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W

elcome to our second edition of the newsletter!!  I have just returned from the Annual Surepay Conference where we discussed a myriad of issues surrounding the Purchase Card (IMPAC) program.  This edition highlights some of them and some recurring themes.  Questions and/or suggestions should be submitted to our e-mail address at  smcpk.impac@losangeles.af.mil.  
The IMPAC and Non-Personal Services

T

he purchase card may be used to purchase authorized non-personal services up to the micro-purchase threshold (currently $2500).  Non-personal services are subdivided into two categories:  recurring and non-recurring services.

Recurring Services

R

ecurring services are those that are performed at regular intervals and have a demand that can be predicted on an annual basis predicated on actual use (e.g. janitorial services) or whose demand can be predicted based on a projected average use (e.g. maintenance services.)  The purchase card may be used to acquire recurring services only if the annual charge is less than $2500 per year.  If the annual projection or best estimate (based on an average obtained over time) exceeds the micropurchase threshold, then the requirement must be sent to the Operational Contracting Office (SMC/PKO) for processing.  Individual transactions must be aggregated as an annual requirement when such a requirement is known or should have been known.

Non-Recurring Services

N

on-recurring services involve “one time” or irregular service intervals (e.g. swimming pool re-surfacing).  These “ad hoc” services may be purchased up to the $2500 limit using the purchase card.  Above the micro purchase threshold, the card shall not be used except as an ordering mechanism against Blanket Purchase Agreements (BPA) or Indefinite Delivery/Indefinite Quantity (IDIQ) contracts.

Cell Phones

C

oncern, as well as confusion, regarding the procurement and use of cell phone service has resulted in this issue being brought to the forefront.  As a rule, cell phone service should be purchased on a base-wide contract similar to other utilities.  In locations where there is no base-wide service contract, individuals may pay their own cell phone bills using the card if the annual bill does not exceed $2500, and cardholders do not enter into agreements that obligate the government to pay cancellation fees if the service is discontinued.  The Communications Squadron remains the approval authority for the purchase of cell phones and may wish to track cell phone expenditures.  Coordinate with that office at the time of phone purchase to establish an acceptable reporting mechanism.

Non-Expendable Equipment

N

on-expendable (Budget Code 9) equipment items valued over the micropurchase threshold ($2500) that are purchased on existing contracts with the purchase card must have accountability records established through Base Supply.  Equipment custodians must contact Base Supply Equipment Management Element immediately upon receipt of the asset.  For items under $2500, no formal Base Supply accountability is required (except items that are classified or sensitive).  Accountability for items equal to or less than the micropurchase threshold is the responsibility of unity commanders.  Unit Commanders must establish a locally devised program that provides visibility and audit trail capability.  This may include use of hand receipts and spreadsheets.

Business Cards

W

e often get inquiries about the purchase of business cards and normally the reply is not what the inquirer wanted to hear.  There has been a slight change in the guidance, but you might want to put your celebrations on hold until you finish this paragraph.

The purchase of business cards is now authorized from The Lighthouse for the  Blind, Inc., a Javits-Wagner-O’Day (JWOD) participating non-profit agency.  IF the business cards are equal to or less in cost than private stock cards created on a personal computer AND written approval is obtained from the Secretary of the Air Force delegable to subordinate management officials (General Officer or civilian members of the Senior Executive Service).

Business cards may also be printed, using existing software and agency-purchased card stock, when the above-referenced appropriate approving official determines an organization or position under his/her cognizance requires business cards in the performance of their official functions.  Recruiting and liaison personnel, as described in AFI 65-601, para 4.36.1 are authorized to 

have business cards commercially printed (including the use of DAPS) by other than The Lighthouse for the Blind, Inc. without the approvals outlined above.

“Splitting” Requirements

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 purchase card.  In addition, no order for 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.  The following two examples illustrate the distinction:

Example 1:  On a Monday, a cardholder buys one $2400 widget because that is his known requirement.  The next day, he learns that someone in his organization needs another identical widget.  As long as he made an honest effort to consolidate his organization’s requirements when he made the first buy, he has not split the requirement.  He does not have an obligation to know other organizations’ requirements.

Example 2  A cardholder normally holds all requests for widgets until the end of the day/week/month so he will only have to make one buy.  There is a steady, recurring requirement for this widget.  After realizing that his request has exceeded $2500, he decides to buy part of his requirement one day and the remainder the next.  That is splitting a requirement because it was known or should have been known that the requirement exceeded $2500.  In cases such as these, a Blanket Purchase Agreement or other Indefinite Delivery Indefinite Quantity ordering contract should be initiated by the contracting office.  The key component is the knowledge of the requirement the cardholder possessed at the time of purchase.  

This is not meant to be a definitive answer that may be applied to every situation but rather a guideline that delineates the major concerns. Business advice should be sought from the Operational Contracting Division to decide the best strategy for obtaining repetitive buy items and services.  If you think your circumstances may be perceived reviewers as splitting a requirement, contact your Agency/Organization Program Coordinator for guidance.  The Purchase log should be documented to explain any purchase that may have the appearance of  a split requirement.

IMPAC Use And 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.

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 the recent change (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.
FINANCE CORNER

A

Ccounting Liaison Office (ALO) personnel recently attended an IMPAC training session held at Edwards AFB.  During this training, they discovered some information that was in conflict with year-end close-out directions that had previously disseminated.  You may be happy to learn that these changes will make life easier for you, as well as the ALO IMPAC technician.


During previous sessions (e.g., RA Training, Close Out meetings), you were told that a MORD was needed to obligate the remaining FY 00 funds on the IMPAC card.  This is still true, however the payment system is designed to automatically create a MORD.  Hence, the ALO will be rejecting the MORDs and AF 4009s that have already been submitted.  The following is the revised MORD process:

1. Determine the necessary funds you will need to set aside for your August and September 2000 IMPAC bill.

2. Submit an amendment to your AF 4009 (increase/decrease) ensuring the funds will cover the last two bills of Fiscal Year 2000.

3. You may use your IMPAC card through 15 September 2000.

4. You may submit your new AF 4009 for FY 2001 the week of 25 Sep 00, but please know, the new form will not be committed until GAFS (BQ) comes up for the new FY.  The IMPAC card can not be used until the new AF 4009 is committed (approximately 15 Oct 2000).

TONER AND TONER CARTRIDGES

B

ase Supply customer demands have dropped considerably since the closure of the Base Service Store in April 98.  This is attributed to two basic factors…Xerox copiers being replaced with the Canons and, more importantly, a misconception that Base Supply no longer stocks toner and toner cartridges to support the base's recycle program.  As a result, many of you continue to use your IMPAC CARD to purchase these items without checking to see if Base Supply has them on-hand.

Base Supply continues to operate a recycled toner and toner cartridges program for the base, and stock many operational support items.  Additionally, Base Supply will deliver as well.  They may also be able to procure those items currently not in stock and add them to their recycled program.  Before using your IMPAC, make Base Supply your first source in determining availability of a given item.  You may contact Ken Lawrence or TJ Seals in Customer Service at extension 363-0318 for the availability of toner and toner cartridges.

NOTES

Keep an eye out for our new IMPAC website!!  It should be up and running soon!!  Also, 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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