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Directorate of Contracting

Bldg 2015 Box 339500 MS 19

Fort Lewis, WA 98433   

                                                                                       January 29, 2004

0PERATING PROCEDURE (SOP) 715-2

FOR

DIRECTORATE OF CONTRACTING

(GOVERNMENT VISA CREDIT CARD)

1. PURPOSE.  To establish and prescribe procedures for use of the U.S. Government I.M.P.A.C (International Merchant’s Purchase Authorization Card) VISA Credit Card for the local purchase of services and supplies, using appropriated funds.

2. APPLICATION.  This Standing Operating Procedure (SOP) applies to all I.M.P.A.C VISA Credit Card Program Approving Officials (AO) and Cardholders (CH) supported by the Fort Lewis VISA Credit Card Management Section.

3. RESPONSIBILITY.
A. The Directorate of Contracting (DOC) will serve as the Program Coordinator/Administrative Official/Dispute Office contact.  The DOC will:

(1) As the Proponent Agency, establish and distribute written implementation instructions for the credit card program;

(2) Publicize the program throughout the Command and industry;

(3) Coordinate between appropriate installation activities regarding participation, cardholder requirements, and criteria for issuance of credit cards to tenant and satellite activities supported by Fort Lewis property and financial managers, in accordance with Army Regulation (AR) 5-6;

(4) Provide training to Cardholders and Approving Officials;

(5) Delegate purchase authority to Approving Officials and cardholders via a delegation of authority memorandum;

(6) Audit cardholders' purchase records on a random basis;

(7) Designate a responsible Quality Assurance Representative (QAR) for all Credit card account.  Intent to establish a Commander’s Government I.M.P.A.C Credit Card Quality Assurance Representative Team to promote fiscal and property accountability for the Government Purchase Credit Card Program within the Major Subordinate Commands, Garrison, activities, and units on Fort Lewis.             

     B. Directors and Commanders will:

(1) Request appointment and training of Approving Officials and credit   cardholders;

(2) Ensure activity/unit internal control procedures are established and  published;

(3) Supervise credit card program to ensure compliance with regulatory directives;

(4) Ensure personnel selected are financially responsible.

(5) Ensure approving officials purchase card responsibilities are included and evaluated in their performance standard.

(6) Appoint Quality Assurance Representative (QAR) to assist Approving Official’s in clearing Delinquency Report, ensure property accountability within the Government Purchase Card Program for the unit; Review Approving Official’s and Cardholder’s acquisition management through self- inspection of the internal organization and develop the unit SOP. 

    C.  Approving Officials will:

(1) Coordinate with internal budget personnel and DOC regarding mission requirements for credit card purchases;

(2) Ensure cardholders follow all required policies and procedures regarding purchases with the Government purchase card. 

(3) Establish an internal credit card SOP, which includes a procedure for the servicing Resource Management Office (RMO) to allocate funds prior to any credit card purchase.  This will ensure that spending limits established by the RMO are not exceeded.  Each approving official is required to submit an updated unit SOP to DOC for approval.

(4) Submit requests for changes to spending limits through their Resource Management Officer to DOC (in writing or via e-mail).  Changes to account information will take effect 24 hours after the bank is notified of the change.

(5) Comply with Directorate of Contracting Standard Operating Procedures 715-2.

(6)  Annually, complete the Confidential Financial Disclosure Report, OGE 450 if 

      they certify purchases exceeding the small purchase threshold (currently 

      100,000) in a 12-month period using the Government purchase card.   The 

      form must be submitted to the unit’s supporting Staff Judge Advocate Office 

      by 31 October;  (See Appendix A) ;



(7) Ensure administrative authorization for purchase is available.  Any item purchased with the credit card must first be authorized for that unit.  Authorization may be obtained from the AR's, TM's, CTA's, TDA, or special authorization (i.e., WABCO or non-standard item approval from DRM). The.   Installation Property Book Officer must approve all installation property (except expendable items) items before purchase.   (Hand receipt holders must approve acquisition of accountable items prior to purchase).  Receipts and CC request form (see Appendix B) will be hand carried to Installation Property Book Office (PBO) located in Building 9640-D, to be accounted on the Installation property book or to an appropriate property book officer; (see Appendix B);
(8) Ensure that G6/Directorate of Information Management (DOIM) approves Automated Data Processing Equipment (ADPE) purchases prior to purchase and accountable items are entered on the hand receipt/property book via a Capability Request Form (see Appendix C).  Additional information can be found at 1115th Signal BN IMA Guide, Chapter 4; 

                 https://ft.lewis.army.mil/imaguide/2002/DEC02_IMA_Guide1.pdf
(9) Certify payment through the Electronic Data Interface in CARE by certifying all cardholder’s statement monthly; (https://care.usbank.com);

(10) Maintain all cardholder purchase records including CC request form,  purchase receipts, packing slips, cardholder statements of account and Business Account Summaries (BAS).  Files will be annotated In accordance with the ARIMS (The Army Record Information Management System) and retained for 3 years;

(11) Track disputed purchases;

(12) Ensure all Cardholder’s maintain the C.A.R.E. purchase log by 

          creating Transaction Log entries for each purchase;  

            (13)  Notify A/OPC prior to leaving his/her position.

D. Cardholders will:

(1) Secure their credit cards and account numbers at all times.  Ensure

       no other person uses them;

(2) Ensure the purchase card is used for official government purposes only;

(3) Ensure proper documentation, such as written request (see Appendix B), funding availability, purchase log, local purchase authority, and property book procedures are followed as appropriate;

(4) Check mandatory sources of supply prior to initiating purchases; (see 

       "Controls and Procedures”).

(5)  Ensure purchase is within the cardholder’s single purchase limit;

 (6)  Inform the vendor that billing cannot occur until the item(s) are shipped

       and/or delivered;

(7)  Ensure that Statement of Account is approved, and backup documentation is 

            hand carried to the Billing Official to allow timely certification of the Billing 

            Statement;

(8) Complete an OGE Form 450, Financial Disclosure Report annually if they make purchases exceeding the small purchase threshold (currently $100,000) in a 12-month period using the Government purchase (see Appendix A);

      (9)  Notify their A/OPCs before they leave and dispose their purchase card in 

       accordance with local procedures. Cardholders hold a public trust and must   

       meet the highest ethical standards.  

