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PREFACE











1.  The 21st Theater Support Command (TSC), Provisional (Prov) Internal International Merchant Purchase Authorization Card (IMPAC) Letter of Instruction (LOI) is published to inform all units in 21st TSC (Prov) on how this command will implement the IMPAC program.  The LOI addresses specific command requirements on the administration, usage, and financial aspects of the program.  The LOI will provide you with needed information which will help you in your responsibilities as an IMPAC Official.  The LOI will be used in conjunction with instruction published by the Contracting Command to ascertain a thorough understanding of the IMPAC program.





2.  The IMPAC credit card, used for micro-purchases below $2,500 for supplies and services and less than $2,000 for construction, is promoted Department of Defense wide as a means of streamlining the small purchase process under the Federal Acquisition Streamlining Act (FASA) of 1994.  The IMPAC credit card allows authorized government employees the capability to directly procure commercially available supplies and services from stateside and local vendors.  In January 1996, the Army Chief of Staff established a goal of obtaining 80 percent of the Army’s micro-purchases with the IMPAC credit card.  This goal was recently increased to 91 percent.  The goal was established to realize the savings the use of a commercial business practice can achieve when it replaces the burdensome defense procurement process.





3.  As we continue to use the IMPAC credit cards to satisfy our requirements, we must be aware of its limitations.  Many of the problems which occur in the execution of the IMPAC program can be eliminated if we all understand and properly accept our responsibilities within the program.  If questions arise or if you require further assistance, contact the Support Operations, Contracting Office (SOCO).  I have tasked SOCO with the responsibility to assist you with your IMPAC issues.   Through a combined effort and cooperation, we can avoid problems which may lead to fraud, waste, and abuse.








                                                                              //Signed//





						    THOMAS E. CRUMRINE, JR


						    Colonel, GS


						    Chief of Staff
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SECTION 1:  INTRODUCTION





1.1  The 21st TSC, (Prov) LOI provides administrative and financial guidance for the acquisition, management, and usage of the IMPAC credit card program.  This LOI will be used with existing policies and procedures published by United States Army Contracting Command - Europe (USACCE) to implement the IMPAC program within 21st TSC (Prov).  The USACCE is the proponent agency responsible for the overall implementation and administration of the IMPAC program for Army, Europe.  In the event procedures stated in this internal LOI conflict with instructions provided by USACCE, the USACCE procedures will take precedence.





1.2  Information on the IMPAC program is available at the 21st TSC (Prov) home page.  The website address is http://www.21tsc.army.mil/Contracting.  The information is also available by selecting “Contracting” at the 21st TSC (Prov) home page (address: http://www.21tsc.army.mil).





SECTION 2:  APPLICABILITY





2.1  This LOI is effective immediately and is applicable to all subordinate units and staff elements of 21st TSC (Prov).  Local supplementation of this LOI is not authorized without prior written review and approval by the 21st TSC (Prov) Support Operations, Contracting Office.  





SECTION 3:  NOMINATION OF IMPAC OFFICIALS





3.1  Selection criteria:





3.1.1  Any United States (U.S.) Government employee, military or civilian, may be selected and appointed as an IMPAC approving/billing/certifying official or cardholder.  (Note:  Throughout this document, the approving/billing/certifying official will be referred to as the approving official.)





3.1.2  The individual selected for appointment has a minimum of 18 months retention in the organization after completion of the mandatory training.





3.2  ESTABLISHMENT OF IMPAC ACCOUNT:  Nomination requests for IMPAC approving official and cardholder will be submitted on the pre-printed IMPAC application request forms identified at Exhibits 1 and 2.  The pre-printed application request forms must identify the following information.





3.2.1  Complete names of each nominated cardholder and approving official.





3.2.2  Complete organizational address to include unit number, office symbol, and telephone number (DSN and civilian equivalent).  Do not identify the commercial address of the organization or the individual’s post office box number.





3.2.3  Single purchase and 30-day limitations of the cardholder and merchant category code.











3.2.4  Office limitation of the approving official:  The approving official’s office limitation will be the same as the cardholder’s 30-day limitation unless multiple cardholders are supervised by the same approving official.  For multiple cardholders, the approving official’s office limit will equal the total of all cardholder’s monthly limits.  The office limit may not exceed the amount on the bulk fund reservation document on the Department of the Army (DA) Form 3953.





3.2.5  In addition to the nomination request form for the approving official, the request will also include the following documents:  Appointment of Certifying Officer memorandum, Certifying Officer’s Statement of Agreement, and signature card (Exhibit 2).





