained by the cardholder from the Billing/Approving Official.  The A/OPC may obtain tax exempt letters for any state by contacting I.M.P.A.C. Card Services, Customer Service Department.  

 g.  Compliance with Laws and Regulations.  Comply with all applicable laws and regulations including AR 215-4, NAF Contracting. 

19.  PROCEDURES FOR CHECKHOLDERS: 

a.  The same restrictions apply to the checks as the cards, as outlined in this SOP.

b.  Convenience check accounts shall be established with billing official accounts separate from billing official accounts for purchase cards.  

c.  Installation A/OPCs shall minimize the number of check account holders to two (2) check accounts per activity.  

d.  Convenience checks shall not be used to pay salaries, wages, and monetary awards.

e.  Checks are limited to $2,500 per transaction.  

f.  The purchase log for checks will show the name of the person who received the supply or service.

g.  Installations shall implement internal controls for check refunds in instances where merchandise purchased by check was later returned to the vendor. 

20.  1099-MISC REPORTING:

a.  Checkholders making payments as described above by convenience check must provide DFAS-Columbus the required 1099 information.  They will no longer be required to provide this information to NFS.  

b.  Instructions for processing this information may be obtained by sending an e-mail request to cco.checks@dfas.mil indicating they need the detailed instructions.  DFAS will then transmit a worksheet and detailed instructions by return e-mail address on how to input this information.  When all information has been collected, it can then either be returned to cco.checks@dfas.mil mailbox or faxed to DFAS Columbus, ATTN:  Ms. Gayle Vincent, (614) 693-5452.  The detailed instructions also contain this information.   

21.   PROCEDURES FOR BILLING OFFICIALS (BO’s)

a.  Statement of Account Certification.  The Billing Official, after reviewing the cardholder’s monthly statement, will certify that the statement is correct and proper for payment and forward it to the NAF Finance and Accounting Office after the end of the billing cycle.  The certification made by the cardholder and the Billing Official will be the basis for payment by the NAF Finance and Accounting Office.

b.  Administration and Follow-up.  

(1)  The Billing Official shall ensure all cardholders forward complete documentation for their monthly purchases.  Within five (5) days of receipt of the cardholder’s complete package, the Billing Official shall review, verify and reconcile Cardholder Statements of Accounts for accuracy and completeness, and forward the coded (LC/GLAC/DEPT) cardholder statement and billing official statement to the appropriate NAF Finance and Accounting Office for payment.  The Billing Official must review and verify that all transactions were made in the interest of the NAFI and that purchases were made in accordance with the NAF Contracting Regulation (AR 215-4) requirements and this SOP.   The Billing Official should maintain a copy for his/her file.  

(2)  The Billing Official must have complete information from all cardholders at the time they submit their packages.  The Billing Official shall not forward packages to the Finance and Accounting office if he/she is missing billing information from any one or more cardholder’s package.  

(3)  The Billing Official is responsible for ensuring the cardholders have provided him/her with complete documentation before sending the package to Finance and Accounting for payment.  Disputed charges shall be included.  Failure to include all documentation with the package may result in payment being delayed to the bank; consequently, creating a delinquent account.

(4)  Billing Officials may not transfer his/her cardholder’s account to another Billing Official’s account.  The account must be closed under the originating Billing Official account and reopened under the new Billing Official.  Billing Officials shall notify the local A/OPC of any such changes in his/her cardholder’s accounts.  

22.  PURCHASE CARD SUSPENSION POLICY:  

a.  DOD policy is to pay its invoices on a timely basis.  The bank will automatically suspend accounts when they go 60 days past due (90 days past the billing date).  When a billing official account is suspended, none of his/her cardholders may use their cards.

b.  Billing accounts which become over 180 days past due will cause suspension of an entire activity.  All billing accounts and cards within an activity will be suspended if any billing account becomes over 180 days past due.  

c.  Before suspension, the bank will notify the billing official and Agency/Organization Program Coordinators of the pending suspension.  The accounts will remain suspended until brought up-to-date with outstanding invoices.  At that time, accounts will automatically be reinstated.  Accounts suspended more than twice in a 12-month period may be cancelled.  

d.  A/OPCs are strongly encouraged to work delinquencies as they age to avoid a major disruption in their card program.  

23.  PROCEDURES FOR THE NAF FINANCE AND ACCOUNTING OFFICE.

Upon receipt of Statements of Account and the Official Invoice, the Finance Office will:

 a.  Make payments using statements signed and certified by the responsible Billing Official, or alternate, as supporting documentation.  

 b.   Make payments to I.M.P.A.C. Card Services.  

 c.   Coordinate with agency A/OPC and I.M.P.A.C. Card Services to resolve payment issues.

24.  PAYMENT PROCEDURES:  

 Payments shall be paid in accordance with the Prompt Payment Act.

