PROCEDURES FOR USE OF THE 

INTERNATIONAL MERCHANT PURCHASE AUTHORIZATION CARD

1.  Purpose.  This Standing Operating Procedure (SOP) establishes and prescribes procedures for use of the International Merchant Purchase Authorization Card (IMPAC) Visa credit card for the procurement of supplies and services under the micro-purchase threshold of $2,500.

2.  References.  

    a.  FAR Part 13, Simplified Acquisition Procedures.

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

    c.  AFARS Part 13.90, Government Credit Card.

    d.  AR 37-1, Army Accounting and Fund Control.

    e.  US Army Health Services Command Acquisition Activity, Policy Regarding Internal Procedures for using the IMPAC, Policy Letter 93-12

3.  Applicability.  This SOP is applicable to all activities (CONUS and OCONUS) receiving acquisition support from the MEDCOM CONTRACTING CENTER - NORTH ATLANTIC (MCC-NA).  The MCC-NA is located at Walter Reed Army Medical Center, Washington, DC.

4. Use of the IMPAC Card.  

a. The IMPAC card is used for the purchase of one-time, non-repetitive, over-the-counter or telephone purchases for supplies and services (under $2,500) which are immediately available.

b. A single delivery and payment will be made. 

c. All IMPAC purchases shall be in accordance with the Federal Acquisition Regulation (FAR), Part 13, Simplified Acquisition Procedures and all applicable supplements.  

d. The IMPAC Card shall be used for official US Government purchases only.

NOTE:  This SOP does not address the use of the IMPAC Card as a payment method for purchase orders/blanket purchase agreements/contracts, where the credit card holder has been appointed as an ordering officer.

5.  Definitions. 

    a.   International Merchant Purchase Authorization Card, (IMPAC).  The registered trademark of U.S. Bancorp.

    b.  Agency Organization Program Coordinator, (AOPC).  Serves as the liaison between MCC-NA and the bank.  Acts as a point of contract to discuss any matters concerning government credit card use.  Serves a the focal point for applications, establishment and destruction of credit cards, the preparation of reports, and training of all credit cardholders and approving/certifying officials.  See Appendix C for listing of AOPC’s.

    c.  Appointing Official.  Is the MCC-NA Director of Contracting.   Responsible for the overall management and implementation of the program.  Appoints the nominated credit cardholder and billing/certifying officials by issuance of Delegation of Authority and Certifying Official Appointment Letters.

    d.  Billing Official/Certifying Official (Alternate).  A cardholder’s supervisor or next higher level official, nominated by the Commander/Department Chief/Director and officially appointed in writing, who verifies and certifies monthly that all transactions made by each assigned credit cardholder were made in the best interest of the Government and in accordance with all regulations and guidance governing IMPAC purchases. The Alternate Billing Official substitutes for the Billing Official when he or she is not available, the Alternate has the same authority as the primary.

    e.  Authorized Purchases.  Purchases made by the person whose name appears on the credit card, after obtaining the required signatory approvals on “purchase request document”.

    f.  Credit Cardholder.  An individual fully trained and appointed in writing by the Appointing Official, to use the International Merchant Purchase Authorization Card.  The card bears the individual’s name and may only be used by the individual whose name appears on the card.    

    g.  Delegation of Authority.  A letter issued by the MCC-NA, which establishes the individual as an authorized credit cardholder.  The delegation of authority specifies the contracting authority (supplies, services, or combination) given to the specific cardholder and specifies single purchase and monthly spending limits, and authorized levels of purchasing.

    h.  Disputed Item.  An item that is purchased and found to be defective or faulty or an item on the statement of account with which the credit cardholder disagrees as to its purchase or amount, i.e., any charge on the statement of account that was not authorized by the credit cardholder.

    i.  Hazardous Materiel.   Any item that requires the signature, prior to purchase, of the safety officer because its content is deemed as hazardous materiel.

    j.   OPLOC/DFAS.  Receives the obligations from paying officials and is responsible for disbursing payment to U.S. Bank. Pays the credit card contractor’s invoices and records the credit payment data in the accounting system. Invoices are paid based on precertification by the certifying officials.