3.2.6  The Approving Official supporting documentation (i.e. Appointment of Certifying Officer memorandum, Certifying Officer’s Statement of Agreement, and signature card ), as stated in the application setup form, will not be forwarded to the Defense Finance and Accounting Office or the Contracting Office but rather be forwarded to the SOCO.  After the review of the documents, the SOCO will annotate the appropriate box on the account setup form and forward the approving official’s documentation to the perspective offices.  The change is intended to centralize and simplify the submission process.





3.2.7  Once the nomination request for the cardholder’s application has been properly completed, the approving official, supervising the cardholder, will sign and forward the cardholder nomination packet to the supporting Resource Management Office (RMO).  The supporting RMO will review the monetary limitations identified in the nomination request, annotate the Master Accounting Classification Code, and sign the request prior to submission to SOCO, Unit 23203, AERLO-C, APO AE  09263.





3.2.8  The SOCO will review the nomination packets (approving official and cardholder) for completeness prior to forwarding to USACCE, Regional Contracting Office – Seckenheim, Unit 29331, Regional IMPAC Program Coordinator, ATTN:  AEUCC-S, APO AE  09266 for processing.  Nomination request submitted directly to USACCE, Regional Contracting Office by the requesting activity will be returned without action.





SECTION 4:  DUTIES AND RESPONSIBILITIES





4.1  Unit commanders, directors or staff chiefs will:





4.1.1  Nominate IMPAC officials.





4.1.2  Designate, in writing, an individual who will approve local purchase request using IMPAC procedures.





4.1.3  Ensure IMPAC officials are properly cleared from their duties and responsibilities prior to their departure from the organization.  This can be done by incorporating IMPAC clearance requirement to the clearance checklist.  The S1 or equivalent of the organization will obtain a releasing statement from the cardholder’s approving official or first line supervisor of the approving official prior to checking the IMPAC box on the clearance checklist.














4.1.4  Enforce Internal Management Controls.  To assist commanders and managers in evaluating management controls within their organization and awareness of the IMPAC program, an IMPAC Management Control Checklist and a questionnaire are provided.  The IMPAC Management Control Checklist is a tool to evaluate the IMPAC program within the organization and the questionnaire is intended to evaluate the individual’s awareness of the IMPAC program.  Another checklist, entitled “Logistics Evaluation Team IMPAC Control Checklist, Command Supply Discipline Program” is also provided addressing the supply discipline requirement under the IMPAC program.  These checklists are not intended to cover all controls (Exhibit 3).





4.1.5  Reserve funds on a quarterly basis using a Purchase Request and Commitment 


(DA Form 3953).





4.2  Approving officials will:





4.2.1  Prepare nomination request forms and the approving official’s Appointment of Certifying Officer memorandum, Certifying Official’s Statement of Agreement, and signature card.  Sign the cardholder nomination packet and forward the approving official nomination packet to the appointing official for signature.  The appointing official is the individual with the authority to appoint certifying officer(s).





4.2.2  Submit the cardholder nomination request through the supporting RMO for review and concurrence prior to submission to SOCO.  The approving official nomination packet with supporting documentation will be submitted directly to SOCO.





4.2.3  Procure and account for tax exemption forms (Abwicklungsschein).





4.2.4  Upon termination of the IMPAC cardholder’s or approving official’s appointment, notify the SOCO, within 2 working days, of the exact date of termination and destruction of the IMPAC credit card, if applicable.





4.2.5  Request an audit of the approving official’s payment records prior to departure or transfer of responsibilities.  The individual conducting the audit will be a disinterested officer designated by the commander or staff chief.





4.2.6  Provide a copy of each monthly certified invoice, Statement of Account (SOA), and monthly transaction log to the supporting RMO for obligation against the bulk fund reservation.





4.3  The Hand-Receipt Holder will:





4.3.1  Sign the IMPAC Request Form for supplies identified as non-expendable or durable by the supporting Property Book Office (PBO).





4.3.2  Prepare Department of Defense (DD) Form 250, Material Inspection and Receiving Report, for non-expendable and durable items purchased with the IMPAC credit card.





4.3.3  Provide the supporting PBO and IMPAC cardholder with a copy of the DD Form 250.











4.4  Resource Management Office will:





4.4.1  Assign Master Accounting Classification Code (MACC) for each IMPAC cardholder application request.  Use the MACC example at Exhibit 2.