25.  FOREIGN PURCHASES:

Transactions initiated in a foreign currency will post to your account in U.S. dollars and may differ from the amount quoted by the vendor.  The difference incorporates the currency conversion rate in effect for that purchase period and may be higher or lower than the rate in effect on the date of actual purchase.  A currency fee of 1% may also apply to the transaction amount.  (Original foreign currency amount and conversion rate will be shown on the SOA (see paragraph 4i.).  

26.  BILLING ERRORS AND DISPUTES:

a.  The Customer Service Research Department at U.S. Bank processes disputes, payment research, and account maintenance requests.  Dispute requests are generally initiated by the cardholder with the use of the Cardholder Statement of Questioned Item (CSQI) form, which is completed and sent to the I.M.P.A.C. Customer Service address shown below.   Payment research requests are most commonly initiated by the Billing Official (preferably by fax) in an effort to clarify the status of the billing statement.  These requests can be made either electronically through C.A.R.E., I.M.P.A.C. Government Services Web-based electronic access system, or with the Cardholder Statement of Questioned Item (CSQI) form (preferably by fax).  The CSQI form is completed and mailed or faxed to I.M.P.A.C. Customer Service.  

b.  Requests for account maintenance are initiated by the Agency/Organization Program Coordinator via the account maintenance form, C.A.R.E., FirstLink, or by contacting I.M.P.A.C. Customer Service:

I.M.P.A.C. Card Services

P. O. Billing Official 6347

Fargo, ND 58125-6347

Fax:  (701) 461-3466

Toll-Free:  1 (888) 994-6722

Outside the U.S. call collect:  (701) 461-2232



(24 hours-a-day, 7 days-per-week)

c.  Purchases made using the check/foreign draft process are not disputable.  Checkholders should therefore ensure that items and services are acceptable upon issuance of the check.

27.   LOST OR STOLEN CARDS:  LOST OR STOLEN CARDS 

 Should the card be lost or stolen, the cardholder shall notify the A/OPC, Billing Official, and I.M.P.A.C. Customer Services immediately upon discovery of the loss or theft.  The Billing Official will require information to complete a report, which shall include the information outlined in the Agency/Organization Program Coordinator Guide.  

28.  U.S. BANK INVESTIGATIONS DEPARTMENT:

The Investigations Department consists of individuals who are trained in preventing and researching fraudulent activity.  They work closely with I.M.P.A.C. Customer Services and the Research Department to identify fraud and develop security and prevention guidelines.  You may reach an Investigations Representative at 1 (888) 994-6722.  Outside the United States call (701) 461-2232. 

29.  OTHER INFORMATION:

Questions regarding your account or specific I.M.P.A.C. procedures should be directed to your A/OPC or the I.M.P.A.C. Customer Service Department at 1-888-994-6722.  Outside the United States call (701) 461-2232.  

APPENDIX A

MEMORANDUM FOR

SUBJECT:  Appointment of Cardholder

1.  Appointment.  You are hereby appointed as a cardholder to execute purchases using the Government-wide Commercial Purchasing Card issued by the I.M.P.A.C. Card Services, using nonappropriated funds (NAFs) for the purpose set forth in paragraph 2 below.  You shall not re-delegate your authority to any other individual.  Your appointment shall become effective this date and shall remain effective until rescinded.  You are responsible to and are under the technical supervision of the NAF Procurement Office for duties delegated in this letter of appointment.

2.  Authority, Limitations, and Requirements.  Your appointment is subject to the use of the method(s) of purchase and to the limitations and requirements stated below:


a.  Your appointment is for the express purpose of providing essential NAF procurement support to NAF activities in accordance with the NAF Contracting Regulation, AR 215-4, and the enclosed Army-wide Standing Operating Procedure (SOP).  All purchases shall be within the below limits:  



SINGLE PURCHASE LIMIT:   
___________



MONTHLY PURCHASE LIMIT:  
___________

b.  Subject to ensuring that funds are available, you may make over-the-counter and telephonic purchases using the International Merchant Purchase Authorization Card (I.M.P.A.C.) furnished by the I.M.P.A.C. Card Services, and provided all of the following conditions are satisfied: 

(1) The amount of purchase will not exceed the cardholder’s limitation.

(2) The supplies or services do not require technical inspection.

(3)  Equipment does not require the purchase of extended service warranties or maintenance agreements.  These items shall be purchased by the NAF procurement office.  


(4)  The total of a single purchase to be paid for using the card may consist of multiple items and cannot exceed the authorized single purchase limit.  Purchases will be denied if the authorized single purchase limit is exceeded.  Except for the NAF procurement office, multiple purchases for various divisions or activities will not be made on one I.M.P.A.C. card/check.

 (5)  Purchases are not split into smaller buys to avoid procurement limitations.  (See AR 215-4), paragraph 1-6.1.) This is known as "splitting" requirements and is strictly prohibited.  Requirements exceeding the single purchase limit must be forwarded through normal channels to the NAF procurement office for purchase.

