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A

s we rapidly approach the holiday season, it is imperative that we continue preparations for the upcoming Unit Compliance Inspection.  This fourth edition highlights those topics that we receive the most questions about.  As always, questions and/or suggestions should be submitted to our e-mail address at smcpk.impac@losangeles.af.mil.  
MANDATORY PURCHASE CARD REFRESHER TRAINING

A

nnual IMPAC refresher training is MANDATORY for all program participants, cardholders and billing officials.  Failure to attend this training within 90 days of your due date will result in your participation in the program being temporarily suspended until this requirement is satisfied.  If the billing official account is suspended, all cards managed thereunder will be rendered useless.

The next IMPAC refresher training session is scheduled for 20 Dec 2000 from 0900 to 1200 in Bldg. 125, Room 1338.  To sign up for the session, contact Elaine Marquez at 3-5111.

Bottom Line:  You must attend refresher training within 12 months of your last training session…, whenever that was!!

ESTABLISHING A PURCHASE CARD ACCOUNT

W

e often receive inquiries on how to set up purchase card accounts, even from those who are currently participating in the program.  Whether you are currently a program participant or would like to become one, the process is the same.

Commanders or chiefs of requiring activities must prepare a written Letter of Appointment designating the proposed cardholder and billing official.  Application forms, the funding document (AF Form 4009) and proof of training shall be included with the letter.  This letter must fully describe the types of purchases to be made, identify the name, rank, duty title, and telephone number of the cardholder(s) and BO(s); and specify the funds to be used to pay for the IMPAC purchases.  Coordination with SMC/FMFis mandatory to ensure that the proper funds are allocated for the purchase card charges.  The billing official initiates the request for the funding document from SMC/FMF.  We will furnish a written response for any disapproved letters of appointment to the requesting activity within ten workdays after receipt of the written request.  Disapprovals shall explain the rationale for denial and will be signed by the Division Chief or his/her designee.

BILLING OFFICIAL RESPONSIBILITIES

T

he United States Air Force Internal Procedures for Using the IMPAC, dated 28 Apr 97, outlines several actions for which the billing/billing official (BO) is responsible.  The most important of these is the monthly reconciliation of each of their cardholder’s statements. Each month the billing official reconciles accounts to:

1.  Obtain and review each cardholder’s statement.  Conduct reviews of 100% of cardholder files at least every 12 months to ensure documentation and reconciliation is being performed properly.

2.  Verify that all transactions were appropriate, given the duties of the cardholder and mission of the unit, and those purchases were made in accordance with this AFI.

3.  Signs the monthly Billing Account Statement, confirming it is correct and forwards the original statement to the FSO within five duty days after receipt but not later than the 10th of the month.  Each statement must be signed by the billing official, and

4.  Retain a copy of each monthly invoice. . (IAW AFMAN 37-139, Table 64-1, R 26 and FAR 4.805(b)(10)).  If the billing official determines that the files have future value to the Government and they require retention longer than authorized by AFMAN 37-139, notify the base record manager and request authority for longer retention. .  The billing official will also maintain all original supporting documentation (receipts, logs, approvals) for accounts when the cardholder or check writer has transferred, been reassigned, or retired and the account(s) is closed.

Next, the BO must verify, at least semi-annually, that cardholders are in possession of their purchase cards.  BOs must notify the IMPAC Program Coordinator (A/OPC) of any cardholder who has retired, separated, been reassigned, or who no longer has cardholder responsibilities. (5.3.4.4)  Additionally, the BO must notify the A/OPC upon his/her reassignment, separation, retirement, etc., and turn in his/her funding document to the Financial Services Office. (5.3.6.5)

It is imperative that BO accounts are kept current because the program is periodically purged of accounts belonging to personnel known to have departed the base.  Should a BO account be terminated for any reason, any cardholder account under that BO will have its spending level decreased to $0.00.

