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DEPARTMENT OF THE AIR FORCE

HEADQUARTERS ELECTRONIC SYSTEMS CENTER (AFMC)

HANSCOM AIR FORCE BASE, MASSACHUSETTS


07 MAR 2000

MEMORANDUM FOR DISTRIBUTION F

FROM:  ESC/PKO

SUBJECT:  Over-expenditures of the AF Form 4009 from Purchase Card Related Purchases

1.  We continue to have problems with organizations over-spending their AF Form 4009 funded amount when making Purchase Card buys.  This is a violation of the "United States Air Force Internal Procedures for Using the International Merchant Purchase Authorization Card (IMPAC®)" (from this point forward referred to as "Procedure Guide"), dated 28 Apr 97, paragraph 5.3.5.3.1., bullet 2.

2.  The following action will be taken when Billing Officials allow their Cardholders to over-spend their AF Form 4009 funded amount:

        a.  First Occurrence:  

· ESC/FMFL (Finance Office) will contact Billing Official to inform them of the over-expenditure

· The Billing Official will be given a 24 hour period to fund the AF Form 4009

· ESC/FMFL provides remedial training to Billing Official regarding the AF Form 4009

NOTE:  If the AF Form 4009 is not funded within 24 hours, or the process has not begun to ESC/FMFL's satisfaction, ESC/FMFL will contact ESC/PKOP (Purchase Card Team) and the over-expenditure will be treated as any other violation and will be dealt with IAW paragraph 5.3.3.4., of the Procedure Guide, however, account suspension will be at the Billing Official level. Paragraph 5.3.3.4. states the following (the bank referenced below, Rocky Mountain BankCard Systems, is now U.S. Bank):

5.3.3.4.  Violation of the Air Force IMPAC Procedures:  If, as a result of findings from a surveillance visit, or by any other means, it is discovered that the cardholder is in violation of the procedures contained herein, a letter, signed by the Contracting squadron commander (or equivalent), will be sent to the cardholder's commander, with a copy provided to the cardholder and approving official.  The Installation Program Coordinator (IPC) will then take the appropriate action to have the Rocky Mountain BankCard System (RMBCS) change the cardholder's monthly purchase limitation as described below.  The letter must state the following:

· A violation (describe) was discovered or is occurring. 

· The monthly purchase limitation for that particular cardholder has been reduced to $0.00. 

· The revised limitation will remain in effect until (1) the cardholder's commander takes appropriate action against the cardholder and (2) the cardholder receives remedial training on the Air Force IMPAC procedures. 

· After the above described actions have been accomplished, the monthly purchase limitation will be changed to reflect the previous requested amount.

· Further offenses will be grounds to revoke the IMPAC privileges for that cardholder.

        b.  Second Occurrence:

· ESC/FMFL will contact Billing Official to inform them of the over-expenditure

· ESC/FMFL will contact ESC/PKOP of the violation

· Procedures outlined in paragraph 5.3.3.4., of the Procedure Guide will be followed, however, account suspension will be at the Billing Official level

· Commander is encouraged to replace Billing Official

· If Billing Official is NOT replaced ESC/FMFL will provide remedial training to Billing Official regarding the AF Form 4009

        c.  Third Occurrence:

· ESC/FMFL will contact Billing Official to inform them of the over-expenditure

· ESC/FMFL will contact ESC/PKOP of the violation

· Procedures outlined in paragraph 5.3.3.4., of the Procedure Guide will be followed, however, account suspension will be at the Billing Official level

· Billing Official will be permanently removed from the account

3.  We are working hard to make this program better for you to support your mission requirements.  With your adherence to the procedures currently in place we are well on our way to having one of the best programs in the Air Force. 

4.  If you have questions regarding this issue, or any other Purchase Card related issues, my POC is Mr. Rex H. Steves, at 377-6876.







   //signed//







   MARGARET M. WETZELL







   Chief, Operational Contracting Division







   Directorate of Contracting

1st Ind, ESC/FMF
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Concur/Nonconcur







   //signed//







   ESTHER E. GEOFFROY







   Financial Services Officer
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