IMPAC PURCHASE CARD FAQ’s
Links to

Categories of Concern

1.  Similarity of acquisition authority between Procurement and IMPAC Officials.

2.  Federal Supply Schedule:  Sources of supply for acquisition of supplies and services.

3.  Mandatory Sources of Supply:  IMPAC procedures, Part 8.

4.  Acquisition of supplies and services using IMPAC. 

5.  Use of IMPAC for Training (DD Form 1556) and Military Intra-Departmental Purchase Request (MIPR). 

6.  Acquisition of supplies and services from businesses owned or controlled by government employees.

7.  Record management of IMPAC documentation.

8.  Nomination consideration of IMPAC Officials.

9.  Liability of IMPAC Officials.

IMPAC PURCHASE CARD FAQ’s
I.  GENERAL INFORMATION:  Similarity of acquisition authority between Procurement and IMPAC Officials.

1.
QUESTION:  Are Government Purchase Card users authorized to make purchases that exceed the micro-purchase threshold of $2,500?

ANSWER:  Cardholders may be authorized to utilize the Government Purchase Card as a payment instrument for orders exceeding $2,500 made against Federal Supply Schedule contracts, calls written against a Blanket Purchase Agreement (BPA) or orders placed against Indefinite Delivery/Indefinite Quantity (IDIQ) contracts that contain a provision authorizing payment by credit card. (See Para. 2, Below)

2.  QUESTION:  How do “non-procurement” cardholders receive authorization to place orders against Federal Supply Schedule contracts, BPA’s, or  IDIQ contracts?

ANSWER:  Non-procurement cardholders who do not posses a contracting warrant must be designated as “ordering officers” by the cognizant contracting office.  This designation must be in writing.  Limitations on the authority of the ordering officer will be stated in their letter of appointment.  In addition, ordering officers will also be required to comply with any DoD reporting requirements.

3.  QUESTION:  Must a Government Purchase Card user be designated as an Ordering Officer, in order to place an order against a Federal Prison Industries (FPI) contract?

ANSWER:  Yes.  In order to place orders against any contract with FPI, a cardholder must be designated as an ordering officer by the cognizant contracting office.

4.  QUESTION:  Where is the authority derived from for appointing a non-procurement individual as an ordering officer?

ANSWER:  The term “ordering officer” is used primarily in Army acquisition however, each DOD component has their own equivalent that serves the same function.  The specific authority for appointing non-procurement individuals as ordering officers can be found in the individual service/agency supplements to the FAR and in local procurement guidance.  Army FAR Supplement (AFARS) 1.602-2-91 addresses the appointment of ordering officers for the Army.  Additional guidance can also be found in AFARS Manual No. 2, Appendix E.  Air Force FAR Supplement (AFFARS) 5301.603-2-90 addresses the issue of “limited contracting officer authority.”  In this supplement, non-contracting personnel are identified as individuals 

that may be granted authorization under certain specified circumstances such as orders placed against Federal Supply Service contracts.  Defense Logistics Agency Directive (DLAD) 1.603-90 also addresses appointment of ordering officers.  It is recommended that you contact your local procurement office in order to determine if any further guidance is available.

ll.  FEDERAL SUPPLY SCHEDULE:  Sources of supply for acquisition of supplies and services

5.  QUESTION:  What is a Federal Supply Schedule?

ANSWER:  A “Federal Supply Schedule”, is a listing of indefinite delivery, indefinite quantity (IDIQ) contracts awarded by GSA, Federal Supply Service.  GSA awards contracts to multiple companies determined to be responsible, and capable of supplying comparable commercial services and products at fair and reasonable prices.

6.  QUESTION:  Who is eligible to place orders against a Federal Supply Schedule?

ANSWER:  All Federal agencies worldwide are eligible to place orders against a Federal Supply Schedule contract.  In addition, Executive agencies, mixed-ownership Government corporations, the District of Columbia, authorized cost-reimbursable contractors or activities/organizations authorized by statute may also place orders.