   k.   Monthly Purchase Limit.   This is a budgetary limit assigned by the Approving Official, approved by the Resource Management (RM) budget office.  The Approving Official shall coordinate with the AOPC when determining a monthly limit.  The total dollar value of purchases during any single monthly period will not exceed the monthly purchase limit established in the Delegation of Authority.  Monthly limits are only increased when the budget office approves it, and the MCC-NA communicates it the bank.

     l.  Single Purchase Limit.   In accordance with Army Federal Acquisition Regulations (AFARS) 13.9, the maximum allowable amount for a single purchase transaction is $2,500 for individuals not assigned to a contracting office.  In accordance with FAR 13.103(b), purchases shall not be either broken down or split into separate purchases to circumvent the delegated dollar threshold.  If the purchase price exceeds $2,500, individuals not assigned to a contracting office shall submit a purchase request to the MCC-NA through normal purchasing channels.

    m. Single Transaction.   A single purchase may include multiple items but the total cost cannot exceed the authorized single purchase limit in the Delegation of Authority.

    n.  Split Purchases.  Defined as making multiple/related purchases over the course of a month or less from the same vendor on the same day, week or month and the total cost exceeds the single purchase limit ($2,500); making multiple purchases of the same (or similar) items/services from different vendors on the same day, or week or month and the total cost exceeds your single purchase limit ($2,500); different cardholders reporting to the same approving official (or supervisor) purchasing the same (or similar) items/services in same short time spans, and the total requirement was known at the outset and the total cost exceeds either cardholder’s single purchase limit.  This is true whether the purchases were made from one, or from several vendors.  The key to a split purchase is knowingly placing successive single or multiple purchases, which exceed the single purchase limit in order to satisfy one requirement.

     o.  Unauthorized Purchase.   Purchases made by a person whose name does not appear on the credit card; use of the credit card for personal business; purchase made by the person whose name appears on the credit card, but the purchase lacks the required signatures on purchase request documents.  This purchase can be disputed by the cardholder.

6.  Responsibilities.

    a.  MCC-NA AOPC shall:

        (1) Establish IMPAC accounts for cardholders.

        (2) Delegate purchase authority.  Issue “Letter of Appointment” to Certifying Official and “Letter of Delegation” to cardholder.

        (3) Provide training to cardholders and approving/certifying officials.

        (4) Compile statistics for reports to higher headquarters.

        (5) Conduct inspections as often as deemed necessary, but at least yearly.

    b.  Commander/Director/Department Chief shall:

        (1) Nominate in writing the appointment of cardholders and approving/certifying (and alternate) officials and request for training.  All nominations are submitted to the MCC-NA.

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

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

        (4) Ensure all credit cardholders and approving/certifying official appraisal support forms include a rating factor for credit card and certifying responsibilities.

    c.  Billing/Certifying Official or Alternate shall:

        (1) Recommend cardholders/certifying/approval officials to the Commander/Director/Department Chief.

        (2) Coordinate with Commander/Director/Department Chief to determine billing cycle office limits.

        (3) Coordinate with Commander/Director/Department Chief to determine cardholder’s single purchase limit and billing purchase limit.

        (4) Certify transactions for propriety and payment.

        (5) Ensure that purchases are received and processed for payment in accordance with the Prompt Payment Act.

        (6) Ensure that prices paid for credit card purchases are reasonable and awards are rotated among qualified vendors.

        (7) Ensure that credit cards are not used to circumvent required sources.  Authorized purchases and restrictions are detailed in Appendix B.

        (8) Ensure that credit card requirements are not broken down (split) into multiple transactions to circumvent prescribed $2,500 limit.

        (9)  Ensure all cardholders are provided with bulk funding or individual transaction funding for all transactions for which the Government is obligated.

       (10) Ensure all cardholders under their purview have received the required training when first appointed and then annually thereafter.

       (11)  Ensure that a signature card (DD 577) is completed and provided to both the APC and OPLOC for each certifying official and alternate certifying official.

       (12)  The merchant code of 034 is set for all cards. Request merchant codes changes when it is determined that a specific charge will not go through.

       (13) Ensure that adequate records are maintained by retaining all original Statement of Accounts, (SOA), receipts, invoices, certified billing statements, and all other applicable documents, for a period of six (6) years.  Each transaction file shall include sufficient documentation to stand on its own.  Procedures for use of the card are in Appendix A.

