Draft Government Purchase Card Standard Operating Procedures (IMPAC SOP)
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Chapter 1

GENERAL

1. INTRODUCTION.

a. The General Services Administration (GSA), Federal Supply Service (FSS) awarded a contract for Government commercial credit card services to US Bank on 1 Dec 1998. The contract provides for commercial “credit” cards and associated services to support official Government purchases. The International Merchant Purchase Authorization (IMPAC) (hereinafter referred to as the “Government Purchase Card” (GPC)):
(1) Is intended to supplement and simplify established small purchase procedures,

(2) Can be used as a payment method under existing contracts or other contracting vehicles (e.g. Blanket Purchase Accounts, purchase orders, etc.).

(3) Is designed to minimize cost/administrative burden and procurement lead-time.

b. These procedures are designed to supplement the “Instructions for the Use of the U.S. Government Credit Card” distributed to the Cardholder (CCH’s) and Approving Official (AO’s) at the time the GPC is issued.

c. The Director of Contracting, USA Contract Command Korea (USACCK), Unit #15289, APO AP 96205-0062, administers the IMPAC Program.  The __ID Resource Management Office (RM) facilitates the program for ___nd Infantry Division (_ID) units.
1-1. PURPOSE. To augment the established policies and procedures of the ______ IMPAC Program for use of the GPC to acquire and/or pay for supplies and services which are commercially available.  Which have been approved for local purchase in the ___ID within procurement of OMA funds.

1-2. APPLICATION. This SOP applies to all purchases of supplies and services using the purchase card within 2ID.

1-3. REFERENCES:

a. Federal Acquisition Regulation (FAR).

b. Department of Defense FAR Supplement (DFARS).

c. Army Federal Acquisition Regulation Supplement (AFARS).

d. Army Regulation 25-400-2, The Modern Army Recordkeeping System (MARKS).

e. Army Regulation 600-8-22, Military Awards

f. DOD 5500.7-R, Joint Ethics Regulation (JER).

g. DFAS-IN Regulation 37-1, Finance and Accounting Policy Implementation.

h. USFK Regulation No. 715-10, value-added Tax (VAT) Exemptions for IMPREST Fund Purchases

i. Memorandum Commander ______, Subject: Procurement of Unit Coins, Trophies, and Similar Objects, 29 Oct 1997.

j. Memorandum Secretary of the Army, Subject: Determination Concerning Exclusions from Filing the Confidential Financial Disclosure Report - SF 450, 29 September 1994.
k. Memorandum Commander ______, Subject: Utilization of Bottled Water BPA, 26 October 1995.

l. Memorandum Commander EUSA, Subject: Authority to Bypass Army Supply Management, 25 July 1996.

m. Memorandum Commander 175th Finance Command, Subject: Updating Accounting Classification Requirements for IMPAC, 15 October 1997.

n. Message Deputy Assistant Secretary of the Army (Financial Operations), Funding and Obligation Instructions for Micro-purchases Using the IMPAC Card, 1 October 1996.

o. Government-wide Commercial Credit Card Service, Contract Guide GS-23F-94031, undated.

p. IMPAC Agency Program Coordinator Guide, undated.

q. Army-wide SOP for Use of the IMPAC Credit Card for U.S. Army Non-

Appropriated Fund Instrumentalities, undated.

r. U.S. Army Contracting Command, _______ IMPAC SOP, 1 November 1996.

s. SJA Information Paper, Subject: IMPAC Credit Cards, 27 April 1998
t. Memorandum, AcofS RM, Subject: Five Ways to “Stay Out of Trouble” and “Jail” with the IMPAC Credit Card, 27 April 1998.

u. Memorandum, Commander USACCK, Subject: Change in Approval Requirements for Self Service Supply Center(SSSC) Purchases, 17 February 2000
v. Memorandum, Staff Finance and Accounting Officer USFK, Subject: Merchandise Orders from the General Services Administration (GSA) “Advantage” Web Site, 9 March 2000

w. Memorandum, Commander ________, Subject: Interim Guidance for $25,000 Government Purchase Card (GPC), 17 February 2000


1-4. DEFINITION OF TERMS: (Where applicable, terms are cross-referenced to later, more definitive guidance.)

a. Agency Organization Program Coordinator (AOPC) – Individual designated by the USACCK to perform contract administration within the limits of delegated authority and serves as the liaison between ____ the contractor, GSA, and higher headquarters. POC at _______, DSN 123-4560.
b. Account Processing Code (APC) – The “color/type of money you are spending, i.e., OMA, encompasses the fund cite.  POC Budget Officer at RM, DSN 123-4560.