Lastly, prior to his/her departure, the cardholder must surrender the IMPAC to the BO who will complete a destruction notice (or write a letter) and forward it to the A/OPC. (5.3.5.8)

Bottom Line:  The BO is an integral element of the IMPAC program and must perform several critical tasks to insure the program operates efficiently.  He/She must keep the A/OPC apprised of all changes in his/her cardholder accounts.  Early identification of program participant departures and their replacements will prevent lapses in the organization’s ability to procure its supplies and services.  Failure to do so could render cardholder accounts useless!!

CARDHOLDER RECONCILIATION AND PAYMENT PROCEDURES

E

ach month the cardholder must reconcile the Statement of Account (SOA) distributed by the Bank.  The SOA itemizes each transaction posted to the account during the past billing cycle.  Upon receipt of SOA the cardholder shall:

1.  Review the entire statement for accuracy, comparing each transaction on the SOA with those recorded on the cardholder log and the receipts for each transaction.  The cardholder shall take note of any transactions billed which have not yet been received and any items which have been received but not yet billed.  If either of these conditions exist, the cardholder shall take appropriate follow-up action and document the file.

2.  If the transaction amounts agree and the item(s) have been received or services have been performed, then check off the transaction on the SOA.

3.  Retain documentation.  Sign the original SOA, log, and Cardholder Statement of Questioned Item (CSQI) form and forward to the billing official within three work days. 

4.  Retain in the file a copy of each month’s SOA, log, and original supporting documentation (receipts, invoices, etc.).  

Resolving Problems with the SOA

Problems with the SOA usually fall into one of the categories listed on the CSQI form.  Cardholders should try resolving problems directly with the vendor before filing a CSQI form.  In most cases, cardholders will be able to resolve problems by contacting the vendor.  If problems cannot be resolved with the vendor, the cardholder may submit a CSQI to the Bank. The Bank allows up to 60 days to submit a CSQI.   In some cases, cardholders should delay submission of a CSQI until they receive the next month’s SOA, (e.g., account was billed but order has not yet been received).  Other problems may dictate immediate submission of a CSQI, (e.g., unrecognized charge).  The following will help determine the correct approach for resolving problems:

1.  MERCHANDISE/SERVICE NOT RECEIVED:  Contact the vendor to verify that shipment has been made or service rendered.  Make a note of non-receipt in the “Disputed Items” column of the purchase log.  If, after 45 days and upon receipt of the next month’s SOA, the organization has still not received the item(s), then submit a CSQI;

2.  MERCHANDISE RETURNED or CREDIT NOT RECEIVED:  Attempt to resolve by contacting the vendor.  Record questioned amount in the “Disputed Items” column of the purchase log.  If upon receipt of the next month’s SOA the account has still not been credited for the questioned amount, then submit a CSQI;

3.  To resolve any other types of incorrect charges including UNAUTHORIZED MAIL OR PHONE ORDER, DUPLICATE PROCESSING, ALTERATION OF AMOUNT, UNRECOGNIZED CHARGE: Contact the vendor first.  If the cardholder cannot resolve the problem with the vendor, then immediately forward a CSQI to the Bank;  

4.  If the dispute charge involves sales tax or transportation costs charged erroneously by the merchant, the amount of the tax or erroneous transportation costs cannot be disputed through Visa Chargeback Regulations.  Cardholder shall make every effort to obtain a credit for the amount of the tax or transportation costs from the merchant.  If a credit is not obtained, ordering agencies must pay the tax or transportation costs.  Do not file a CSQI for this.

5.  Each month, the Bank distributes a Dispute Report in addition to the SOA which lists all unresolved disputes as well as those resolved during the last billing cycle.  The billing official must review this report and compare it to the “Disputed Items” column of the purchase log.  Contact the purchase card customer service department or A/OPC to resolve any outstanding discrepancies.  If a dispute is denied by the Bank the cardholder forwards a copy of the statement of the disputed transactions and copy of the applicable CSQI to the billing official who, in turn, forwards it to the FSO within 15 days; and

6.  If items purchased with the card are found to be defective, the cardholder shall obtain a replacement or correction of the item as soon as possible.  If the merchant refuses to replace or correct the faulty item, the cardholder will consider the item in dispute.  Items in dispute are handled in the same manner as billing errors.  Credited amounts may not be added back to the funding document or reused by the cardholder without coordination from the FSO.  Any disputed amounts denied by the Bank must be submitted to the FSO.