       (14) Sign and submit billing statement to the applicable OPLOC with one copy to MCC-NA and one copy to the applicable RM office no later than the 10th day of each month, except for the Walter Reed Army Medical Center and Armed Forces Institute of Pathology account bills which are to provided to the AOPC (original and 2 copies) for distribution.

      (15) Be responsible for date stamping billing statements upon receipt, certifying availability of funds and providing billing statements to the MCC-NA by the 10th day of each month.  If the 10th is on a weekend, the billing statement is due the preceding Friday. (The billing statement must be submitted to the applicable OPLOC by the 15th day of each month.)

    d.  Cardholder shall:

        (1) Make credit card purchases, as set forth in these procedures and within the established monetary limitations.  Procedures are explained in Appendix A and the authorized purchases/restrictions of use are in Appendix B.

(2) Maintain records and statistics; reconcile/certify monthly Statement of Accounts.

        (3) Verify APC used for the account.

    e.  RM shall:

        (1) Certify bulk funding.

        (2) Set up accounting classifications for each cardholder.

    f.  OPLOC shall pay Billing Statement in accordance with the Prompt Payment Act and internal regulations and procedures.  Method of payment will be at the discretion of OPLOC.

    g.  Agency Organization Program Coordinator:

        (1) Establishes billing official and credit card holder accounts with US Bank.

        (2) Conducts initial eight (8) hours training for each new credit card holder and approving/certifying official.  Conducts annual four (4) hours refresher training for all credit cardholders and approving/certifying officials.

        (3) Prepares monthly report of IMPAC transactions accomplished by each credit cardholder during the billing cycle.  These report are submitted to the Chief of Staff, NARMC, who in turns releases reports to each Commander under the NARMC.

        (4) Is point of contact for credit cardholder and billing/certifying official for assistance and questions, problems, information, etc., regarding the IMPAC program.

        (5) Conducts inspection and audit of all credit cardholders and approving/certifying officials’ records. Conducts random inspections of billing official’s account on a monthly basis by viewing statements for suspicious charges. Command Inspections will be accomplished in conjunction with local Internal Review Office and NARMC Directorate of Logistics, Property Management Branch, at least yearly.

APPENDIX A

INSTRUCTIONS FOR USE OF IMPAC CARD

A-1.  Purpose.  To provide instructions on the purchase, review and approval of items purchased with the IMPAC credit card.

A-2.  Bankcard Authorization.

    a.  The bank requires the merchant to contact them for authorization if the purchase exceeds $50.00.  If for any reason the merchant fails to obtain this authorization and subsequently the purchase was refused by the issuer (the bank), the merchant would be liable for the amount of the sale.  Approximately 60 percent of all merchants in the United States have a small machine called a “point of sale” device that requires a sales clerk to run the bankcard through the machine so that information is transmitted electronically to the bank for authorization.  Many merchants use these machines regardless of the amount of purchase.

    b.  Since the IMPAC, not the individual employee, will pay for the purchase made with the IMPAC card, additional authorizations have been added to these bankcards.  When the merchant seeks authorization for a purchase, the bank computer will check each cardholder’s single purchase limit, the cardholder’s 30-day limit, the cardholder’s monthly limit, and the type of merchant where the cardholder is making a purchase before authorization for that purchase if granted.

A-3.  Dollar limits.

    a.  The single purchase limit.  The delegation of authority provided to each cardholder sets the individual limit, up to $2,500, for any single purchase.  Each time a cardholder makes a purchase with his/her bankcard, the authorization will include denial of purchase(s), should the amount exceed either purchase limit.  These limits are established to ensure that procurement laws/Federal Acquisition Regulation (and its supplements) are followed.

A-4.  Type of Merchant.  The bankcard is a procurement card and may not be used for travel or entertainment.  Each merchant is identified as to his or her type of business by his/her Merchant Category Code.  The point of sale device will check the merchant’s code to determine the type of purchase is authorized under the credit card regulations.

A-5.  Use of Bankcard.  The bankcard is to be used for official Government purchases only.  Each cardholder is provided with the training and a standard set of instruction with which to make these purchases.

