SUBJECT:  IMPAC Administrative Changes                                                           21 Jul 98








1.  References:





    a.  21st TAACOM IMPAC Letter of Instruction, dated 14 May 98.





    b.  United States Army Contracting Command - Europe, Standard Operating Procedure,


Number 22.





    c.  E-mail, dated 4 Jun 98, subject: Submission Procedures for IMPAC Application Requests.





2.  The intent of this e-mail is to reiterate the procedures cited at paragraph 1, above, for the submission of administrative changes and IMPAC application requests.  All application requests to include any administrative changes to IMPAC accounts MUST be forwarded through the supporting Resource Management Office to the ACSLOG, Acquisition Management Office.





3.  Administrative changes or applications forwarded directly to the Regional IMPAC Coordinator, Seckenheim or directly to the bank by the requesting activity or approving official will be returned without action.  Failure to comply with this requirement WILL result in unnecessary delays, complications, and possible interruption of IMPAC services.





4.  Information to assist IMPAC officials or concerned individuals on “proper procedures to follow” on administrative changes, account setup, or any other issues pertaining to the IMPAC program are available at the 21st TAACOM Home Page.  The website address is http:www.21taacom.army.mil/Library/Default.asp.  The IMPAC website, titled: IMPAC Information Center was established for the following reasons:





    a.  Disseminate policies and guidance on the IMPAC program.


    b.  Assist IMPAC officials or concerned individuals on IMPAC issues.


    c.  Provide updates on solutions to recurring problems and upcoming actions that will affect how IMPAC responsibilities will be performed or procedures to follow.





5.  The IMPAC website contains valuable information that can be used to solve many of the problems for submission of IMPAC administrative changes.  The additional effort to solve the problem, caused by noncompliance of regulatory requirement, has increased our administrative workload and is the primary attributor to unnecessary delays in satisfying the customer’s action.  If the information is not addressed or the individual is still unsure on proper procedures to follow, the Acquisition Management Office is available to assist you.
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6.  Prior to the departure or reassignment of any IMPAC officials (i.e. cardholder or approving official) from the organization, a memorandum requesting termination of appointment is required.  The memorandum must be submitted in sufficient time frame to allow agencies involve sufficient administrative lead-time to process the request and appoint a new IMPAC official.  The memorandum is required to relinquish responsibility and is also used to delete the individual’s name and account from the database and the bank’s record system.  To re-emphasize this requirement, a memorandum will be sent directly to the Acquisition Management Office for transfer of cardholder or destruction of IMPAC credit card.  For departing approving official, a memorandum requesting termination of IMPAC duties will be prepared.  The memorandum will identify a replacement and include the approving official nomination packet.  The document will then be submitted through the supporting Resource Management Office to the Acquisition Management Office.  Basically, the same procedures must be followed as with an application request.  For detailed instructions, follow procedures stated in the 21st TAACOM IMPAC Information Center website.





7.  The HQ, 21st TAACOM point of contact is Mr. Rodriguez, Acquisition Management Office, 484-7252.