(10) Maintain an electronic purchase log using the C.A.R.E System.  

(11) Comply with DOC Standard Operating Procedures 715-2 and organization's internal credit card SOP;

E. The disbursement office will:

(1) Maintain Approving Official's DD Form 577, Signature Cards  and delegation of Authority memorandums; (See Appendix D)
(2) Process and make payment to I.M.P.A.C. Card Services, P.O. Box 6313, Fargo, ND  58125-6313.

F. Merchants/vendors will:

(1) Provide requested supplies or services promptly and at a reasonable price;

(2) Set up a credit card system account access and obtain payment through their banking facility;

(3) Ship merchandise prior to billing the credit card account.  The cardholder will ensure that the vendor understands that shipment must occur before billing.

4. APPROVING OFFICIAL INSTRUCTIONS

The Directorate of Contracting (DOC) appoints the Approving Official as the I.M.P.A.C. Card Approving Officer, Billing Officer and Certifying Officer by issuance of a memorandum of appointment once training and administrative requirements are met.  The certification function encompasses varied responsibilities.  These include certification that funds are available and purchases made by cardholders meet legal requirements.  It is advisable that all Primary Approving Officials have a designated Alternate Approving Official.  Alternates will be formally appointed under the same procedures as the Primaries.

1. APPOINTMENT PROCEDURES.

A. Request for Appointment. The Commander or Director nominated the Approving Official by submitting a written request to the DOC.  The memorandum and two DD Form 577, Signature Cards, must be forwarded to the organization’s Resource Management Office (RMO) who will include an Interest Penalty fund cite on the DD Forms 577.  From RMO the memorandum and signature cards are forwarded to the DOC, Credit Card Manager, ATTN: AFZH-DOC, Bldg. 2015, MS19, Box 339500, Ft. Lewis, WA  98433-9500.   

B. Training.  Approving Officials must attend the I.M.P.A.C. Credit Card Training Class provided by DOC; training dates are posted on DOC's Credit Card website (http://www.lewis.army.mil/doc).  Attendees must sign in on the roster, at the door, for proof of attendance.   In addition to DOC training Approving Officials must complete the on-line DAU Government Purchase Card Tutorial available at http://clc.dau.mil/kc/no_login/portal.asp 

.  This training is mandatory for all approving officials.  See Appendix F for instructions.   

C. Setting Up Accounts.  The DOC will update and/or set up new accounts with U.S. Bank once all requirements have been met, i.e., Training, Appointment Memorandum and DD Form 577, Signature Cards.  Once the account is set up and/or updated, a Delegation of Authority memorandum, signed by the Director of Contracting, will be issued to the Approving Official.

D. Internal Standard Operating Procedures.  The new Approving Official must prepare an internal SOP (see Appendix E) outlining the Credit Card Program procedures within the Unit/Directorate.  The sample unit SOP is the minimum acceptable standard. Submit the SOP to DOC for approval.

2. RESPONSIBILITIES.

A. Certifying of Billing Account Statement.  Prior to certifying and forwarding the statement to DFAS, the Billing Account Statement must be reconciled with the Cardholder Statements.  Once the reconciliation is completed, the Approving Official will certify the billing account statement.  

(1) Verifying that the transactions meet the legal requirements for authorized card purchases.

(2) Verifying that adequate documentation is available for individual transactions.  Ensuring that each transaction is documented properly on the Exhibit 6, appropriate signatures are included, and the facts (receipts, invoices, shipping lists, etc.) presented with the documents are complete and accurate.

(3)  Approving Officials not EDI enable will process the billing statement manually.  The bank will mail out monthly Billing Account Statements (BAS) directly to each Approving Official after the close of the billing cycle, which is the 23rd of each month.  The statement is the Official Payment Document and must be forwarded to their supporting DFAS paying office within five days of receipt.  Date stamp the front of the BAS.  Failure to date stamp the billing statement will result in the Finance office to use the Billing Account Statement date (23rd of each month) for computation of the due date for payment, in accordance with the Federal Acquisition Regulation (FAR) Subpart 32.9 -- Prompt Payment.  The Approving Official must sign and date the back page of the statement as the Certifying Official. 

B. Monthly Credit Limit.  Each Approving Official will have an assigned monthly credit limit.  If the unpaid balance on an Approving Official's account exceeds this limit, all further purchase authorizations will be rejected and the AO's account will be suspended until the account is paid in full.

(1) Interest Penalties.  DFAS paying office is responsible for computing and adding interest penalty payments to the amounts certified by the Approving Official when appropriate.

(2) Interest Penalty Fund Cite.  Approving Officials must provide the paying office (DFAS) with an Interest Penalty Accounting Classification, which will be assigned by Resource Manager on the DD Form 577, Signature Card.  Late charges assessed against the Approving Official's account will be paid by the AO's organization and assigned to this Interest Penalty Accounting Classification.  The purpose of the fund cite is for interest accrued when statements are not paid in a timely manner.  

C. Replacement of Approving Officials.  Once the Approving Official is aware of leaving the unit/directorate, the DOC must be notified at least six weeks prior to relinquishing responsibility to the new Approving Official.  It is the responsibility of the Approving Official to ensure his/her replacement is trained and in place prior to relinquishing control.  Failure to appoint a new Approving Official will result in all cardholder accounts of the organization being cancelled.

D. Alternate Approving Official Responsibilities.  When the Primary Approving Official is absent, the Alternate Approving Official must takeover the duties, i.e., Appointment Procedures, Responsibilities and Supervision of Cardholders, of the Primary Approving Official.  

E. Year-End Procedures.  The cut-off date from purchasing supplies and services for each fiscal year is 15 September.  A Year-End Consolidation Form (see Appendix G) must be completed and delivered to the Unit/Directorate servicing RMO.  Credit Card purchasing may resume on 1 October, subject to availability of funds.  Notify your servicing Resource Management office PRIOR to utilizing the credit cards.  See Appendix G and G-1.