c. Alternate Approving/Billing Official (ABO) – Substitutes for the AO when he/she is not available, i.e., leave, TDY, emergency leave, field, etc.

d. Approving Official (AO) an individual appointed by Command authority that has under his/her purview one or more CCHs. The AOs are responsible for, at a minimum; reviewing CCH’s monthly statements and verifying all transactions made were for necessary government purchases and in accordance with the FAR. AOs also provide certification of CCH’s transactions to the disbursing office for payment to the purchase card contractor. The Army uses the AO concept in the GPC program for internal control purposes. The AO provides a critical checkpoint by reviewing the CCH’s transaction, subsequent to purchase, to ensure requirements are valid, necessary, and for official government purpose only. The AO may by the CCH’s immediate supervisor or a higher level official, but agencies must minimize conflict of interest when appointing AOs; i.e., AOs should not generally be hand receipt holders for items purchased by their CCHs.  AOs will be in the grade of O-4 and above. The Deputy RM is the only exception.

e. Authorization – The process accomplished by the merchant at the point of sale to electronically verify that a purchase is being made within the established CCH’s limits.

f. Billing Account Statement (BAS) – Statement of monthly CCH’s transactions assigned to the AO and is the official invoice, which is processed for payment.

g. Billing Official (BO) – Synonymous with Approving Official (AO).

h. Bulk Funding – Procedures whereby procurement official receives authorization from Comptroller or RM to obligate funds on a purchase document against a specified dollar amount. The funds are for a certain period of time, and are reserved specifically for this purpose rather than obtaining individual funding for each purchase.

i. Certification – The act of attesting to the legality, propriety, and correctness of a document for payment as provided for in 31 USC 3528(a).

j. Credit Limit – The maximum amount of accrued charges to an AO’s account. It is equal to three times the Monthly Office Limit. At the end of each billing cycle charges recorded by the bank against CCH’s accounts are transferred to AO’s account. Under the Commercial Payments System (CPS) platform the AO’s account has a revolving balance. For example, if the bill is not paid, the balance will continue to grow and will only be reduced when a payment is made against the account. If the bill is not paid for an extended period of time the account will eventually reach the Credit Limit and any further purchases by CCHs under that AOs will be declined until payment is made.

k. Credit Card Holder (CCH) – The CCH is the individual to whom a GPC is issued. The GPC bears this CCH’s name and can be used only by this person to pay for authorized US Government purchases.

l. Defense Finance and Accounted Services (DFAS) – Receives the obligation from paying official and is responsible for disbursing payment to the contractor.

m. Delegation of Authority (DOA) – A written designation issued by the USACCK to trained individuals which establishes them as authorized CCHs. This delegation of authority will specify spending and usage limitations unique to that CCH, and must be maintained in the file of each CCH. Individuals delegated contracting authorities are procurement officials, as defined under Section 27 of the Office of Federal Procurement Policy Act. They must receive training in use of the GPC and contracting ethics training. Execution of a procurement integrity certification is required by FAR 3.104-12 if the sum of the CCH’s annual purchases are expected to exceed $20,000.

n. Designated Paying Office – The office designated by the ordering agency to receive the Billing Statement from the AO and make payments to US Bank.

o. Disbursing – The act of paying public funds to entities for whom the government is indebted; the collection and deposit of moneys; the safeguarding of public funds; the documenting, recording, and reporting of these transactions.

p. Disbursing Officer – A DOD military member or civilian employee of the Department who is appointed, in writing, to disburse and collect moneys and render accounts in accordance with lays and regulations governing the disbursement of public funds.

q. Dispute – A disagreement between the CCH and US Bank regarding items appearing on the cardholder monthly statement of account (SOA).

r. Disputes Official – An individual in the USACCK who will coordinate process and monitor all disputed purchases, credit or billing errors, etc. RM will be the point of contact between the Disputes Official and CCHs/AOs.

s. Element of Resource (EOR) – a finance code that defines the type of commodities (supply/service) procured.

t. Expendable – Is property that is consumed in use, or that loses its identity in use. It includes items not consumed in use, generally with a unit price of less that $2500, that are not classified, sensitive, or pilfered, e.g., CIIC “U or 7” per DA Pamphlet 708-2, Table 3-9, and not otherwise classified as non-expendable or durable.

u. IMPAC - “International Merchant Purchase Authorization Card”, is the registered trademark of US Bank. The name is synonymous with government purchasing and with the VISA branded cards issued exclusively by US Bank. The “IMPAC” initials will appear on the GPC. The contractor who currently maintains all IMPAC accounts is US Bank. The initials will also appear on forms and cards provided by the Bank. Note: The term “Government Purchase Card” is the same as previously referred to International Merchant Purchase Authorization Card (IMPAC). IMPAC is a registered trademark and will no longer be used.