EQUIPMENT ITEM ACCOUNTABILITY

A

ll IMPAC purchases of non-expendable (budget code 9) equipment  assets over the micropurchase threshold ($2500) must have accountability records established through Base Supply.  Equipment custodians should contact Base Supply Equipment Management Element (61 ABG/LGSM, 3-0334) prior to procuring these assets.

For items valued under $2500, no formal Base Supply accountability is required (except those items deemed classified or sensitive).  Accountability of items equal to or less than the micropurchase threshold is the responsibility of unit commanders.  Of particular concern are electronic and photographic devices (palm computers, VCRs, TVs, digital cameras, etc.)  Unit commanders must establish a locally devised program that provides visibility and audit trail capability.  This may include use of hand receipts and spreadsheets.

Bottom Line:  All non-expendable (BC9) items valued over $2,500, including IMPAC purchases, must be reported and tracked on the organizational CA/CRL through the Base Supply Equipment Management Section.  All electronic and photographic items valued under $2,500 are accountable and  must be tracked on a locally devised and implemented accountability system.

PURCHASE CARD SECURITY

T

he successful and efficient operation of the IMPAC program requires each participant to strictly adhere to the guidelines set forth in the United States Air Force Internal Procedures for Using the IMPAC., dated 28 Apr 97.  It is the responsibility of the cardholder to safeguard the card and not allow anyone to use it.  Each of the cardholder’s co-workers, peers and superiors also has a responsibility to insulate the cardholder against potential sanctions by not requesting the cardholder to engage in practices that are prohibited by the Procedures Guide.

Paragraph 5.3.5.1. of the above referenced publication states “The IMPAC bears the cardholder's name and may only be used by the named cardholder to pay for authorized U.S. Government purchases in compliance with the Federal Acquisition Regulation (FAR), and applicable Air Force regulations and procedures.”  The IMPAC was specially imprinted with the Great Seal of the United States and the words "United States of America" to avoid being mistaken for a personal credit card.

Paragraph 5.3.5.9 of the Procedures Guide affirms the cardholder’s duty to “safeguard the IMPAC and account number at all times”.  When the IMPAC is not being used, it shall either be carried on the cardholder's person (in their wallet or purse) or secured in a locked container.  This paragraph also reiterates the rule that “A cardholder shall not allow anyone to use his or her IMPAC or account number.”

A cardholder who violates this trust by making unauthorized purchases or carelessly uses the IMPAC (to include allowing others to use the card) may be liable to the government for the total dollar amount of unauthorized purchases made in connection with the misuse or negligence.  In addition, his or her misdeeds will result in withdrawal of the IMPAC from the cardholder with the potential for subsequent disciplinary action under DoD and USAF directives and regulations.

The use of IMPAC is an effective management tool as well as an awesome responsibility.  Do not expose yourself or your co-workers to potentially adverse personnel and legal consequences by violating the rules set forth in the Procedures Guide.

AWARDS AND GIFTS
D

o not use appropriated funds to purchase gifts for military members, employees, or private citizens unless specifically authorized by law.  Currently, the only authority to use Air Force appropriated funds for gifts is AFI 65-603, which specifies the circumstances and the individuals to whom gifts (or "mementos") may be presented.

Bottom Line:  There is no prohibition against buying innocuous items such as frames, plaques, or awards.  The prohibition(s) apply to the intended use of those items.  You will not find anything that says “You cannot buy plaques.” or “you cannot buy frames to make a montages, but the guidance is quite clear as to what one can do with these items.  If there is any uncertainty, contact SMC/PKO!

