SUBJECT:  IMPAC - Reconciliation Procedures                                                          20 Mar 98








1.  Presently, USAREUR is having a major problem with delinquent accounts resulting from late IMPAC payment.  This problem is so severe it has reached DCG, USAREUR attention.  Although many factors are contributing to this problem, we at 21st TAACOM can control a major factor, getting our statement to Finance for payment within the allotted time.  We can expedite our statement for payment simply by understanding and following the below procedures:





    a.  Each month, the cardholder and approving official will receive the Statement of Account (SOA) and official invoice for purchases made during the previous month.  These documents are printed and mailed at the close of business on the 23rd of each month.  If the 23rd falls on a weekend, it is then printed on the previous Friday.  Usually, the SOA and official invoice are received by the IMPAC official within 10 days thereafter.  





    b.  If the SOA or official invoice is not received by the IMPAC official between the 4th and 8th of the month, the individual must call the First Banking System (FBS) at the following telephone numbers to obtain a copy of the missing document:  Toll -Free number at 1-888-994-6722 or call collect at 701-461-2020.  When placing the call, inform the customer service representative that you are an IMPAC official and have not received the SOA or official invoice.  The approving official can request copies of the SOA and official invoice pertaining to his/her account.  The cardholder can only request copies of his/her SOA.  Once you receive a faxed copy of the document, perform the reconciliation and initiate payment.  The SOA or official invoice will be faxed by FBS within 24 hours of time of the request.





    c.  Failure to obtain a copy of the official invoice will place the approving official's account in a delinquent status.  Delinquent account over 90 days will automatically be denied any charges by FBS.  Although the credit card can be used until it reaches a 90 day delinquent status, the account will be incurring late penalty charges and reported to USAREUR.





     d.  The IMPAC cardholder and approving official must date-stamp the receipt of the SOA or official invoice.  The receipt date is very important and is used by the Finance and Accounting Office personnel to compute the required payment due date under the Prompt Payment Act.  Failure by the cardholder or approving official to date-stamp the receipt on the SOA or official invoice can result in incurring late payment charges.  





     e. Once the IMPAC cardholder has reconciled the SOA against the transaction log and all associated documents, the cardholder will then sign the SOA and forward the signed SOA with all supporting documentation (i.e., transaction log, charge slips, etc.) to the approving official.  If there is a discrepancy with any of the transaction listed on the SOA, such as non-receipt of item or incorrect charge, handle the discrepancy in accordance with Statement of Questioned Item procedures published by FBS or information published by the Contracting Command - SOP #22.





     f.  If the cardholder anticipates being absent from duty during the time the SOA is normally distributed, the cardholder will furnish the transaction log and all supporting documentation to the approving official.  This action is required to facilitate the reconciliation effort by the approving official.  The approving official will not delay the certification of the official invoice solely because the cardholder is not present to sign the SOA.  Discrepancies noted after certification of the official invoice can be corrected within 60 days of certification.  The SOA will then be signed when the cardholder returns to work.





     g.  Once the approving official has reconciled the cardholder's SOA and signed the official invoice with the annotated amount to be paid, the approving official will then provide a copy of the signed invoice to the supporting RMO for obligation into STANFINS; forward the original to the Paying Office for disbursement; and place a copy on file with the cardholder's transaction log, request, charge slip, tax exemption form and original SOA.  The paying office for 21st TAACOM units is Kaiserslautern Regional Finance and Accounting Office, Unit 23122, ATTN:  Accounts Payable Section, APO AE  09227.





     h.  If the approving official anticipates being absent from duty during the time the official invoice is normally distributed, the approving official will forward all IMPAC documentation to an alternate approving official to avoid late penalty charges. 





2.  For additional information contact Mr. Rodriguez, 21st TAACOM, 484-7252, Mr. Haas, Seckenheim Regional Contracting Office, 375-3378 or Ms. DeKunffy, Seckenheim Resource Management Office, 375-3214.