4.4.2  Establish yearly funding target and apportion funding target to subordinate elements.





4.4.3  Verify the monetary limitations for each IMPAC cardholder and approving official nomination request form.





4.4.4  Commit bulk fund reservation in the Database Commitments Accounting System.





4.4.5  Reconcile expenditures using the certified invoice, SOA, and monthly transaction log; reconcile actual cost against funding target and adjust funding target as necessary; generate Standard Form (SF) 1081 for foreign currency fluctuation adjustments; submit to Kaiserslautern, Defense Finance and Accounting Office; enter obligation into Standard Financial System.





4.4.6  Publish year-end close out instructions.





4.5  Support Operations, Contracting Office will:





4.5.1  Be the proponent office within 21st TSC (Prov) responsible to advise and assist subordinate units and staff elements on the IMPAC credit card program.





4.5.2  Provide periodic on-site assistance visits to assess management controls and usage of the IMPAC credit card.





4.5.3  Review each nomination packet for completeness prior to submission to USACCE, Regional Contracting Office, Seckenheim.





4.5.4  Ensure training is provided to subordinate units and staff elements of 21st TSC (Prov).





SECTION 5:  ACCOUNTABILITY





5.1  Upon receipt of copies of IMPAC purchases (requesting documents with charge slips) from the cardholder, the PBO will screen each purchase for property accountability.  The PBO will annotate the accountability on the requesting document and return a copy to the cardholder for retention as part of the acquisition file.





5.1.1  The Hand-Receipt Holder will prepare a DD Form 250, Material Inspection and Receiving Report, for supplies identified as non-expendable and durable by the PBO to initiate accountability procedures between the requesting activity and the PBO.





5.1.2  For the purpose of establishing an audit trail, regardless of the accountability of the item, the cardholder will obtain a signature from the requesting individual acknowledging receipt prior to releasing the purchased item.








SECTION 6:  IMPAC REPORTING PROCEDURES





6.1  Supplies, except real property, purchased with the IMPAC credit card shall be reported to capture demand history data and account for all property purchased with the IMPAC card.  The IMPAC officials will comply with the following reporting time frame:





6.1.1  The IMPAC cardholder shall provide copies of IMPAC requests and charge slips to the PBO to screen for property accountability within 5 days after purchase of other than Class IX Repair Parts.  Accountability procedures and method of identifying accountability will be determined by the PBO as cited in Army Regulations 710-2 and 735-5.





6.1.2  Within 30 days after purchase, units supported by the Unit Level Logistics Systems - Ground (ULLS-G) will report Class IX purchases to the supporting SSA or SSO by submitting a demand transaction with a document identifier code of DHA through ULLS to the Standard Army Retail Supply System - Objective (SARSS-O).





6.1.3  Within 30 days after purchase, units not supported by ULLS will report Class IX purchases by providing a listing to the SSA or SSO that will input the demand transaction to SARSS-O.





SECTION 7:  ACQUISITION OF ADP





7.1  GENERAL:  The 21st TSC (Prov) policy on automation acquisition requires all acquisitions to be provided based on the United States Army, Europe (USAREUR) Information Systems Planning and Programming System (ISPPS) baseline and USAREUR Regulation 25-1.  The Information Management Acquisition Request (IMAR) is the vehicle used to obtain approval for items contained and approved in the ISPPS.  USAREUR Regulation 25-1, Chapter 3, Table 5-2, contains the complete listing of the automation and communication resources which require an IMAR.  The table also lists items for which an IMAR is not required and purchase is authorized with the IMPAC.  The IMAR request is submitted by the requesting activity to the G-6 for coordination and approval.





7.2  IMAR APPROVAL AND ACQUISITION:  The G-6 provides IMAR approval, budget, and acquires automation and communication resources for HQ, 21st TSC (Prov) staff directorates and Major Subordinate Commands (MSCs).  The Information Management Officer (IMO) assigned to each subordinate unit is responsible for obtaining the G-6 coordination and approval for IMAR approval.  A representative of each MSC’s Information Management Office should be a cardholder who has been funded by an information management appropriation processing code (APC) in order to clearly segregate the majority of IM purchases from other mission-related purchases.  This is to preclude unnecessary cost transfer actions and to streamline the audit trail for IM related items.  The normal supply requisition channel for an IMAR required resource is the 5th Signal Command, Small Computer Issue Activity (SCIA).





7.3  IMPAC PURCHASES:  The IMPAC purchases for automation and communication resources will be coordinated with the IMO and G-6, respectively, to ensure compliance with compatibility, specification, and availability issues.  Resources requiring an IMAR may be purchased with the IMPAC card as long as the IMAR is properly documented and coordinated with IMO.  The subordinate unit IMOs are responsible for ensuring this policy is strictly enforced and resources purchased with the IMPAC are properly documented with an approved IMAR.  The HQ, 21st TSC (Prov) G-6 will periodically require a review of information management IMPAC purchases relative to the information management funded bulk Purchase Request and Commitment (PR&C).