A-6.  Payment Procedures.   The monthly certifying process of the billing summary and transaction registers by cardholders and authorizing/certifying officials can impact the timeliness of the OPLOC payments to the bank.  If the OPLOC is late in making the payment, the interest penalty will have to be paid.  The organization that caused the late payment will be charged in the interest penalty.

A-7.  Statement Procedures.

    a.  The bank provides statements at the end of each billing cycle.  One statement will go to the individual cardholder.  This is called a “Statement of Account (SOA)” and will contain a listing of all items purchased in the previous thirty (30) days by the cardholder.  The second statement is a composite, provided to the certifying official, of all individual cardholders within that official’s area of responsibility, who have used their card within the billing cycle.  Another statement is provided to the APC and are composites of all cardholders.

    b.  The “Statement of Account (SOA)” requires the signature of the cardholder only.

    c.  Cardholders verify purchases and reconcile all transactions.  Cardholders sign the certification statement on the back of the SOA, attach the Questioned Items Forms (if any), and forward the statement with all files and documents for each transaction to the billing/certifying official.  The cardholders are required to send their signed SOA within five (5) working days after it has been received. If cardholder statement is late, cardholder can get a copy of information from billing/alternate official to reconcile until cardholder recieves SOA. Cardholder’s missing the SOA should not delay the billing statement being turned in on time. If for some reason the cardholder does not have a receipt  and/or invoice of a transaction for reconciliation and inspection purposes, he/she must attach a written explanation which includes the vendor’s name, description of the item(s), date of purchase, and an explanation as to why there is no supporting documentation. Both the cardholder and the billing official will sign the written statement.  The statement will be maintained in the appropriate billing official’s file for inspection/audit purposes and to track expenditures of funds.

    d.  If a cardholder departs or is on leave, TDY, etc, it is the billing/certifying official’s responsibility to ensure that the SOA is completed, along with the billing summary.  Cardholders should leave their records with the billing/certifying official so transactions on the statement can be verified.  SOA’s must be processed even though both the billing/certifying official and the cardholder are absent.  This will be the responsibility of the alternate billing/certifying official to ensure timely statement processing. A penalty will be charged by the OPLOC to the billing/certifying official’s APC when statements are late.  It is important to date-time stamp the Billing Statement when it is received; this is the date that OPLOC uses to apply the accumulated interest penalty charges.  If the Billing Statement is not date-time stamped, interest penalty charges will start from the closing date of the statement. 

e. The certifying officer will be responsible for receiving completed SOA’s from all 

cardholders, reviewing, and resolving questions that he/she may have on the purchases, signing the statement on the back, and ensuring that the statement is received by the OPLOC, RM and MCC-NA not later then (10) calendar days from receipt from the bank.  Should the approving/certifying official not receive all the SOA’s, it will be the billing/certifying official’s responsibility to contact the cardholder(s) and have the statement furnished at once.

f. If for some reason the cardholder does not have transaction documentation to

enclose with the statement, he/she must attach an explanation which includes a description of the item, date of purchase, merchant’s name, amount of purchase, and why there is no supporting documentation.

    g.  The cardholder must sign the monthly statement and forward it to the approving/certifying official within five (5) working days of receipt.  If the cardholder has not received his/her statement from the bank by the second day of the month, he/she should call the bank (telephone number is on the back of the bank card) to request a re-issue of the statement.

    h.  Cardholder and billing/certifying officials should coordinate closely with their unit mail personnel to ensure that the statement is not returned or forwarded to home addresses, as they are addressed by the bank to an individual’s official office work address.

     i. If a cardholder is not available, the cardholder’s statements should be given to the billing/certifying official who is responsible for reviewing and certifying the cardholder’s SOA.  Prior to any planned departure, the cardholder must meet with the billing/certifying official to review all purchases and turn -in their credit card.   

    j.  The cardholder is responsible for the following:

        (1)  Certifying and signing the monthly summary statement of account.

        (2)  Reconciling the SOA.

        (3)  Delivery of the SOA, the Questioned Item Forms, purchase files (which are to include receipts/shipping documents and all supporting documentation on all credit card purchases) to the certifying official.