v. Master Accounting Code – A 50-digit accounting classification code recorded to Operations and Maintenance, Army funded CCHs. This is the fund cite for the CCH’s purchases. This code, unique to each account, consists of alpha/numeric entries.  Guidance on establishing the code is provided in 111th Finance Command memorandum, Subject: Updating Accounting Classification Requirements for International Merchant Purchase Authorization Card (IMPAC) dated 15 October 1996.

w. Monthly Cardholder Spending Limit – the monthly CCH’s spending limit is the maximum amount that the CCH may spend in one billing cycle. Monthly CCH’s spending limits are established through the CCH’s/AO’s chain of command with the RM.

x. Monthly Office Spending Limit – The monthly office spending limits the aggregate dollar limit of all CCHs assigned to the AO’s account. For example, if the AO has 10 CCHs with monthly spending limits of $2,500, the AO’s monthly office spending limit would be set at $25,000. Once the AO’s monthly office spending limit has been reached, no further charges may be made by any CCHs under that AO.  CCHs and AOs must closely monitor card usage to ensure limits are not exceeded. Monthly office spending limits are established through the CCH’s/AO’s chain of command with the RM.

y. Micro-Purchase – The acquisition of supplies or services, the aggregate amount of which does not exceed $2500. Micro-purchases for construction are limited to $2000; however, this type of purchase is prohibited in 2ID.

z. Non-Expendable – Is personal property that is not consumed in use and which retains its original identity during the period of use. These items may or may not have serial numbers. This includes all non-consumable major end items authorized by DA recognized authorization documents (See AR 71-13).

aa. Official Invoice – A document requesting payment be made to the GPC contractor. The official invoice covers one AO and one or more CCHs per billing period. The AO certifies the official invoice for payment.

ab. Oral Purchase Procedure – Are agreements made in person or by telephone where the Government issues no written purchase order or contact. See _____ IMPAC SOP (Enclosure 11)
ac. Paying Office – The disbursing office making payments against an official invoice certified by the AO. The paying office is not the designated billing office.

ad. Payment Cycle Standards – Payments to US Bank for purchases made with the GPC will be made by DFAS. Interest penalties due under the Prompt Payment Act are computed on the 30th day from the date the invoice if it is uncertain when the invoice was received. US Bank may suspend CCH’s privileges for the entire installation when undisputed amounts are over 60 days. Know your cycle date (statement closing date). If you have not received your SOA by the tenth day following the cycle date, contact US Bank at 1-888-994-6722/overseas at 701-461-2232 to obtain a reprint. Documentation supporting disputed items should be promptly forwarded to US Bank to ensure timely reconciliation of monthly statements.

(1) Receipt of SOA or SOA Date - O/A the 3rd day of the following month

(2) CCHs reconcile with AO’s - NLT 3rd through the 9th 

(3) AOs forward Billing Statement - NLT10th day of the month for payment Note: with 3 copies to RM and copies of receipts for single item purchases over $300. 

(4) RM processes and forwards to _______ - NLT 15th day of the month

(5) _______ inputs and transfers to DFAS - NLT 25th day of the month

(6)  DFAS pays US Bank - NLT 30th day of the month 

ae. Prohibited Purchase – Supply or service not allowable by the GSA contract.

af. Regulated Purchase – Supply or service for which an agency, i.e., DPW, DOL, DOIM, etc., on the installation has responsibility to provide or to grant approval for procurement.

ag. Property Book Officer (PBO) – The individual responsible for monitoring purchases of non-expendable items and ensuring that inventory accountability is performed. CCH’s are responsible for coordinating the delivery and approval of non-expendable items with the PBO.

ah. Service Requirement – Maintenance, repair, rental, or lease of equipment.

ai. Single Purchase Limit – The maximum single purchase authorization is $2,500. The delegation of authority memorandum in which appoints the CCH designates the single purchase limit for each credit card. This authorization has been established to ensure procurement laws and acquisition regulations are followed. No one may charge may exceed $2,500 unless specified by the RM. Individual requirements in excess of $2,500 may not be purchased with the card. Splitting a requirement into several purchases to stay under the $2,500 limit is forbidden. Electronic and manual audits of accounts will detect “splitting requirements’ and all cases will be investigated with violations being appropriately punished. Single purchase limits are established thought the CCH’s/AO’s chain of command with the RM, up to $2,500.

aj. Tax Exemption – All purchases shall be exempt from state and local taxes, in accordance with state law. The phrase “US Government Tax Exempt” is printed on the front of each card distributed.

ak. Tax Exempt Code number – A code number that identifies a purchase as a Federal Government transaction that is exempt from state and local sales taxes. The Tax Exempt Code Number for the IMPAC Program is the first four numbers of the account, 4716.

al. Statement of Account (SOA) – Is the monthly billing statement of all purchases and credits made by the CCH’s and billed by a merchant.

am. United States Army Contracting Command ___(USACC__) – The ______ Chief will issue the delegation of authority to CCHs and AOs giving them local purchase authority. The delegation will specify the authority being delegated and any limitations on the authority. The USACCK Chief is the official having overall responsibility for the management of the Your DIV or BDE GPC Program.