  
(6)  Accountable supply items purchased by the card are identified to the property control officer.  Accountable items will be physically marked and entered into the property control book.  

 (7)  All items purchased over-the-counter or by phone must be immediately available and will not be confirmed with a written purchase order.  No back ordering is allowed.  Items should be delivered in a single delivery by the vendor within the 30-day billing cycle.  The telephonic order should not be placed without these assurances.  


  (8)  When purchasing items by telephone or over-the-counter, the cardholder shall inform the merchant that the purchase is for official U.S. Government/NAFI purposes and therefore is not subject to state or local tax.  The card is imprinted with the words "US Govt Tax Exempt" for additional clarification.  

c.  In addition, cardholders must strictly adhere to paragraphs 9, “Liability of Cardholders and Billing Officials”; 12, “Prohibited Purchases”; and 13, “Regulated Purchases” referenced in the Billing Official SOP.

3.  Ethical Training.  You shall receive and comply with training received in ethics in accordance with the attached SOP.

4.  Termination of Appointment.  

a.  Failure to comply with the above prescribed guidelines will result in your appointment being revoked.  Termination of your appointment will be made in writing by the undersigned or his/her successor.

b.   If you are reassigned from your present position, or if your employment is terminated while this appointment is in effect, you shall promptly notify the NAF procurement office in writing so that your appointment may be terminated.  

Receipt Acknowledged:

Cardholder







Date

Approving Authority






Date

Encl

as

APPENDIX B

MEMORANDUM FOR

SUBJECT:  Designation of Billing Official

1.  You are hereby designated as the Billing Official for the cardholder(s) assigned to your activity.  Your monthly limit is $            .  The Army-wide Standing Operating Procedure (SOP) enclosed provides detailed instructions of your responsibilities and procedures as a Billing Official.  Only nonappropriated funds  (NAF) may be committed through this delegation. 

2.  As the Billing Official, you are required to review and certify the cardholders’ monthly statements and Billing Account Statements in a timely manner, within 5 days after receipt, to determine if those items purchased were for official use, were purchased in accordance with the NAF Contracting Regulation, AR 215-4; and the enclosed Army-wide SOP.  It is your responsibility to follow up on questionable purchases and to ensure conformance with agency/installation guidelines.  If actions are found to be in violation with stated policies and procedures, notification must be given to I.M.P.A.C. Card Services, the NAF procurement office and installation NAF Finance and Accounting Office for appropriate action.

3.  I have reviewed, understand, and concur with my responsibilities in connection with the I.M.P.A.C. purchasing card and check approval.

4.  After reading and making the Billing Official affirmation, sign, and return the original of the designation to the NAF Procurement Office.

_________________________

___________

Billing Official



Date

​​_________________________

____________

Chief, NAF Procurement Office

Date

Encl

as

APPENDIX C

MEMORANDUM FOR

SUBJECT:  Designation of Alternate Billing Official

1.  You are hereby designated as the Alternate Billing Official for the cardholder(s) assigned to your activity.  The Army-wide Standing Operating Procedure (SOP) enclosed provides detailed instructions of your responsibilities and procedures as an Alternate Billing Official.  Only nonappropriated funds (NAF) may be committed through this delegation.  

2.  In the absence of the Billing Official, you are required to review and certify the cardholders’ monthly statements and Billing Account Statements in a timely manner, within 5 days of receipt, and determine if those items purchased were for official use and were purchased in accordance with the NAF Contracting Regulation, AR 215-4, and the above referenced Army-wide SOP.  It is your responsibility to follow up on questionable purchases and to ensure conformance with agency/Installation guidelines.  If actions are found to be in violation with stated policies and procedures, notification must be given to I.M.P.A.C. Card Services, the NAF procurement office and installation NAF Finance and Accounting Office for appropriate action.  

3.  I have review, understand, and concur with my responsibilities in connection with I.M.P.A.C. purchasing card/check approval.

4.  After reading and making the above affirmation, sign and return the original of this designation to the NAF Procurement Office.   

________________________________________________________

Alternate Billing Official                                                            Date

________________________________________________________

Chief, NAF Procurement Office                                                 Date

Encl

as
APPENDIX D

MEMORANDUM FOR 

SUBJECT:  Cardholder Orientation Instruction

1.  I acknowledge that I have received, this date, a briefing from the NAF procurement office on the Cardholder’s responsibilities and procedures.

2.  I agree to complete and comply with training received in ethics in accordance with the attached SOP.

_________________________

___________

Cardholder




Date

_________________________

___________

Chief, NAF Procurement Office

Date

APPENDIX E

I.M.P.A.C. PURCHASE  LOG
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APPENDIX F

BILLING OFFICIALS
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