A-8.  Approval.

    a.  Approval of items to be purchased by the cardholders will be made by the certifying (approving) official.  As a minimum, the purchase will be reviewed for appropriate coordination with departments in accordance with local policy, funding, dollar limitations, and appropriateness.  

A-9.  Disputes.

    a.  Upon receipt of the SOA, cardholders will review it to determine that they placed all charges listed therein, are in the correct amount and are charged by the correct vendor.  Any item not agreed with should be treated as a disputed item and a Questioned Item Form completed and attached to the SOA upon submission.

A-10.  Departure of Employees.  

    a.  If a cardholder leaves the office/organization, his/her bankcard must be destroyed and the form entitled “IMPAC Card Destruct Notice” must be completed and forwarded to the MCC-NA.  All departures must be in memo form signed by the certifying official, 30 days prior to the individuals departure.

    b.  Should a cardholder be transferred within the same office/organization, it will be the new certifying official who will determine if the bankcard should be kept by the cardholder.  A written request to change the cardholder’s approving official must be submitted to the MCC-NA.  The cardholder will receive a new card under the new billing official and the old card will be terminated.

    c. If the certifying official will be departing or transferring, at least fifteen days prior to that departure, the Commander/Department Chief/Director will send a written request for appointment of a replacement to the MCC-NA.  A training session must be scheduled for the replacement person prior to appointment as certifying official.

A-ll.  Request for BankCard Changes. 

    a.  All changes to monthly limits, merchant category codes additional, etc., will be submitted in writing to the designated AOPC.  Requests will approved and signed by the Commander/Director/Department Chief.

A-12.  Lost or Stolen Cards.

    a.  When not being used, credit cards should be safeguarded in the same manner as cash.  As a minimum, they must be stored in a locking cabinet at the office, though, not in a classified document security container.  Credit card holders are only to carry the card with them when making a purchase.  It is the responsibility of the cardholder to assure that the credit card is not accessible to others.  Should the credit card be lost or stolen, the cardholder must immediately notify the bank card system.  US Bank Customer Service can be reached at 888-99-IMPAC (888-994-6722).  In addition to notifying the bank, the credit card holder must also notify his/her Billing Official of the lost or stolen card within one workday of the loss.  The Billing Official will submit a complete written report detailing the date the loss was discovered, the location where the loss occurred, the purchases that were made prior to the loss, and any other information that may be considered important.  The report will be submitted to the Agency Program Coordinator within one (1) working day of discovery of loss.

A-13.  Misuse of IMPAC Card.

    a.  Intentional use of this card for other than official government business is considered fraud against the US Government, which could result in one or more of the following:

        (1)  Immediate cancellation of the credit card.

        (2)  Disciplinary action being taken against the employee under applicable Department or Government-wide administrative procedures.

        (3)  The cardholder and/or the certifying official (due to carelessness) may be subject to personal liability for the full amount of any unauthorized purchases.  

        (4)  Additionally, under 18 United States Code, Section 641, either one or both may be subject to a criminal penalty.  This could be a fine of not more than $10,000.00, or imprisonment of not more than 10 years or both. 

A14.  Purchase Procedures When Paying with the IMPAC card.

    a.  Whether the purchase is made in person or by telephone, the cardholder must:

        (1)  Ensure funds are available to pay for items being purchased.

        (2)  Purchase authorized items.  The requirement for purchasing from required sources of supply as outlined in FAR Part 8 is not waived.

        (3)  Determine that price being quoted for supplies/services is fair and reasonable.

        (4)  Notify the vendor that the purchase is tax exempt.

(5) Verify that services/supplies are available without backordering and confirm

that services/supplies will be received within five (5) days before closing of billing cycle.

(6)   Confirm that the vendor agrees to charge the credit card at the time shipment is 

made so that receipt of the supplies may be certified on the monthly statement of account. 

        (7)  Confirm the price, to include any shipping/delivery costs.  These costs will not be separately charged.