PURCHASE CARD USE ABOVE THE MICROPURCHASE THRESHOLD
T

here appears to still be some misunderstanding surrounding the use of IMPAC above the micropurchase threshold of $2,500.  Use of the purchase card above this level is only proper if ALL of the following criterion is met:

· The item or services in question must be authorized for procurement via the IMPAC.

· The item or service must be available on a prepriced, pre-existing contract instrument such as a Blanket Purchase Agreement (BPA), Federal Supply Schedules (GSA contracts) or Indefinite Delivery /Indefinite Quantity (IDIQ) contract.

· The cardholder must have requested and received written authorization from the Chief, Operational Contracting Division (SMC/PKO) prior to making the purchase.  This authorization is distinct from the authorization you received when you first entered the program.   At most, you received authorization to purchase up to $2,500.  This new authorization will give you the authority to purchase up to $25,000.  The exact level is determined by the request initiated by the billing/billing official

Bottom Line:  If authorized to make purchases above $2,500 (see item #3 above), cardholders not in contracting organizations will use the government purchase card only to obtain items from pre-priced contracts and agreements (e.g., Federal Supply Schedule (FSS), BPAs, Indefinite Delivery/Indefinite Quantity contracts etc.).  In this case, authority to use the purchase card will not exceed $25,000 per transaction.

When purchasing from pre-priced contracts/agreements, cardholders must review prices on at least three contracts/agreements and select the best value item for their requirements.  A record of this review will be kept with the cardholder’s purchase card documentation.  The single purchase limit when purchasing from mandatory sources such as Federal Prison Industries or from JWOD remains $2500 if the purchase is made on the open market.  If the items or services are available on pre-priced contracts or agreements with the above organizations or their dealers (obtain the contract number and include it in your file documentation) then the single purchase limit is $25,000 for these items as detailed above.

LOST OR STOLEN PURCHASE CARDS

I

f you should find yourself in the unenviable position of having your card lost or stolen, or you suspect the account number has been compromised in a fraudulent manner, immediately notify the Bank and the billing official.  The Bank may be notified 24-hours a day.  The BO shall submit a written report through the A/OPC to the MAJCOM/FOA/DRU IMPAC Program Coordinator within five work days.  The report will include:

· The IMPAC number, the cardholder's complete name;

· The date and location of the loss, the date reported to police;

· The date and time USBANK was notified;

· Any purchase(s) made on the day the IMPAC was lost or stolen; and

· Any other pertinent information.

A new IMPAC will be mailed within 24 hours of the reported loss or theft (Monday through Friday).  For international card replacement, USBANK will replace lost or stolen cards within 48 hours of the reported loss or theft.  If the cardholder finds the original IMPAC, it shall be cut in half and given to the billing official who will complete the destruction notice and forward it to the A/OPC, who will notify the MAJCOM/FOA/DRU IMPAC Program Coordinator.

ROTATION OF SOURCES

C

ardholders are prohibited from making repeat buys of the same item to avoid the $2500 limitation for purchasing and the $25,000 limitation for ordering using the Government-wide Purchase Card.  In addition, no order from the same vendor may exceed the single purchase limit of $2500 even if the individual items comprising the purchase have unit prices that are less than $2500.

The purchase card was implemented to avoid the need for warehousing items and requisitioning items through the Supply system.  This “just-in-time” buying philosophy allows organizations the flexibility to buy items when they need them.  However, there is no basis in regulation or law to permit cardholders to repetitively purchase an  item when the cardholder knows or should have known of additional requirements for the same item that would result in an aggregate purchase greater than $2500.  There is a distinction between buying supplies and services based on one’s own needs known at the time and buying for one’s organization based on the known organizational requirement or forecast.  Contact us for additional clarification.

MANUFACTURER/RETAILER REBATES

C

ardholders should take advantage of any rebates offered.  Manufacturer/retailer rebates shall be made payable or endorsed to the USAF.  Rebates in the form of checks or cash should be forwarded to the FSO for deposit with Treasury.  Rebates will be processed as an appropriation refund to the billing official’s organization and should be credited to the applicable funding document.