3. SUPERVISION OF CARDHOLDERS.

A. Nomination of Cardholders.  Approving Officials may nominate individuals within their unit/directorate, by completing the Credit Card Application (see Appendix K), 
 as the I.M.P.A.C. Credit Cardholders.  Approving Officials may also nominate an Alternate Cardholder in the event that the Primary cardholder is absent.

(1) Credit Card Identification.  Cardholders are limited to holding a maximum of two credit cards, i.e., Supply Card, Service Card, Supply/Service Card, or Food card (Food cards are issued to DPCA only).  

(2) Cardholder Limits.  Approving Officials must coordinate with servicing RMO to establish purchase limits per card.  Each card has a single and a monthly purchase limit. 

(3) Cardholder Fund Cites.  Confirm the accuracy of all funds cite with the Unit's Budget Office and RMO.  Cardholder fund cites are standardized under each Approving Official to prevent DFAS from charging unnecessary processing fees.  

B. Investigate Questionable Purchases.  Ensure that all transactions are for Official Government Use only and the items requisitioned are authorized purchases (see prohibited purchases).  If misuse and abuse of credit cards are suspected, the Approving Official is responsible for ensuring that penalties are assessed as necessary.  It is the Approving Official's responsibility to resolve questionable purchases by having the cardholder return the item to the merchant and obtain a credit voucher from the vendor or present a personal check made out to the U.S. Treasury for the full amount of the purchase.  Contact DOC to have cards revoked for suspected misuse.

C. Ensure that Cardholders are in Compliance with Regulatory Requirements established in the cardholder’s instructions section.  It is important to ensure that requirements are not split into several purchases.   See split purchases section.  

D. Maintain Records.  Maintain all credit card purchase records for a period of three years IAW ARIMS.

E. Out-processing of Cardholders.  Cardholder’s accounts must be closed six weeks prior to relinquishing responsibility.  The Approving Official shall destroy the Cardholder’s credit cards and notify the credit card section by e-mail or by submitting the Destruct Notice to DOC (see Appendix H).   All purchase documentation and records will be turned over to the Approving Official once the card has been destroyed.

F. Cardholder Absences.  In the event that the cardholder is absent, all purchase records are made available to the Approving Official for review and to reconcile monthly statements for payment of account. 

G. Property Accountability.  Ensure that all accountable property is registered with the Unit's Property Book and/or Installation Property Book.  If unsure that purchase is accountable and/or non-accountable, notify your Property Book Officer.  

H. Standard Army Retail Supply System (SARSS).  Customers are required to submit all requirements to the Supply Support Activity (SSA) for Authorized Stockage List (ASL) items unless the Fedlog has an Acquisition Advice Code for the items coded K or L.

4. CARDHOLDERS INSTRUCTIONS

1. APPOINTMENT AND SETUP PROCEDURES.  The Approving Official nominates prospective cardholders, once nominated; individual must attend the I.M.P.A.C. Credit Card Training Class provided by DOC.  In addition to DOC training cardholders must complete the DAU Government Purchase card tutorial at http://clc.dau.mil/kc/no_login/portal.asp 
, see Appendix J for instructions.  The DAU on-line training is mandatory for all cardholders.  Cardholders will submit the cardholder’s credit card application (see Appendix K) through their servicing Resource Management Office (RMO) to the Directorate of Contracting (DOC).  Training dates are posted on DOC's Credit Card website (http://www.lewis.army.mil/doc). DOC will set up the cardholder account with U.S. Bank and issue a Delegation of Authority memorandum to the Cardholder.  Credit cards normally arrive at the cardholder's work address within seven to ten working days after accounts have been established.  Cardholders will be required to activate their cards immediately after receipt of the card.  

2. MONETARY LIMITS ASSOCIATED WITH THE CARD.  Single purchase limit and monthly purchase limits will be specified on the cardholder's Delegation of Authority memorandum.  Cardholders must be aware of their limits and review requirements to remain within the spending limits.  Charges not shown on monthly statements will be carried into the next month's statement and charged against the following month's purchase limit.  If the monthly purchase limit is inadequate, the Approving Official may request to have the monthly limit raised.  Requests to change spending limits must be routed and approved by the Approving Official and servicing RM, via email. 

3. AUTHORIZED USE OF THE CARD.

A. Use by Cardholder Only.  Each I.M.P.A.C. VISA Card will be embossed with the cardholder's name.  Only the designated cardholder may use the card.  Use of the card by someone other than the designated cardholder will result in immediate cancellation of the account.
B. Card Designation.  Cards are designated as Supply, Service, Supply/Service, and/or Food cards.  Designations are clearly embossed on the face of each card.

C. Purchase and Funding Guidelines for Use of the Credit Card.  Usage of the credit card must meet the following criteria:

(1) Mandatory sources of supply will be checked first (Supply Activity, GSA Supply Catalog, Fedlog, etc.) to determine if the item is available.  If the item is authorized for local purchase, is not available in a timely manner through the supply system, or is significantly less expensive to purchase outside the supply system, use of the credit card is authorized.  Purchasing from a GSA contractor is authorized.  Tests for reasonableness of price are not necessary when purchasing from a GSA schedule.

(2) Splitting Requirements are Unauthorized.  A single purchase may be comprised of multiple items or multiple requests purchased at one time.  However, splitting requirements to stay within the single purchase limit is not authorized.  Splitting is making multiple credit card purchases of same or similar items with the intent to stay under the dollar threshold of the cardholder's single purchase limit when funds are available for all requirements at the time of the first purchase.

(a) NOTE:  Multiple purchase requests/Exhibit 6's, Capability Requirement (CAPR) documents or different types of money will not allow for making multiple purchases and splitting requirements.  If the requirements exceed your purchase limit submit the requirement to DOC through AcquiLine. 

(b) LIABILITY FOR SPLIT PURCHASES: The Approving Officials is fiduciary liable for the extra dollars wasted by not consolidating requirements and forwarding that requirement to DOC.  Installation policy states that DOC personnel will obtain competition for the same/similar items.  If it is determined that cardholders and Approving Officials paid more by splitting a requirement, the Approving Official will pay the wasted dollar amount.  Other actions may also be taken under other applicable regulations.  See Title 18, U.S. Code, section 1001 for details.

(c) EXAMPLE:  An Approving Official has one credit cardholder that supports three different units; each unit requests a computer at the same time.  The cardholder receives three separate Capri’s; all funds are available for the computers.  Combining the purchase prices for all three computers will exceed $2,500.00.  The credit card holder cannot make three different purchases to stay under the $2,500.00 limit.  That is considered splitting the requirement.  A requirement is the combination of the three computers to be purchased.  The cardholder must consolidate and forward the request to the appropriate SSA.

(3) Back Ordering.  All items purchased over the counter must be immediately available, i.e., normally available within 30 days.  If an order was ordered through facsimile, online networking, or telephonically, confirm with the vendor that the items ordered will be available within 30 days.  If an item on an order will not be available within that time frame, that item must be canceled.  Back ordering is not allowed.  The vendor should not invoice until delivery.

(4) Shipping Requirements.  Cardholder will determine from the merchant that all items ordered will be delivered within the 30-day cycle.  The order cannot be placed without this assurance from the merchant.  Cardholder will inform the merchant not to bill until the items are shipped or have left their warehouse.

(5) Tax exemption.  Purchases made using the I.M.P.A.C. Government Credit Card are exempt from all state and local taxes.  Cardholder must inform the merchant when ordering merchandise that the purchase is for Official U.S. Government purposes and therefore, is not subject to state or local sales tax.  Each card is imprinted with the "U.S. Government Tax Exempt" for additional clarification.  Although the card may have a tax-exempt imprinted, cardholders may obtain tax exemption letters from DOC or from the Individual State Tax Exempt website: http://apps.fss.gsa.gov/services/gsa-smartpay/taxletter.

(6) Unauthorized Usage of the Card.  Prior to making any purchase, cardholders will review the list of prohibited purchases.  Items not authorized include:  cash advances; purchase of meals, drinks or lodging or other travel or subsistence costs; rental or lease of land or buildings; purchase of gasoline, oil or repair for GSA vehicles; telephone calls; janitorial, yard and maintenance services other than repair services; personal clothing or footwear (except in emergency situations when required for safety); printing or copying service except at government print plants; construction (over $2,000.00).

D. Master Agreements.  A number of vendors have master purchase agreements with DOC.  These agreements specify that the vendor will accept the I.M.P.A.C. VISA Credit Card and will provide their most favorable customer pricing. 

E. Books, recorded training videotapes, magazine subscriptions or periodicals can be purchased utilizing the I.M.P.A.C. Credit Card.  For Public Works cardholders, you may utilize your Service credit card.

F. The Service or Supply/Service credit card will be used for payment of cellular telephone airtime.  This policy is only applicable to activities NOT supported by the Fort Lewis DOIM.  For Fort Lewis activities, notify DOIM for services.

G. Intra-Government Purchases.  Cardholders are authorized to purchase from Army Air Force Exchange Services (AAFES) and Morale, Welfare and Recreation (MWR) activities.  Purchase of printing services is authorized with the credit card only at Government print plants.  Any exceptions, please contact DOC.

H.  Retain documentation for all purchases.  Files will contain credit card purchase request, receipts, packing slips and hand receipts.  Each purchase will be documented in the cardholder's purchase files.  

(1) Purchasing processes.  When there is a need to purchase items, the cardholder must determine if the items are available through the Federal Supply Schedules.  If it has been determined that some of the items are not available or will not be available within a certain time period, the items will be listed on the Purchase Request.  The requestor shall sign the purchase request form (Exhibit 6).

(2) Approvals Prior to Purchasing.  After completing the shopping list on the Purchase Request, the Approving Official must approve the requirements.  Additional approvals for certain purchases may be necessary to obtain, i.e., Property Book Officer and Automated Data Processing Manager.  

(3) After Purchasing Items.  Once the cardholder receives the merchandise, someone other than the cardholder must receipt for the items.  The person to receipt for the items must verify that the items on the request are received in the office and signed by the Receiver.  The receiver is usually the person requesting the items.  If the requester is the Cardholder, then a person other than the requester/cardholder must sign for proof of receipt.

(4) Documentation in file.  Keep all receipts and supporting documentation pertaining to the Purchase Request.  Once the cardholder receives their monthly statement, the Purchase requests are reconciled with the statements and forwarded to the Approving Official.  

I. Price Reasonableness.  In accordance with FAR 13.202, it cites two instances when actions must be taken to verify price reasonableness of purchases;  (1) The contracting officer suspects or has information to indicate the price may not be reasonable or, (2) When purchasing an item for which no comparable pricing information is available.  The file must contain an explanation of how price reasonableness was determined in those instances.  Annotate on the Purchase Request your justifications.

(1) Competition.  There are various ways to determine price reasonableness.  Obtaining competition is one of the best ways to demonstrate price reasonableness.  Competition is achieved by documenting prices from two or more vendors.

(2) Catalogs/Historical Prices.  Another way to determine price reasonableness is by document by comparison of current prices with catalog prices or historical pricing information.

(3) Prices from Federal Supply Schedules are considered fair and reasonable.  

J. Certification by Cardholder.  Cardholder certifies that the quantity and quality of the items/services furnished are in accordance with the agreement (verbal or written) with the vendor.  Certification is accomplished by approving the cardholder's monthly Statement of Account (SOA). 

K. Merchant's Processing Fee.  Ensure that the fee paid to U.S. Bank by the merchant is not added to the price of the items or services purchased by cardholders.

4. ORAL PURCHASE PROCEDURES.

A. "Oral procedures" refers to placing an order or making a purchase in person or by telephone in which no written purchase order or contract is issued by the Government.  The vendor provides the supplies or services and payment is made using the I.M.P.A.C. Credit Card.

B. Oral procedures may be used to acquire supplies or services that can be described in sufficient detail so that the parties to the agreement have a clear understanding of what is being acquired.

C. When placing a telephone order using the I.M.P.A.C. Credit Card, the cardholder will:

(1) Ensure that the vendor understands that the purchase is exempted from sales or local taxes.

(2) Inform the vendor that no charges should be made until shipment of merchandise is made.  Verify that receipt of the supplies is certified on the monthly Statement of Account.

(3) Instruct the vendor to include the following information on the shipping document or packing slip:

a. Directorate/Agency Name;

b. Cardholder name and correspondence symbol;

c. Building/room number, street address, city and state;

d. Cardholder telephone number;

e. The term "Credit Card."

D. This information will alert the receiving offices and requisitionor that the supplies have been purchased with the credit card.

5. DOCUMENTATION, RECONCILIATION, AND PAYMENT PROCEDURES.

A. Proof of Purchase Documented.  Any time a purchase is made using the card, whether done over the counter or by telephone, a document must be retained as proof of purchase.  These supporting documents will be used to verify the purchases shown on the cardholder's monthly statement.

B. Proof of Transaction.  Cardholders will document each Purchase Request form using the following guidelines:

(1) Over-the-Counter Purchases.  When a purchase is made over the counter, the cardholder is to obtain a customer copy of the Credit Card charge slip, which is part of the supporting documentation.  Ensure that all carbons are destroyed.

(2) Telephone Purchases.  When making purchases by phone, the cardholder is to document the transaction and ensure that shipping documents are retained for the file.

(3) Missing Documentation.  If the cardholder has no documentation of a transaction in the file, an explanation must be included with a description of the item, date of purchase, merchant's name and an explanation as to why there is no supporting documentation.

C. Accountability.  All purchases of accountable property will be listed on the unit's hand receipt and the hand receipt document (DA Form 3161) is to be kept in the cardholder's purchase files.

D. Reconciliation of the SOA.  At the end of each monthly billing cycle, the cardholder must reconcile the information on the monthly statement:

(1)  Verifying each purchase on the statement to ensure accuracy; 

(2)  Entering the description for each item purchased; 

(3)  Endorsing and forwarding the statement along with the receipts and supporting documentation to the Approving Official.

E. Files Maintenance.  Once the cardholder has received the statement and supporting documentation, cardholder will approve transaction posted in the statement and all documentation will be turned over to the Approving Official for payment certification.  AO's office will keep the files for three years following final payment of credit card statements.  Cardholders are not responsible for maintenance of official purchase files.

F. Reconciling the Cardholder's monthly SOA when Absent.  The cardholder must ensure purchase information is provided to the Approving Official prior to the cardholder's absence.  The Approving Official will reconcile the SOA in order to process the statement of account.  

6. BILLING ERRORS AND DISPUTES.

A. Immediate Disputes.  If items purchased or services rendered are defective or faulty, the cardholder will return the items to the merchant for replacement, re-servicing, or credit.  If the merchant refuses to replace or correct the faulty item, the purchase of the item will be considered in dispute.  Cardholder can dispute a transaction though the C.A.R.E. System.

B. Credits Authorized and Not Received.  Cardholder must immediately notify vendors of duplicate, erroneous or unauthorized charges on their statements.  Cardholders must obtain a credit voucher for the amount in dispute.  If a credit voucher is received, but the appropriate credit is not reflected on the following month's BAS, cardholders will fax the Questioned Item Form (see Appendix L) to the bank including all supporting documentation.  The bank's fax number is:  (701) 461-3466.  NOTE:  Cardholders have 60 days from the initial receipt of the Statement of Account (SOA) to formally dispute charges.  The U.S. Government has the right to refuse payment to a vendor.  During the cardholder's absence, the Approving Official is responsible for completing and tracking disputes.

C. Disputes are not to be processed through your DFAS office.

D. Tax and Shipping.  Cardholders cannot dispute tax or excess shipping charges.  If erroneously billed for either of these items, cardholders are responsible for contacting the vendor and obtaining a refund.

7. LOST OR STOLEN CARD.

A. If the card is lost or stolen, it is the cardholder's responsibility to immediately notify U.S. Bank and report the card lost or stolen.  The 24-hour Customer Service number is 1-888-994-6722.  A new card will be mailed within 10 business days of the reported loss or theft.  

B. The cardholder must also notify the Approving Official of the lost of stolen card within one workday of discovering the card missing.

8. CARD SECURITY.  It is the cardholder's responsibility to safeguard the credit card and account number at all times.  The cardholder will not allow anyone to use the card or account number.  A violation of this requirement will result in the card being withdrawn from the cardholder and the recommendation of disciplinary action being imposed.

9. SEPARATION OF CARDHOLDER.  Upon separation/transfer of a cardholder, the cardholder will surrender the card to the Approving Official.  The Approving Official will destroy the credit cards and complete the destruction notice and forward the notice to DOC.  Cardholder will turn over all purchase records to the Approving Official.  These documents are to be maintained in the organization following the departure of the cardholder.

10. TRANSFER OF CARDHOLDER TO ANOTHER UNIT.  When a cardholder transfers to a different Approving Official in a new unit within Fort Lewis, the account cannot be transferred.  Cardholder is required to apply for a new credit card under new assigned unit.

11. UNAUTHORIZED PURCHASES OR CARELESS USE OF THE I.M.P.A.C. 

CREDIT CARD.  A cardholder that has procured unauthorized purchases or carelessly uses the card is liable to the Government for the total dollar amount of unauthorized purchases made in connection with the misuse or negligence.  Also, the cardholder is subject to disciplinary action for unauthorized or careless use.
5. CONTROLS AND PROCEDURES

A.  Making Micro-purchases with the Government purchase card

(1) The cost for supplies and services must not exceed $2,500; no single purchase may exceed $2,500.

(2) Construction up to $2,000 may be purchased with approval from local 

       Installation Department of Public Works.

(3) Cardholder must purchase supplies and services that are immediately available for delivery or delivered within the credit card’s billing cycle.  

(4) Single purchase limit will not exceed $2,500.  

(5) Cardholders monthly limit will be coordinated between Division/Office Chief and the organization’s Resource Management Office.  The total dollar value of purchases in a billing cycle should not exceed the monthly purchase limit set by Division/Office Chief.   

(6) Special approval is required when purchasing; chemical/hazardous materials; audio/visual equipment; APD equipment; cellular phones; sustainment items; etc.

B. Purchase Flow

(1) Obtain requirement;

(2) Ensure funds are available prior to making purchase, know your dollar limits;

(3) Ensure supplies are available;

(4) Check mandatory sources of supply before reaching the decision to use commercially available sources, the cardholder must determine if mandatory sources meet the need. Cardholder must screen the following mandatory sources in the order of priority to comply with regulatory requirement  (FAR & DFARS Part 8, http://farsite.hill.af.mil/).

Activity or installation inventory

Federal Prison Industries (UNICOR) http://www.unicor.gov
   National Industries for the Blind and Severely Handicapped (NIB/NISH)

 Wholesale supply sources

 GSA Advantage

                  Mandatory sources for Office Products:

Effective October 1, 2002 use of Department of the Army Blanket Purchase Agreements (BPAs) for the purchase of office products using the Government Purchase Card is mandatory.  The use of Army BPAs will ensure compliance with the JWOD program.  Cardholders will attempt to fulfill their needs for office supplies at the installation self service store operated by JWOD participating nonprofit agency.  Installation self-service store is Ft Lewis Express.  If the products are not available through your self-service store, BPAs shall be used.   These BPAs will be hosted on the Department of Defense (DOD) Electronic Mall (EMALL) and can be accessed at https://emall.prod.dodonline.net/scripts/EMStoresRelatedSites.asp 

Adams Marketing Associates, Inc.

George W. Allen Company, Inc.

BENTCO Office Solutions, INC.

Boise Cascade Office Products

CADDO Design and Office Products

Corporate Express

Office Depot

Miller’s Office Products

Staples National Advantage

Creative Sales Solutions, Inc.

Stephens Office Supply

Metro Office Products, Inc.
Visit the Contracting Office web page, www.lewis.army.mil/doc for more information or call 966-3485. 

(5) Ensure all approvals are obtained, appropriate approvals must be obtained prior of purchasing the following items: chemicals/hazardous material; audio/visual equipment; APD equipment; cellular phones, sustainment items (weapons, repair parts, ammunitions);

(6) Make the purchase and document purchase.  A vendor receipt shall be retained as proof of purchase.  When making purchases by phone or on-line cardholder must attach any shipping document associated with the order;

(7) Maintain purchase log, purchase log will be kept up to date for auditing purposes either manually or by using the C.A.R.E. System.  This is a mandatory requirement;

(8) Reconcile monthly statement;

(9) Forward monthly statement and supporting documentation to Approving Official;

(10)Approving official reconciles and certify payment

6. ACCOUNT SUSPENSION

      A.  Approving Official Account Suspension
It is DOD policy to pay invoices within the billing cycle. U.S. Bank will suspend accounts when they go 60 days past due (90 days past the billing date). Once a Billing Official’s account is suspended, all cardholders reporting to the same BO will also be suspended.   Before suspension, A/OPC will notify Approving Official of the pending suspension. The accounts will remain suspended until brought up to date by reconciling and paying outstanding invoices.   Accounts suspended more than twice in a twelve month period will be cancelled.    

7. UNAUTHORIZED USE

A.  Government Purchase Card Prohibitions
(1) Purchases made by individuals other than the authorized cardholder 

(2)  Making purchases & returning them to vendor for cash or vendor credit slips – (credit must be issued against same card on which purchase was made) 

(3) Rental or lease of land or building on a long-term basis 

(4) Purchases of airline, bus or travel related expenses 

(5) Cash advances

(6) Gifts or mementos (limited exceptions)

(7) Purchases of food, drinks, lodging and travel costs (limited exceptions)

(8) Fuel

(9)  Repair or leased vehicles

(10) Purchases for personal use

(11) Spilt purchases

See DA SOP for more information: http://www.lewis.army.mil/doc/

8.  SPLITTING PURCHASES
Cardholders may not split purchases in order to stay below the single purchase limit.  A split purchase occurs when cardholder/approving official knowingly separate a purchase to keep it below the single purchase limit.    Purchase of multiple items is authorized as long as the aggregate amount is below the single purchase limit ($2,500).   A request for purchase exceeding the single purchase limit must be submitted  to the DOC for purchase. DO NOT SPLIT REQUIREMENTS TO STAY WITHIN THE SINGLE PURCHASE LIMIT! THIS PRACTICE IS PROHIBITED!

9. EMERGENCY PURCHASES

Splitting a purchase to respond to an emergency situation is prohibited.  The Contracting Office has emergency procedures established to assist cardholders when a need for supplies/services exceeds the single purchase limit ($2,500).  Approving Official/Cardholder should contact DOC for assistance (253-966-3485/3486/3487).  

10. BILLING CYCLE

Billing Cycle closes on the 23rd day of month (Day1)

A.  Cardholder:  Cardholder must reconcile statements within three days after the billing cycle ends.  At the end of each monthly billing cycle, the cardholder shall reconcile all information contained on his/her statement of account (SOA). The cardholder shall:

(1) Verify the accuracy of each purchase listed on the SOA;

(2) Provide a complete description of each item listed on the SOA using the purchase log; 

(3) Enter the appropriate funding identification (for manual payments only);

(4) Attach all supporting documentation, approve the SOA; and   forward the entire package to the Billing Official for payment certification.

           B.  Approving Official: Approving official must reconcile and certify billing statements within five days after billing cycles ends.   The Approving Official reviews each Statement of Account to ensure all supporting documentation is present and all items were received.  The Approving Official then validates and certifies payment. 

Approving Official ensures that the billing statement is forwarded to DFAS in accordance with local procedures for payment.  It is essential that the Approving Official certify the statements in a timely manner.  Failure to do so may cause the Government to pay interest penalties to U.S. Bank

11. DISPUTE PROCEDURES

A dispute is any billing discrepancy with the vendor that cannot be resolved between the cardholder and the vendor. Charges such as taxes or shipping and handling charges, cannot be disputed.  For each formally disputed transaction, the cardholder must complete the Cardholder Statement of Questioned Item Form.  (See Appendix L) 

A.  Cardholders have the responsibility to:

     (1) Resolve all discrepancies and disputes;

          (2) Seek either replacement or credit of the item as soon as possible, and; 

     (3) Initiate formal dispute procedures, when necessary. 

     B.  The most common causes of disputes may include:

     (1) Defective Items.

     (2) Unauthorized Purchases.   Statement of Account that lists an unauthorized or incorrect charge, cardholder must try to resolve the charge with the vendor first. Suspected FRAUD is the only exception to this policy (Pay & Confirm). 

(3) Items Billed but Not Received. If the item does not arrive by the time the next Statement of Account is received, the transaction must be formally disputed. 

     (4) Merchandise Returned.  Duplicate Processing. The transaction represents a multiple billing to your account and only one charge from the merchant has been authorized. 

(5) The charge is not recognized.

12. ACCOUNT MAINTENANCE

Any increase to cardholder monthly purchase limit must be coordinated       between the cardholder Division/Office Chief and the Resource Management Office.   A written request with Resource Management approvals must be forwarded to the A/OPC; request must include cardholder’s name and revised monthly limit.   

13. REPORTING FRAUD

It is the duty of cardholders and approving officials to report suspected instances of fraud to appropriate authorities.  Billing officials must review purchase documentation before certifying invoices for payment.  If fraud is suspected, A/OPC, local legal office, the bank, or local CID should be contacted immediately.  All GPC activities are subject to fraud detection oversight by the Operation Mongoose Fraud Detection Unit of the Department of Defense.  Operation Mongoose is an electronic monitoring system in use for detecting and reporting potential fraud, waste and/or abuse of Government Purchase Card activity.

14. LOST OR STOLEN CARDS

Immediately report a stolen or lost purchase card to your Agency/Program Coordinator, US Bank, and your Approving Official.  U.S. Bank will issue a new card to the cardholder within ten workdays of receiving notice of loss.  

US Bank customer service: 1-888-994-6722; 

A/OPC: 253-966-3485/3486/3487 or DSN 347-3485/3486/3487.   

15. DOCUMENTING PURCHASES

Vendor receipt shall be retained as proof of purchase.  A purchase log will be kept up to date for auditing purposes.  When making purchases by telephone or on-line, the cardholder must document the transaction on the transaction log and attach any shipping documents associated with the order.  

Get receipts, save shipping documents, Maintain Purchase Log!

16. APPROVING OFFICIAL PERFORMANCE STANDARDS    

Commanders/Directors shall include purchase card performance standards in the billing officials’ evaluation support form.   Measurable objectives to be included in the billing officials support form include:

a.   Certify monthly billing statements within the time established in Army guidance, currently within five days after billing cycle, or within 15 days for off-line payments.

b.   Make sure accountable property purchased with the purchase card is reported to the PBO before certifying payment.

c.   Make sure purchase card transactions are made in accordance with DOD, DA and local guidance.

d.   Make sure cardholder leaving the organization turn in purchase card before departing.

e.   Review cardholders spending limits and report cases of fraud, waste or abuse.  

17. APPROVING OFFICIAL/CARDHOLDER APPLICATION PROCEDURES 

      Approving Official Application Procedures

1. Attend DOC Training (see training schedule at www.lewis.army.mil/doc
2. Complete the on-line DAU Government Purchase card Tutorial at 

http://clc.dau.mil/kc/no_login/portal.asp (mandatory for all approving officials).    See Appendix F for instructions.  

        3.  Complete DD Form 577.  Turn in 2 original DD Form 577 and DAU certificate to Credit Card section.   See Appendix F for instructions.  

       Cardholders Application Procedures

1.  Attend DOC Training (see training schedule at www.lewis.army.mil/doc)

2. Complete the on-line DAU Government Purchase card Tutorial at http://clc.dau.mil/kc/no_login/portal.asp (mandatory for all cardholders).    See Appendix J for instructions.  

      3.  Complete Credit Card Application (see Appendix K).  Turn in credit card application signed by AO and RM to the credit Card Section along with DAU certificate of training. 

NOTE:  Normal receipt time for credit cards is 7-10 business days after we process the application.  If the above information is not complete, credit card application will not be processed.  

18. SUPPLEMENTAL INFORMATION.

A.  Background.  The Government I.M.P.A.C. (International Merchant Purchase Authorization Card) Credit Card Program was designed to be a mere cost effective means of purchasing small cost items when the requirements would be too expensive to generate purchase orders, SF-44's or the use of the Impress funds.  Executive Order 12352, Procurement Reform, instituted this type of purchasing for federal agencies.

B. Banking Facility.  U.S. Bank, North Dakota, provides credit card services to the U.S. Government.  The bankcard bears the Great Seal of the United States and has the words "United States of America" printed on its face.  Its distinctive appearance was intended to readily identify the card from personal credit cards. 

C. Cardholder Information.  U.S. Bank collects no individual cardholder information other than the cardholder's work address; the bank does not collect or maintain personal credit records, Social Security number or other personal data.

D. Bankcard Authorization.

(1) Vendors accepting the VISA Credit Card are required to obtain approval for each purchase either by telephone or electronically through a machine "point of sale."  When the machine is available, sales clerks are required to run the bankcard through the machine.  Information is transmitted electronically to the bank to obtain authorization for the transaction.  If a transaction is completed but the vendor fails to get authorization from U.S. Bank, and the purchase is subsequently refused, the vendor is liable for the amount of sale.  Cardholders will not purchase from vendors who are not equipped to take the VISA Credit Card.

(2) Since the U.S. Government is liable for I.M.P.A.C. Credit Card purchases, additional controls are initiated, to include, single purchase limit (SPL), monthly purchase limit, approving official's office purchase limit (all cardholders' monthly limits which is totaled under the approving official), and the merchant's identification code (Merchant Category Code (MCC)).  If either the transaction exceeds the limits stated above or the merchant's identification code is inappropriate, the transaction will be denied.

E. Single Purchase Limit.  Single purchase limits are established by agreements between each approving official and the servicing RMO.  The maximum single purchase authorizations are $2,500.00 for supplies and services, and $2,000.00 for construction.  Construction purchases are authorized for Directorate of Public Works (DPW) cardholders only.  Exceptions cannot be granted to the maximum single purchase limit.  The delegation of authority memorandum, which appoints the cardholder, specifies the single and monthly purchase limits for each credit card.  This authorization has been established to ensure Procurement Laws and Federal Acquisition Regulations (FAR) are followed (http://www.arnet.gov/far/).