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

               *  Merchant’s name and address

               *  Agency name

               *  Cardholder name, office symbol, telephone number

               *  Order number and items purchased

               *  Building number, room number

               *  Street address, city and state

               *  The term “Credit Card”

A-15.  Documentation, Reconciliation and Payment Procedures.

    a.  When the purchase is first authorized, the cardholder will initiate a purchase request or other similar document and obtain all necessary approvals and funding, if bulk funding has not been authorized.  An entry in a document register will be made with the following information:

        * Date of Transaction

        * Document Number

        * Vendor Name

        * Supply/Service Description

        * Total Dollar Amount of Transaction

        * Running Balance of Funds Available

APPENDIX B

AUTHORIZED PURCHASES

AND PURCHASE RESTRICTIONS
B-1.  Restrictions and Limitations.  IMPAC cards shall not be used for the following

supplies/services:

    a.  Supplies/services available from required sources of supply as defined in Part 8 of the FAR must be procured from the mandatory sources.  (This does not preclude the use of the credit card with the required sources of supply as defined in Part 8).  The priority for purchase in accordance with Part of the FAR 8 is as follows:


(1) Supplies.

                 (i) Agency inventories;

                 (ii) Excess from other agencies (see Subpart 8.1);

                 (iii) Federal Prison Industries, Inc. (see Subpart 8.6);

                 (iv) Products available from the Committee for Purchase From People Who Are Blind or Severely Disabled (see Subpart 8.7);

                 (v) Wholesale supply sources, such as stock programs of the General Services Administration (GSA) (see 41 CFR 101-26.3), the Defense Logistics Agency (see 41 CFR 101-26.6), the Department of Veterans Affairs (see 41 CFR 101-26.704), and military inventory control points;

                 (vi) Mandatory Federal Supply Schedules (see Subpart 8.4);

                 (vii) Optional use Federal Supply Schedules (see Subpart 8.4); and

                 (viii) Commercial sources (including educational and nonprofit institutions).

           (2) Services.

                 (i) Services available from the Committee for Purchase From People Who Are Blind or Severely Disabled (see Subpart 8.7);

                 (ii) Mandatory Federal Supply Schedules (see Subpart 8.4);

                 (iii) Optional use Federal Supply Schedules (see Subpart 8.4); and

                 (iv) Federal Prison Industries, Inc. (see Subpart 8.6), or commercial sources (including educational and nonprofit institutions).

    b.  Furniture.

    c.  Rental or lease of land or building.

    d.  Purchase of gasoline or oil.

    e.  Repair of GSA leased vehicles.

    f.  Cash advances from any source.

    g.  Janitorial, yard and maintenance services.

    h.  Recurring requirements, which should be contracted for on an annual basis.

    i.  Personal clothing or footwear, except when required for safety.

    j.  Printing or copying services.  This includes specialized printing (e.g., unit insignias/crests) on clothing, mugs, pens for other than re-enlistment purposes).

    k.  Telephone calls.

    l.  Telecommunications equipment (e.g., telephones) or spare parts.

    m.  Purchase of money orders or postage stamps.

    n.  Construction, except for the Facilities Management Branch, who has the delegated authority in writing, and then only up to $2,000 per transaction.

    o.  Automated Data Processing Equipment and Software.

    p.  Direct Health Care Provider (DHCP) Services.

    q.  Consultant or personal services.

    r.  Recurring maintenance, rental or lease of personal property.

    s.  Audiovisual equipment.

    t.  Items and services available from the Directorate of Logistics.

    u.  Rental or lease of motor vehicles when on official travel.

    v.  Purchase of airline, bus, boat, or train tickets or other related travel.

    w.  Purchase of meals, drinks or lodging.

 x.  Nonexpendable/durable property.

     y.  Bottled water.

B-2.  Authorized Service Purchases.

    a.  Conference Room Rental - No Food.

    b.  Subscriptions:

        (1)  Periodicals.

        (2)  Subscriptions dailies (established mission essential).

   c.  Memberships (only in organization name).

APPENDIX C

LISTING

OF

AGENCY ORGANIZATION PROGRAM COORDINATORS
Mrs. Andrea (Andi) Hill-Harrington

(202) 782-1283

DSN  662-1283

Email Address:  Andi.Hill-Harrington@na.amedd.army.mil

Mrs. Cheryl Malloy

(202) 782-1282

DSN  662-1282

Email Address:  Cheryl.Malloy@na.amedd.army.mil

FAX Number:  (202) 782-7547

Official Mailing Address:  Walter Reed Army Medical Center
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