SECTION 8:  IMPAC PURCHASES





8.1  GENERAL:  Request for IMPAC purchases will be submitted in a written format to describe the requirement.  The use of the pre-printed IMPAC Purchase Request form at Exhibit 4 is recommended.





8.1.1  Before supplies and services are procured with the IMPAC credit card, the appropriate Local Purchase Authority (LPA) must be cited on the IMPAC Purchase Request.  The LPA is important since this is the regulation that authorizes the services or supplies ordered.  The omission or incorrectly identifying the LPA can lead to a violation of legal restriction on the use of appropriate funds.  A listing of LPA is provided at Exhibit 5.  The list is not intended to cover all LPAs.





8.1.2  Obtain approval from the designated individual within the organization, authorized to approve and screen IMPAC local purchase request.  The designated individual will ensure supply discipline is enforced by reviewing and approving local purchase requests, estimated at less than $2,500, and meet the IMPAC local purchase criteria policy.  In addition, the cardholder will also obtain the approval of his/her approving official.





8.1.3  The IMPAC cardholder should maintain a monthly transaction log and annotate all purchases on the log to facilitate the reconciliation and verification of charges cited on the SOA and official invoice against actual purchases.  A monthly transaction log, which can be used, is available in the IMPAC policy published by USACCE, entitled: Record of Purchase Card Orders (Exhibit 6).





8.1.4  The cardholder will convert foreign currency purchases at the official budget rate.  Although the official budget rate is used in all government conversions, the cardholder should also consider the official bank rate.  The bank uses the official bank rate to grant credit card authorization by comparing the purchase price to the cardholder’s and approving official’s limitations.  Under no circumstances will funds on the funding document be exceeded.





8.1.5  The cardholder will maintain a balance of purchases made against the bulk fund reservation and will request bulk fund replenishment from the supporting RMO as necessary.





8.2  COST COMPARISON:  Purchases valued less than or equal to $2,500 may be purchased without seeking cost comparison, if the price quoted by the vendor is considered fair and reasonable.  If the cost is NOT considered fair and reasonable, the comparison will be accomplished by soliciting a minimum of two vendors and comparing their quotations to determine the advantageous cost to the U.S. Government.  Cost comparison will be annotated with the following information on the requesting documentation:  Company’s name, person’s name, telephone number and price quoted.





8.2.1  The determination for fair and reasonable cost can be based on a comparison of the quoted price with prices found reasonable on previous purchases, current price list, catalog, competition, advertisement, similar item, personal knowledge of the item being purchased or any other reasonable basis.  Although the determination of fair and reasonable is based on personal knowledge, the key is to ask oneself is “would I pay this price if I were spending my own money?”  If the answer to this question is no, then more work is required to substantiate the price or seek an alternate source.











8.3  INTERNET:  The use of the Internet to search through manufacturers’ catalogs and procure supplies or services to meet the minimum need of the government is encouraged.  The use of the Internet to place orders must be made on an encrypted/secured web-site.  To identify whether a web page supports secure transmission, the URL identifying the current page will always begin with “https://” in lieu of the normal “http://” and a secure symbol will appear on your browser.  If the “https://” does not appear on the URL, the web page is NOT in a secure mode.





8.3.1  If the web-site is not encrypted/secured, the IMPAC official is limited to obtaining QUOTATIONS ONLY and will NOT be used to confirm the order.  The release of the cardholder’s credit card account number in the Internet network can compromise the use of the credit card to unauthorized personnel.





8.4  PURCHASES REQUIRING AUTHORIZATION:  Requests for the following services require the IMPAC cardholder to obtain approval from the appropriate agency prior to making the purchase (note:  The listed services are provided for information only and are not all inclusive):





8.4.1  Purchase ADP hardware and software requiring IMARs in accordance with United States Army Europe (USAREUR) Regulation 25-1, change 3, and 21st TSC (Prov) policy.





8.4.2  Paid advertisement - appropriate authority is needed prior to purchase.  Coordinate with SOCO to obtain approval.





8.4.3  Rental/lease of motor vehicles - short and long term rentals require approval in accordance with USAREUR Regulation 58-1.





8.4.4  Before acquiring repair services, the cardholder will contact the supporting maintenance facility to verify the repair is not already covered by an existing maintenance agreement.  The name of the person contacted will be entered on the monthly transaction log.