INFORMATION TECHNOLOGY AND CIT-PAD

P

rior to purchasing computers or computer-related equipment, you must check with the Commercial Information Technology-PAD (CIT-PAD) to determine if they have what you need.  The CIT-PAD is the Air Force's Information Technology (IT) Superstore.  It offers products from more than 30 different extensive hardware, software and service contracts and blanket purchase agreements.  These contracts are mandatory for all IT purchases within AFMC IAW General George T. Babbitt's, AFMC/CC, 7 Oct 99 memorandum entitled "AFMC Policy on Purchasing Information Technology (IT) Products".  The CIT-PAD webpage is available at http://web1.ssg.gunter.af.mil/cit-pad/.  As always, an approved CSRD must be obtained prior to any thoughts of purchase.

In accordance with HQ AFMC/CC Memo, dated 14 Aug 2000, AFMC activities shall continue to use the Air Force (AF) IT Superstore to procure IT products unless an alternate source clearly provides a better value.  The prices negotiated by Standard Systems Group Commercial Information Technology-Product Area Directorate (CIT-PAD) are extremely competitive, and in most cases, are the best available prices.  CIT-PAD will work with customers on an individual basis to obtain even greater price discounts for quantity buys of 50 systems or total purchases greater than $50K.

The customer no longer will submit a waiver request to the CIT-PAD when considering an alternate source from CIT-PAD.  For exceptions to using the AF IT Superstore, the customer will provide a best value analysis of the AF IT Superstore product and the alternate source on the Communications and Information System Requirement Document (CSRD).  The best value analysis is completed through a process that compares price, performance, availability, and maintainability to select the most advantageous value to the government.

When alternate sources provide a better value, the appropriate Communications and Information Systems Officer (CSO) will certify the CSRD and the Contracting Officer will approve the final acquisition.  If the AF IT Superstore does not have a product with the capabilities needed to satisfy the requirement, the customer will document this on the CSRD for CSO certification.

AFFIRMATIVE PROCUREMENT OF RECYCLED PRODUCTS
Y

ou have the opportunity to help the environment while buying products that meet the needs of this program.  President Clinton has directed federal agencies to buy products that are made with recycled content, have less packaging, are energy efficient, don’t create hazardous waste, and incorporate other environmentally preferable attributes.  As you use the government credit card, you can help the Air Force meet this commitment.

Check the Content

EPA designates recycled content products that government agencies must buy.  For products, which have been designated by EPA, you must buy those that contain recycled content as long as they are available, meet your performance needs, and are cost-competitive.  EPA recommends the required minimum percentage of recycled content that the products you buy should contain.

Whatever your job, it is likely that you will be asked to order a product which has been designated by EPA.  Supply Clerks, Secretaries and Administrative Officers order copy paper, file folders, remanufactured toner cartridges, writing tablets, envelopes, plastic office supplies, shipping and mailing products, awards and plaques, and other products we typically use every day.  Fleet managers and users of fleet vehicles purchase automotive products like motor oil, tires, and engine coolant.  On-Scene Coordinators may buy spill containment products.  Employees in Facilities or Safety and Environmental Compliance may buy signs, pallets, parking stops, traffic cones and barrels to control traffic flow in our parking lots, park benches and picnic tables, and certain other building and landscaping products.  All of these products can be made with recycled content and you can find most of them in the General Services Administration’s (GSA) "Environmental Products Guide," which you can order a copy of at http://pub.fss.gsa.gov/environ.  Manufacturers, suppliers, and helpful national specifications can also be identified at EPA’s Office of Solid Waste website: http://www.epa.gov/cpg/products.

You can contact Mr. Michael Hanna, 61 ABG/CEZV, at ext 3-0874 if you have additional questions.

NOTES

Keep an eye out for our new IMPAC website!!   I hope to have it up and running soon!!  Also, please continue to utilize the dedicated e-mail address to submit your queries and comments.  We’re at smcpk.impac@losangeles.af.mil  See you next month!!  stro
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