7.  QUESTION:  Where are the Federal Supply Schedules located?

ANSWER:  The GSA schedule contracting office issues Federal Supply Schedules, necessary for placing delivery orders with schedule contractors.  Federal Supply Schedules can be accessed through the internet at the following sites – 

Federal Supply Service Home Page  -  http://www.fss.gsa.gov/schedules

GSA Advantage!  -  http://www.gsa.gov/advantage
Ordering offices may also request copies of schedules by completing GSA Form 457, FSS Publications Mailing List Application, and mailing it to the—



GSA Centralized Mailing List Service (7CAFL)



P.O. Box 6477



Forth Worth, TX 76115

The Federal Supply Service Information Center also maintains a library of Federal Supply Schedules and authorized contractor price lists.  They can be contacted by telephone at (703) 305-6477 or DSN 327-1022.

8.  QUESTION:  Do orders placed against Federal Supply Schedule contracts require competition?

ANSWER:  As long as the procedures set forth in FAR Part 8 are followed when placing orders, agencies need not:

· seek further competition

· synopsize the requirement in the Commerce Business Daily

· make a separate determination of fair and reasonable pricing

9.  QUESTION:  How are orders issued against Federal Supply Schedule Contracts?  

ANSWER:  Orders can be placed against a Schedule contract either in writing or orally. Schedule orders may be placed orally if the contract provides for oral orders to be placed; the contractor agrees to furnish a delivery ticket for each shipment under the order and invoicing procedures are agreed upon.

10.
QUESTION: Is it possible to make credit card purchases over $2,500 from a GSA Schedule and not prepare a purchase order?


ANSWER: Yes–DFARS 208.405-2 “Order placement” states “The Government wide commercial purchase card may be used to place schedule orders in accordance with agency procedures” and other conditions of the subpart are met concerning oral orders.

11.
QUESTION:  Are Federal Supply Schedule contractors required to accept the Government Purchase Card?

ANSWER:  Schedule contractors are required to accept the Government Purchase Card for all orders at or below the micro-purchase threshold ($2,500.00) and are encouraged to accept it for all other orders.

12.
QUESTION:  Are there any ordering limitations on orders placed under a Federal Supply Schedule contract?

ANSWER:  There are no ordering limitations placed on a Federal Supply Schedule contract; however, there is a “Maximum Order (MO)” threshold.  The MO is designed for buying members to get lower prices for orders placed above the threshold.  The MO is listed on every Federal Supply Schedule contractor price list and allows Schedule contractors to accept any size order.

13. QUESTION:  What are the ordering procedures for products or services that do not require a Statement of Work (SOW)?

ANSWER:  IAW FAR 8.404, when ordering products or services under a Federal Supply Schedule and a Statement of Work is not required, the following procedures must be followed: 

Orders under the $2,500 micro-purchase threshold:
Orders are placed directly with the contractor for the item/service that best meets the customers’ needs and is offered at a fair and reasonable price.  Cardholders are to rotate purchases (equally distribute requirements) between suppliers

Orders over the $2,500 micro-purchase threshold:

Review the GSA Advantage! On-line electronic ordering system, compare offerors and then make a best value determination, or;

Review three Schedule contractors’ price lists, select the Best Value, and place the order with the Schedule contractor selected by the customer.

GSA Advantage!  -  http://www.gsa.gov/advantage
III. MANDATORY SOURCE OF SUPPLY:  IMPAC procedures, Part 8:

14.
QUESTION:  What is “JWOD”?

ANSWER:  “JWOD” is the acronym for the Javits-Wagner-O’Day Program, a unique Federal procurement program that generates employment and training opportunities for people who are blind or have other severe disabilities.  Named for its enabling legislation, the Javits-Wagner-O’Day Act of 1971, 41 U.S.C. 46-48c, the JWOD Program is administered by the Committee for Purchase From People Who Are Blind or Severely Disabled.  Two national, independent organizations, National Industries for the Blind (NIB) and National Industries for the Severely Handicapped (NISH) help State and private nonprofit agencies participate in the program.

15.
QUESTION:  Who is eligible to participate in the JWOD Program?

ANSWER:  The JWOD Program is a mandatory source of supplies and services for all agencies within the Federal government.