F. 30-Day Spending Limit.  It is the responsibility of the Approving Official and the servicing RMO to establish the maximum amount for cardholder purchases for each billing cycle.  Purchases made during one month that do not appear on that month's statement will be carried into the following month, and will be deducted in the month they actually appear on the statement.

G. Monthly Spending Limit.  NOTE:  Do not confuse the monthly spending limit with the 30-day spending limit.  Monthly spending limit is also known as the Office Limit.  The monthly spending limit for the Approving Official should equal all cardholder 30-day spending limits.  In effect, if the Approving Official has 10 cardholders and all with 30-day spending limits of $2,500.00, the Approving Official's monthly spending limit is $25,000.00.  If the cardholders' purchases combined exceed the Approving Official's limit, any purchase exceeding the limit will be denied.
H. Merchant Identification Codes.  Purchases from certain vendors such as airlines, travel agencies, and bars are not authorized.  If merchant codes indicate an unauthorized vendor, the purchase will be denied.  On occasion valid purchases are denied due to an inaccurate merchant identification code.  This can be corrected by calling DOC.  DOC will notify U.S. Bank to resolve the problem by changing the Merchant Category Code.

I. Bankcard Limitations.  The bankcard will be used for U.S. Government purchases only.  Each cardholder will be provided with training, standardized instructions from DOC, and an internal SOP furnished by cardholder's Approving Official.

J. Account Payment.  The U.S. Bank is responsible for payment of charges incurred by the cardholder.  The unit's supporting Defense Finance and Accounting Servicing Office will reimburse the bank when they receive the certified Billing Account Statement through C.A.R.E. Electronic Data Interface System (EDI) or manual payment from the Approving Official.

K. Training and Account Set-up. Approving Officials will request required credit card training for prospective cardholders; Cardholders and Approving Official must complete the Credit Card Application (Appendix K). The application requires approval by the prospective Cardholder's Director or Commander and servicing RMO.  Upon approval of funds and fund cite by the RMO, the Approving Official will ensure that the application is forwarded to DOC.  Once cardholders are trained, DOC will establish accounts with U.S. Bank.  A Delegation of Authority memorandum will be prepared and sent to new cardholders and Approving Officials by the DOC.  U.S. Bank will send, via airmail, the credit cards directly to the cardholders at the work address specified on the Credit Card Application form. Cardholders will register in C.A.R.E. in order to access their accounts, see C.A.R.E registration instructions.   Cardholders are required to notify the bank telephonically, acknowledging receipt of credit card by activating their accounts.   Training dates are posted on DOC's credit card homepage (www.lewis.army.mil/doc).

L. C.A.R.E. On-Line Registration:  See Appendix M for instructions.

M. Customer Automation and Reporting Environment:  C.A.R.E. Web base training is available at https://wbt.care.usbank.com.  User Name is usbank, the password is provided in class or call 966-3485/3486/3487 for current password since it changes.  
N. Criteria for Use of the I.M.P.A.C. Card: Cardholders are authorized to purchase supplies that are classified non-expendable (requiring property book accountability); durable (requires hand receipt accountability) or expendable (no accountability required), and services.  Ensure that prior to purchasing these items, your Property Book Officer's are aware of the items to be purchased which fits the descriptions listed below:

(1) Any non-catalogued, non-stocked, non-standard item.  The item has not been included in the Fedlog;

(2) Any item on the Fedlog with an Acquisition Advice Code (AAC) of K or L;

(3) The quantity of materiel identified on a request with a National Stock Number (NSN) rejected by the Wholesale system with a status/rejection code of CK, CP, or CW;

(4) Any item needed to save human lives or to relieve human suffering.  Urgent requirements only.  Not routine replenishments;

(5) The quantity of materiel needed to repair emergency equipment.  Urgent requirements only.  Not routine replenishments;

(6) That quantity of repair parts and supplies to repair Army motor vehicles disabled on the roadside;

(7) All requirements for materiel not identified in the categories above will be submitted to the Supply Support Activity (SSA).  All other policies relating to local purchase contained in AR 710-2 remains in effect.

O. Vehicle Rentals.  Use of the credit card to rent cars and vans is authorized by units residing on Fort Lewis in support of exercises only, if there are no cars/vans available at the servicing Transportation Motor Pool (TMP).  A written authorization must be obtained from servicing transportation motor pool for non-availability purposes.

P. Controlled Materials:  I.M.P.A.C. Micro-purchase cards will not be used to purchase hazardous materials.  Directorate of Public Works must be notified of all hazardous materials brought onto Fort Lewis.  Point of Contact is Ray Alonzo at (253) 966-0465.

Q. Federal Acquisition Regulation (FAR):  When making purchases that will be paid utilizing the I.M.P.A.C. Credit card, all applicable acquisition regulations apply.  In accordance with FAR Part 8, when making purchases, you must utilize the required sources of supply such as the mandatory Federal Supply Schedules.  For office supply items, you must purchase from mandatory vendors.   Rotate Vendors.  Credit card purchases will be distributed equitably among qualified suppliers.  If practical, other supply sources will be solicited when placing repeat orders.  See mandatory sources section.   
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                                                                    JAMES N. EDWARDS

                                                                    Director of Contracting

APPENDICES LIST

1. Appendix A – OGE 450 Form, Confidential Financial Disclosure Report

2. Appendix B – Credit Card Purchase Request Form, Exhibit 6

3. Appendix C – Automation Capability Request (CAPR)

4. Appendix D – DD Form 577, Authorized Signature Form

5. Appendix E – Credit Card Standing Operating Procedure Sample

6. Appendix F – Approving Officials Application Procedures

7. Appendix G and G1 – Credit Card Year-End Closeout Procedures Forms

8. Appendix H – Destruct Notice Form

9. Appendix J – Cardholder Application Procedures

10. Appendix K – Credit Card Application

11. Appendix L  – Cardholder Statement of Questioned Item Form

12. Appendix M – C.A.R.E. On-Line Registration
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