8.4.5  Construction services up to $2,000:  All requirements will be processed through the base civil engineer work order approval process.  This will ensure all work approved is properly planned and designed.  The materials used must meet current construction standards and completed work properly inspected with appropriate documentation.





8.4.6  Purchase of professional services.  Professional services are considered those services rendered by persons who are members of a particular profession or posses a special skill. Coordinate with SOCO to obtain approval.





8.4.7  Prepared meals or drinks.  Under limited circumstances, the purchase of prepared meals or drinks are authorized after obtaining appropriate approval (i.e. dignitaries' meals, Military to Military Functions, Partner for Peace Program, etc.).























SECTION 9:  RECONCILIATION AND PAYMENT PROCEDURES





9.1  Each month, the cardholder and approving official will receive the 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, these documents are then printed on the previous Friday.  Usually, the SOA and official invoice are received by the IMPAC official within 10 days thereafter.  Reconciliation of these documents will be performed in accordance with existing policies and instructions published by USACCE and U.S. Bank.





9.1.1  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 U.S. Bank 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 


701-461-2232.  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 U.S. Bank within 48 hours of time of the request.





9.1.2  If the cardholder anticipates being absent from duty during the time the SOA is normally distributed, the cardholder shall forward the monthly transaction log and all supporting documentation to the approving official.  Upon receipt of the SOA, the approving official will reconcile the SOA against the official invoice and if appropriate authorize payment.  The SOA will be signed when the cardholder returns to work.





9.1.3  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 alternative approving official to avoid late penalty charges.  If no alternate approving official is assigned or is not available and the official invoice is received prior to the arrival of the approving official but after the due date stated on the invoice, the cardholder will forward the official invoice with the transaction log and all supporting documentation to the supporting RMO for certification.





9.1.4  If during the reconciliation, the cardholder discovers any discrepancies with any transaction listed on the SOA, such as non-receipt of item or incorrect charge, the cardholder will handle the discrepancy in accordance with the Cardholder Statement of Questioned Item procedures published by U.S. Bank (Exhibit 7).





9.1.5  Date-stamp the SOA and official invoice.  The receipt date is very important and will be used by the Finance and Accounting Office personnel to compute the required payment due date under the Prompt Payment Act.  Failure by the approving official to date-stamp the receipt date on the official invoice can result in incurring late payment charges.





9.1.6  Once the approving official has reconciled the cardholder’s SOA and signed the official invoice, the approving official will submit the signed official invoice to the Paying Office for payment.  The approving official will provide copies of the official invoice, SOA and monthly transaction log to the supporting RMO.  Where discrepancies exist between the official invoice and approving official payment amounts, provide a copy of the cardholder’s Statement of Questioned Item form to the supporting RMO.





9.2  REBATES:  During the year, U.S. Bank provides rebates based on timely payment as stated on the due date cited on the official invoice.  The IMPAC officials who reconcile their monthly transaction document, sign the official invoice and payment disbursed prior to the invoice due date are given a rebate in accordance with U.S. Bank procedures.  The rebates are processed as an appropriation refund and credited to the funding document appropriation.  Rebates are accumulated monthly but disbursed by U.S. Bank randomly during the year.  The cardholder and approving officials will take advantage of this offer.





9.3  CASH COLLECTION:  Upon receipt of cash for credits given on IMPAC purchases, the cardholder will complete the cash collection voucher (DD Form 1131) within 2 days of receipt of the cash.  The voucher with 5 copies will be submitted to the servicing Finance Disbursing Office.  A copy of the authenticated voucher will be kept with the purchase documentation for proof of cash turn-in and a copy provided to the supporting RMO.  The completion of the voucher is self-explanatory (Exhibit 8).





SECTION 10:  RECORD-KEEPING:





10.1  The approving official will retain all supporting documentation for 3 years after final payment to substantiate all IMPAC purchases and monthly payments.  The retention of these records will be maintained in accordance with Army Regulation 25-100-2, Record-Keeping System.  The file must contain, as a minimum, the following: original bulk fund document, monthly Statement of Account with supporting documentation and copies of each monthly invoice.





SECTION 11:  ON-SITE ASSISTANCE VISITS





11.1  The SOCO will provide on-site assistance visits to all IMPAC officials within


21st TSC (Prov).  The Support Operations, G-4 will conduct evaluation visits at least once a year on how units are executing the IMPAC program and will be based on the Management Control Checklist.  The checklist is presented in two parts.  Part 1 is an extract of the checklist published by USACCE.  Part 2 identifies specific command requirements to implement the IMPAC program with the 21st TSC (Prov).  On-site assistance visit results will be maintained on file for 3 years.























�



�PAGE  �12�








�PAGE  �2�














