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MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT:  Revised Government Purchase Card Standing Operating Procedures 

1.  Enclosed is the revised Army-Wide Standing Operating Procedure (SOP) for Use of the I.M.P.A.C. Purchase Card for U.S. Army Nonappropriated Fund Instrumentalities.  

2. The new SOP consolidates previous interim changes for NAF Purchasing Card guidance, and supersedes:

a. The USACFSC Army-wide Standing Operating procedure for use of the I.M.P.A.C. Credit Card for U.S. Army Nonappropriated Fund Instrumentalities dated 1 May 1998.   

b.  CFSC Policy Memorandum dated 2 November 1998, subject:  I.M.P.A.C. Credit Card Standard Operating Procedure (SOP) for U.S. Amy Nonappropriated Fund Instrumentalities – Increase in Dollar Limitation for Single Purchases.  

c.  CFSC Policy Memorandum dated 9 December 1998, subject:  The I.M.P.A.C. Credit Card Standard Operating Procedure (SOP) for U.S. Army Nonappropriated Fund Instrumentalities – Invoice Payment Process.

3.  The following summarizes the major changes made to the program and NAF procedures: 


a.  Definitions – Definitions are revised for further clarification, and additional ones included (see pages 1 – 4). 


b.  Responsibilities – Requirements of the A/OPC, Billing Official, and Card/checkholder are expanded for further clarification (see pages 4 – 8).


c.  Training – An agenda for training Cardholders and Billing Officials is included (see pages 8 – 9).
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d.  Liability of Cardholders and Billing Officials – Imposed penalties for misusing the purchase card are included (see pages 9 – 10).

e.  Mandatory Sources of Supply – Required sources for supplies is included (see page 11).


f.  Overseas purchases up to $25,000 – “Effective 21 Oct 1999, the DFARS was revised for Overseas Use of the Purchase Card (DFARS Case 99-D002).  This final rule amends DFARS 201.603-3 and adds a new section at 213.301 pertaining to use of the Government wide commercial purchase card.  FAR 13.301 permits use of the card for purchases exceeding the micro-purchase threshold only as an ordering or payment method in conjunction with a contract.  This rule permits use of the card on a stand-alone basis for purchases valued at or below $25,000 that are made outside the United States for use outside the United States and are for commercial items” (see page 13).  

The Federal Register notice for this rule is available at http://www.acq.osd.mil/dp/dars/fedregs/99d002f.txt 

 
g.  Convenience checks – Instructions included for requesting and issuing convenience checks to those merchants who do not accept the purchase card  (see page 13 – 14).  


h.  I.M.P.A.C.  Foreign Drafts – Instructions included for issuing Foreign Drafts (see page 14).  


i.  Commercial Training Requests – Effective July 20, 1998, the government purchase card is the authorized method of payment for all commercial training requests using the DD Form 1556 (Request, Authorization, Agreement, Certification of Training and Reimbursement) valued at or below $25,000 (see page 15).


j.  Federal Express Payments – Instructions included for using the government purchase card to pay for overnight shipments (see page 15-16).


k.  1099-MISC Reporting – New requirements included for issuing required 1099 information (see page 18).


l.  Purchase Card Suspension Policy – Imposed penalties included for late payments (see page 19).     

3.  A copy of this SOP is located on the CFSC web page for your use. 
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4.  Point of contact for this action is Cheryl Greenfield, 703-681-5281.

FOR THE COMMANDER:







  // signed //

Enclosure




 PETER H. MARTINI

as





 LTC, IN 







 Chief of Staff
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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 which  effect 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 Approving 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, issuance and destruction of 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 which are called Merchant Activity Type (MAT) codes. 

5.  RESPONSIBILITIES:

       a.  I.M.P.A.C. Card Servicesa.  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) b.  Agency Program Coordinator.  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)  Canceling 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).  Director’s of Personnel and Community Activities (DPCA), 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 to the appropriate payment office, including disputed charges.  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  Cardholder.   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 which 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 responsibilities of the individual 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)

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 in lieu of DFAS-Kansas City Center for Appropriated Fund accounts.  


(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 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 changes.  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 documantation 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 NFS.


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 OFFICIAL (BO)

       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 canceled.  


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.

      Statement of Account and Billing Account Statement.  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 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 redelegate your authority to any other individual.  Your appointment shall become effective this date and shall remain effective until rescinded.  You are responsible to, and 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.

_________________________

___________

Approving 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

CARDHOLDER:



























30-DAY LIMIT: ___________


 SINGLE PURCHASE LIMIT: ___________
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APPENDIX F

BILLING OFFICIALS

	
	INSTALLATION:                           
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	NO.
	NAME
	ACTIVITY
	ADDRESS
	TELEPHONE NO. 
	FAX
	E-MAIL
	

	
	
	
	
	        
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	








REPLAY TO 


ATTENTION OF





DEPARTMENT OF THE ARMY


US ARMY COMMUNITY AND FAMILY SUPPORT CENTER


4700 KING STREET


ALEXANDRIA, VA 22302-4406
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