16.
QUESTION:  Are Government Purchase Card users exempt from buying JWOD supplies?

ANSWER:  No.  Government cardholders are required to buy JWOD supplies produced by designated nonprofit agencies identified under a GSA Federal Supply Schedule contract.  JWOD is mandatory at any dollar amount and there are no waivers or exemptions for micropurchases.

Memorandum from the Office of Management and Budget:  http://purchasecard.sarda.army.mil/jwod_memo.html
17.
QUESTION:  As a cardholder, where can I find the types of supplies and services provided by the JWOD nonprofit agencies?

ANSWER:  Supplies and services provided by JWOD nonprofit agencies are included on the Procurement List and are clearly identified in several publications and on-line Internet services (http://www.jwod.gov/suplist.htm).  Sources include the General Services Agency Supply Catalogs and the GSA Advantage!, On-line Shopping Service.

IV.  Acquisition of supplies and services using IMPAC.

18.
QUESTION: Can the Government Purchase card be used to buy refrigerators, microwaves, silverware and coffee pots, or pay for refreshments?


ANSWER: Generally, refrigerators, microwaves, silverware and coffee pots cannot be purchased with a Government Purchase Card unless there are no nearby eating establishments or cafeterias. While there may be some exceptions based on the types of funds used, these exceptions should be reviewed and approved in advance by the activity Resource Manager and Legal Office because they so frequently cause funding violations. References: See the following Comptroller General cases: 97-1 Comp Gen Proc Dec P230 (June 26, 1997) CIA may purchase microwaves and kitchen equeipment when the facility is isolated and relatively distant from nearby eating establishments. No food delivery permitted because of security concerns; B-180272 - activity may purchase refrigerator and related kitchen equipment when no cafeteria on premises; B-173149 - FAA air traffic controllers facility may purchase kitchen equipment when that facility operates routinely around the clock and there are no nearby eating facilities. These purchases should not be made for a personal office, and also not for entertaining guests.

Coffee and doughnuts (refreshments) for conference participants (when most are in a TDY status) may be approved by the command sponsoring the conference if they decide it is appropriate use of their funds. The Government Purchase Card can be used to pay for the refreshments. Use of the card and funding for this purpose is subject to local Command approval. Card officials should inquire acceptability within their own command prior to using the card for this purpose. 

19.
QUESTION: Can the credit card be used as a payment vehicle for recurring monthly telephone bills such as Bell Atlantic, AT&T, GSA, etc.? We do not have contracts for these bills. Under our current procedure, we certify the bills for payment and forward them to our DFAS paying office.


ANSWER: If the monthly payments are under $2,500, you may pay for the services with the card. If payments are greater than $2,500, you should have contracts set up with these companies to use the card as the payment vehicle if this is in the best interest of the Govt. 

20.
QUESTION: Under what circumstances can a purchase card holder buy NSN items?


ANSWER: When the requiring activity determines that purchase from other than the Integrated Materiel Manager is in the best interest of the Government in terms of the combination of quality, timeliness, and cost that best meets the requirement, and the item is not critical to the safe operation of a weapon system; does not contain special security characteristics; or is not dangerous (e.g., explosives, munitions).  Written justification as to the specific advantage of local purchase is not required of a contracting officer if the item is valued at or below the micro-purchase threshold ($2,500).  Specific Department, Agency or local requirements may have been imposed in addition to the above. For more information, please refer to the Defense Supplement to the Federal Acquisition Regulation, 208.7003.

21.
QUESTION: What are the restrictions for using purchase card for hazardous materials? Are there any provisions in place for using the purchase card to procure HAZMAT?


ANSWER: Many installations require coordination by the HAZMAT office prior to purchase with the card or the HAZMAT office does the purchasing with its own cards. There are no DoD restrictions on purchasing HAZMAT with the card but use of the card does not preclude adherence to DOD and local policy on purchase, receipt and handling of HAZMAT. Check with your local Safety manager for your requirements.

22.
QUESTION: Please provide a good definition of a split purchase.


ANSWER: You need to consider that the "requirement" is the quantity known at the time of the buy. If an individual purchases as [s]he becomes aware of a requirement, the requirement is each. If the person consolidates purchases and buys once a day, the requirement becomes what was received during the day.  If an individual has historically purchased as things became known to them, even if they have the same thing ordered twice in one day from the same vendor, that does not have to be splitting. Splitting is the "intentional" breaking down of a known requirement to stay within a threshold (i.e. the $2,500 micro-purchase threshold) or to avoid having to send the requirement to the contracting officer.

23.
QUESTION: The purchase card is limited to purchases of supplies/services which are not covered by cards issued for other purposes under the GSA smart pay schedule (i.e., travel and fleet cards). Does this mean that I cannot use my purchase card at hotels/lodging facilities at any time?


ANSWER: DOD is quite flexible on this issue. The intent is to block merchant category codes to ensure supplies/services obtained with a card are on the proper card (travel, purchase, fleet). While hotels are usually booked for official travel and should be paid with the individual travel cards, occasionally, we procure conference rooms from hotels and the purchase card would be the appropriate vehicle. Additionally, there are instances where lodging facilities (and meals) are procured for individuals not on official travel or not covered by per diem. The appropriate vehicle for obtaining lodging for them could be the purchase card. A simple test would be to consider how the services/supplies would otherwise be purchased if not on the card. If it would be purchased with a contractual document, the purchase card would be the appropriate vehicle to use. In cases where the card could appropriately be used at merchants categorized as hotels, the blocking for that merchant category code should be removed. The APC and cardholder/approving officials need to work closely in identifying blocking which limits otherwise proper use of the card. 

V.  Use of IMPAC for Training (DD Form 1556) and Military Intra-Departmental Purchase Request (MIPR)

24.
QUESTION: Dr. Hamre's latest directive is to expand the use of the purchase card into areas beyond the purchasing/contracting area. One of these is training. But the information we have been receiving is that the card can be used for up to $25,000 for training, but $2,500 for other purchases. Why is training higher? Also, if training can be purchased, must these purchases go through the procurement office or can they be handled within the training office?


ANSWER: The $2,500 purchase card limit was established by legislation when the acquisition reform legislation was passed in 1994 creating the micro-purchase threshold. This threshold essentially exempted purchases below $2,500 from FAR procedures. In the training world, separate regulations have established the threshold for training at $25,000 before it is subject to FAR contracting procedures. With the expansion of the purchase card as a method for purchasing training, the regulations pertaining to training govern. In accordance with DoD Financial Management Regulation vol. 10, chapter 12, section 120212, the training officer is authorized to procure certain types of non-government training via the use of the DD1556, UP TO $25,000. This same authority, under Dr. Hamre's directive, would now authorize the use of the purchase card for the same types of training specified for the DD1556. For government specific training and training over $25,000, requests would have to be directed through the contracting office.

25.
QUESTION: Can I use the purchase card for inter-, intra-agency transfers?


ANSWER: Work continues on inter- and intra-agency transactions. The Government-wide effort known as IGOTS was scrapped. Currently a DoD task force on the subject will report to Dr. Hamre shortly. We will provide more about this topic in the near future.

26.
QUESTION: Have you evaluated using the card to pay tuition assistance and training invoices from local colleges and training vendors?  A survey of our institution shows most accept Visa and would welcome the prospect of getting their funds in 2-3 days versus 30 - 60 days. Our concern is with the payment of amounts more than the $25K. We want to validate our invoices and then pay for all of our students with each institution with one charge. In some cases that could be upwards of $100K. We need revisions to the IMPAC instructions or waivers to current restrictions to implement the policy.


ANSWER: We would not have a problem with that from our prospective if the institutions accept Visa as payment. If the card is being used only as the method of payment and NOT the method of purchase, it can be used for amounts higher than $25,000. It sounds like an excellent idea to "consolidate" the payments into a single transaction. Will 1556s be used to "procure" the training? if so, they can be looked at as individual actions with one payment.

VI.  Acquisition of supplies and services from businesses owned or controlled by government employees.

27.
QUESTION: Under what conditions, if ever, can an IMPAC purchase be made at a store owned by a government employee and a spouse? I was concerned with subpart 3.6 of the FAR—Contracts with Government Employees or Organizations Owned or Controlled by Them. 3.601 states "... a contracting officer shall not knowingly award a contract to a Government employee or to a business concern or other organization owned or substantially owned or controlled by one or more Government employees. This policy is intended to avoid any conflict of interest that might arise between the employees’ interests and their Government duties, and to avoid the appearance of favoritism or preferential treatment by the Government toward its employees." I wanted to know if an IMPAC purchase below the micro-purchase threshold is considered a contract subject to subpart 3.601.


ANSWER: Yes. For more information you should check with your legal office for a determination in specific cases. 

VII.  Record management of IMPAC documentation.

28.
QUESTION: How long must a credit card purchase "file" be retained after payment and closeout? Current guidance says signed original contracts greater than $25,000 shall be retained for 6 years, 3 mos. from final payment, and less than $25,000 is 3 years. The confusion is with the phraseology, "signed", since the majority of purchase card transactions are not "signed" paper documents. There appears to be no guidance for micro-purchases, unless I’m just missing it somewhere. Any additional guidance on this issue would be greatly appreciated. 


ANSWER: Certified billing statements and supporting documents have to be maintained for 6 – 3 to fulfill a financial management requirement. Cardholder statements and "tickets" can be disposed of three years after final payment according to FAR 4.805 -- Storage, Handling, and Disposal of Contract Files.

VIII.  Nomination consideration of IMPAC Officials.

29.
QUESTION: Can one individual perform more than one purchase card function, i.e. AOPC, Approving Official or Cardholder?


ANSWER: Financial Management Regulations delineates the separation of duties. It states "Separation of duties creates a situation that should preclude errors or attempts at fraud or embezzlement from going undetected. Key duties such as authorizing, approving, and recording transactions; issuing or receiving assets; making payments; preparing checks and check signing; certification of funding; and reviewing or auditing shall be assigned to separate individuals to minimize the risk of loss to the Government to the greatest extent possible".

While issuing or receiving assets is performed by the cardholder, billing official review and certification of cardholder purchases provides adequate measures to minimize the risk of fraud. In addition, a cardholder may perform the functions of an Approving Official; however, the AO cannot be the approving official for their own card.  For further information you may view the FMR at www.dtic.mil/comptroller/fmr; go to Volume 5, Chapter 1. Section 010505, Internal Management Controls, paragraph A discusses effective internal controls and paragraph B discusses separation of duties. (This is on pages 17-18 of the document.)

30.
QUESTION: Can contractors be given Government Purchase cards?


ANSWER: Yes, under the GSA schedule, cost reimbursable contractors may be given authority to set up card accounts. Contractors should request the contracting office responsible the cost reimbursable contract to provide a letter authorizing them to establish accounts. The letter will be forwarded to the card-issuing bank.  Only cost-reimbursable contractors are eligible to use the GSA SmartPay credit card program. The contracting officer for the cost-reimbursable contractor must follow the guidelines set out in FAR 51.102. If the contractor is authorized, they need to file a Request for Eligibility Determination with the GSA SmartPay Contracting Officer BEFORE they can contact the bank. (see Eligibility Determination Request form on the SmartPay website, GSA SmartPay application- same form used by Tribes) http://pub.fss.gsa.gov/services/gsa-smartpay )   The accounts will be established with the contractor. The approving official shall be a contractor employee and the invoice should be sent to the company for payment. Contractor funds should be the source of payment since there are inherent governmental functions which need to be addressed prior to the government paying the bill directly.

31.
QUESTION: Some of our chiefs do not want the cards/cardholders down at the lowest levels. Who determines what the "lowest" level is?


ANSWER: This is typically an installation/management decision. That being said however, the card proves most valuable in the hands of the end-user or requiring unit personnel because layers of approvals and coordination can and should be eliminated. If you’d like your cardholders to be well trained in the use of cards and basic acquisitions, train them as such. Also remember that each cardholder will belong to a billing official who reviews all transactions monthly. Bottom line—whatever works best for all involved while eliminating some overhead should be your unit’s goal. 

32.
QUESTION: What Merchant Category Codes (MCCs) are blocked by the banks?


ANSWER: The merchant category codes and their descriptions are as follows:

4829--Wire Transfer-Money Orders 
5932--Antique Shops
5933--Pawn Shops
5937--Antique Reproductions
5944--Jewelry Stores
5960--Direct Marketing Insurance
6010--Financial Institutions Manual Cash Advance
6011--Financial Institutions Automatic Cash Advance
6051--Non-Financial Institutions-Foreign Currency, Money Orders, Travelers Checks
6211--Security Brokers/Dealers
6760--Savings Bonds
7012--Timeshares
7273--Dating & Escort Services
7995--Betting, Casino Gaming Chips, Off-Track Betting
8651--Political Organizations
9211--Court Costs, Alimony, Child Support
9222--Fines
9223--Bail and Bond Payments
9311--Tax Payments
9700--Automated Referral Service

When the purchaser performs a transaction at a merchant with one of these codes the transaction will be declined.  We have found that situations occur where the code is incorrect. If this is the case, the merchant needs to contact their acquiring bank – the bank the merchant does business with – and correct the coding error.  The APC may further restrict the cardholder within the profile for the card.  In addition, the following is a list of restricted purchase card controls per the contract:

Restricted Purchases

The Purchase Card shall not be used for the following items unless otherwise specified: 

The card shall not be used for the long-term rental or lease of land or buildings.

Travel or travel-related purposes. All authorizations for merchants that are classified as travel and subsistence types of business shall be denied, unless specifically authorized. The types of businesses denied will include airlines, restaurants, bars, hotels (excluding conference facilities), travel agencies and car rental agencies.  Cash advances (unless permitted by agency selected value-added option or an integrated solution card which includes the travel card program).

IX.  Liability of IMPAC Officials.

33.
QUESTION: If a cardholder uses his/her card improperly, is the Government required to pay the bank?


ANSWER: Under the terms and conditions of the contract, C.46.1 Government Liability for Centrally Billed Accounts: The Government accepts liability only for those proper charges made by an authorized centrally billed account cardholder using the Card Program(s) but shall not be liable for any unauthorized use. Unauthorized use means the use of a credit card by a person, other than the cardholder, who does not have actual, implied or apparent authority for such use and from which the cardholder receives no benefit. 
When the centrally billed account/card has been used by an authorized account/cardholder to make an unauthorized purchase, the Government is liable for the charge. 
34.
QUESTION: Billing Statements have new certification statements – which one do I sign?


ANSWER: Revised Certification Statements --Purchase Card Reengineering Implementation Memorandum #1 - Change 1 Certifying Officer Guidance (ATTACHMENT) – dated November 20, 1998 implemented revised certification statements for purchase card program officials. The Purchase Card Joint Program Office directed U.S. Bank not to include these revised statements on "hard copy" billing statements until the existing stock of statements (carrying the older certification version) were depleted. Many program officials started seeing the revised statements included with their April 2000 billings.  The revised billing statements now carry two separate certification statements. DFAS will not pay any billing statement which does not include a signed Purchase Card Certifying Officer certification statement. Please be advised that the Approving Official (as Accountable official) certification statement supports Air Force internal billing procedures and is intended for Air Force program officials only. This certification statement does not affect DFAS payment. Army and Defense agency billing officials should not execute this statement. To reiterate, in order for the bill to be paid by the paying office the billing official when acting in his or her capacity as the certifying officer must execute the Purchase Card Certifying Officer certification statement.  Section C.46.1 of the GSA Master Purchase Card Contract establishes liability on the part of the Government for charges (authorized or not) made by an authorized cardholder. The Purchase Card Certifying Officer certification statement now authorizes the certifying officer to annotate the billing statement to identify any purchase card transaction(s) which are under investigation as to propriety and/or legality. If the subsequent investigation determines that these charges were inappropriate or illegal, administrative and/or criminal action may be taken against the individual cardholder to reimburse the government. 
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