INTERNAL CONTROL CHECKLIST FOR


THE INTERNATIONAL MERCHANT PURCHASE AUTHORIZATION


CARD (IMPAC)











FUNCTIONS:  The key functions covered by this checklist are the administration and management of the IMPAC Program.





PURPOSE:  The purpose of this checklist is to assist managers and commanders in evaluating the IMPAC program within their organization, as outlined below.  The checklist is presented in two parts.  Part 1 is an extract of the checklist found in the USAREUR Contracting Command, Standard Operating Procedures, Number 22.  Part 2 identifies specifics command requirements to implement the IMPAC program within the 21st TAACOM.  The checklist is not intended to cover all management controls.





INSTRUCTIONS:  Answers must be based on the evaluation of management controls (e.g., document analysis, direct observation, sampling, other).  Answers that indicate deficiencies must be explained and corrective action indicated in supporting documentation.








PART 1:





1.  RESERVED





2.  Is there a separation of duties between cardholders, approving officials, PBOS, hand receipt holders and certifying officials?  For example, prohibited relationships could include or not be limited to: a cardholder cannot be PBO or hand receipt holder, an approving official cannot be hand receipt holder, a certifying official cannot be cardholder and/or accountable officer, or a single individual cannot buy, receive and certify fund availability for purchases.





RESPONSE:  YES__________ NO__________ NA__________


REMARKS:








3. Has the installation/activity Resource Manager established the IMPAC account before delivery orders are forwarded to U.S. Banck?





RESPONSE:  YES__________ NO__________ NA__________


REMARKS:








4.  Has the installation/activity Resource Manager establish a funding cite for each IMPAC card?





RESPONSE:  YES __________ NO__________ NA__________


REMARKS:








5.  Has the installation/activity Resource Manager approved monthly purchase limits for cardholders and approving officials?





RESPONSE:  YES__________ NO__________ NA__________


REMARKS:








6.  Have adequate funds been committed up-front for each cardholders





RESPONSE:  YES__________ NO__________ NA __________


REMARKS:








7.  Has cardholder checked mandatory sources of supply before making purchases?





RESPONSE:  YES__________ NO__________ NA__________


REMARKS:








8.  Has cardholder reconciled monthly statement of accounts and forwarded to approving officials within 5 workdays after the closing date on the account or receipt of documentation?





RESPONSE:  YES__________ NO__________ NA__________


REMARKS:








9. Has Approving Official forwarded monthly statement of accounts to the Finance Offices by the 10th workday after the closing date on the account or receipt of documentation?





RESPONSE:  YES__________ NO__________ NA__________


REMARKS:








10.  Has the cardholder, approving official, and certifying officer attended standard Army training on IMPAC procedures before accounts are activated?





RESPONSE:  YES__________ NO__________ NA__________


REMARKS:





11.  Does the invoice agree with the certified monthly statement of accounts?





RESPONSE:  YES__________ NO__________ NA__________


REMARKS:








12.  Does the Finance and Accounting Office make timely payments to U.S. Bank?





RESPONSE:  YES__________ NO__________ NA__________


REMARKS:








PART 2:





1.  Was cardholder, approving official, and certifying officer nominated by the chain of command through the supporting Resource Management Office to the 


21st TAACOM, ACSLOG-AMO, IMPAC Coordinator?





RESPONSE:  YES__________ NO__________ NA__________


REMARKS:








2.  Has Unit or Activity Commander designated, in writing, an individual who will screen and approve IMPAC local purchase requests?  This individual is responsible to screen local purchase requirements meet IMPAC local purchase criteria.





RESPONSE:  YES__________ NO__________ NA__________


REMARKS:








3.  Was approval obtained from the designated individual, authorized to approve IMPAC local purchase, prior to purchase of supplies or services?





RESPONSE:  YES__________ NO__________ NA__________


REMARKS:








4.  Were authorized supplies or services being ordered?  For example:  Did the purchase of automation equipment meet the criteria in USAREUR regulation 25-1 and 21st TAACOM PAM 25-1 for Information Resource Management Program.





RESPONSE:  YES__________ NO__________ NA__________


REMARKS:








5.  Has the cardholder followed IMPAC reporting procedures for the purchase of supplies and services?  For example:  Purchases of other than Class IX repair parts will be reported to the Property Book Office for screening of property book accountability within five (5) days of purchase or thirty (30) days for Class IX purchases to the supporting SSA or SSO.





RESPONSE:  YES__________ NO__________ NA__________


REMARKS:








6.  Were IMPAC purchase requests submitted in a written format?





RESPONSE:  YES__________ NO__________ NA__________


REMARKS:








7.  Does the IMPAC requesting documentation contain the following:





        -   Approval of individual designated to screen IMPAC local purchase criteria.


        -   Approval of cardholder’s approving official.


        -   Annotation from the Property Book Office of property book accountability.





RESPONSE:  YES__________ NO__________ NA__________


REMARKS:








8.  Has the IMPAC cardholder delegate his or her authority to others?





RESPONSE:  YES__________ NO__________ NA__________


REMARKS:








9.  Were funds committed on a DA Form 3953 or bulk funding document sufficient to cover each transaction before ordering?





RESPONSE:  YES__________ NO__________ NA__________


REMARKS:








10.  Was the fund control of commitments and obligations maintained adequately?





RESPONSE:  YES__________ NO__________ NA__________


REMARKS:














11.   Were files properly labeled and maintained?





RESPONSE:  YES__________ NO__________ NA__________


REMARKS:








12.  Was the correct exchange rate used for each currency conversion?





RESPONSE:  YES__________ NO__________ NA__________


REMARKS:








13.  Were monetary limitations being observed?





RESPONSE:  YES__________ NO__________ NA__________


REMARKS:








14.  Was there evidence of splitting requirements to avoid monetary limitations?





RESPONSE:  YES__________ NO__________ NA__________


REMARKS:








15.  Was ten (10) percent discount obtained for purchases made at AAFES?





RESPONSE:  YES__________ NO__________ NA__________


REMARKS:








16.  Has the approving official submit notice of IMPAC card destruction for departed cardholders to the 21st TAACOM, ACSLOG-AMO, IMPAC Coordinator?





RESPONSE:  YES__________ NO__________ NA__________


REMARKS:








17.  Were copies of cardholder’s Delegation of Authority on file?





RESPONSE:  YES__________ NO__________ NA__________


REMARKS:

















18.  Were copies of approving official Appointment Letter of Certifying/Approving Official, Certifying Officer Statement of Agreement, and signature card for each Approving/Certifying Officer on file?





RESPONSE:  YES__________ NO__________ NA__________


REMARKS:








19.  Were copies of USAREUR Contracting Command’s Standard Operating Procedures, No 22, First Banking Services’ Cardholder instructions Guide, and 21st TAACOM IMPAC Letter of Instruction on file?





RESPONSE:  YES__________ NO__________ NA__________


REMARKS:








20.  Were copies of previous inspections retained for 2 year on file?





RESPONSE:  YES__________ NO__________ NA__________


REMARKS:








21.  Are copies of corrective action taken on deficiencies noted during previous inspections on file?





RESPONSE:  YES__________ NO__________ NA__________


REMARKS:
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