Chapter 2

Responsibilities

2-1. RESOURCE MANAGEMENT

a. Establish and coordinate monthly GPC AO and CCH training with ______.

b. Monitor spending limits; process all applications for AOs, CCHs, and changes to any accounts in conjunction with ______.

c. Consolidate all monthly AO’s Business Account summaries, annotate the correct accounting data for each cardholder and submit to the 111th Finance Command for payment by the 15th calendar day of each month.

d. Ensure funds are committed each month, by unit, to cover all possible expenditures.

e. Serve as the single point of contact for all AO’s and CCH’s questions, issues, and concerns.

f. Implement procedures to make commercial payments on the correct payment due date.

g. Establish review/audit procedures to ensure that the provisions of this chapter are implemented.

h. Establish the number and grade of available for qualified personnel to act as CCHs under AOs.

2-2. COMMANDERS.

a. Will ensure that an adequate system of control is in place for each CCH who will make purchases.

b. Establish procedures and internal controls that ensure sufficient funds have been reserved or committed to cover anticipated expenditures for each CCH during a designated period, such period not to be less than one month or greater than six months.

c. Establish procedures and internal controls for the reservation or commitment of additional funds should a CCH breach the established reservation or commitment limit at any time during the designed period.

d. In conjunction with the Defense Finance and Accounting Service (DFAS), establishing procedures to ensure computation and payment in accordance with the Prompt Payment Act, to include the acknowledgment of authorization to pay interest penalty payments.

e. Will appoint AOs within their organization, ensure the AOs complete required USACCK GPC training and ensures the organization prepares an Approving Official Packet through RM to USACCK requesting account set-up. (Approximate time is 30 days for set-up). 

f. Will provide written notification 45 days prior to termination of an approving official.

g. Will ensure that adequate training is given to prospective CCHs and AOs prior to card distribution and use.

h. Commanders are responsible for ensuring that adequate management controls are in-place and working to provide reasonable assurance that resources are protected from fraud, waste and misuse. They are also responsible for periodically evaluating key management controls and correcting any weaknesses found as a result of these evaluations. To assist in this effort a Management Control Evaluation Checklist for the purchase card program is in Enclosure 10. Commanders may use this checklist to evaluate the effectiveness of their program. If Commanders elect to evaluate these controls, the evaluation should be included in their Management Control Plan. Results of these evaluations will be documented on DA 11-2-R (Management Control Evaluation Certification Statement). The DA Form 11-2-R s will be certified by the Assessable Unit Manager.

2-3. APPROVING OFFICIALS. 

a. Be the single point of contact between all assigned CCHs and the RM.

b. Request training and validate/approve IMPAC applications for CCHs.

c. Provide to RM written notification 45 days prior to termination of CCHs.

d. Appoint an alternate AO who has a DEROS date no less than 60 days after the primary AO’s DEROS. The alternate AO will perform duties in the absence of the primary AO. (Note: In the event an account has no primary or alternate AOs due to PCS or other circumstances, it will be frozen immediately.) Alternate AO’s must attend the _____GPC training program and sign their delegation of authority letter prior to assumption of duties.

e. Through with the RM, establish CCH’s spending limits based on office requirements and coordination with the commander. Prepare letter of instructions giving specific delegation of authority to each CCH’s. Instructions should clearly indicate dollar limitations. The maximum single purchase amount for CCH’s is $2500 (the micro-purchase limit), unless specified by the RM. Also, specify the CCH’s monthly spending limit.

f. Maintain internal controls and audit trail.

g. Ensure that completed SOAs are promptly received from all CCHs. It is the AO’s responsibility to contact the CCH and obtain SOAs if they are not provided on time.

h. Reconcile CCH’s monthly statement with the AO’s monthly BAS, verifying all transactions were made in the best interest of the government and that purchases were made in accordance with appropriate regulations.

i. If the item should not have been purchased, require the CCH to return the item and obtain a credit voucher. Resolution of potential improprieties and penalties for misuse of the GPC are the responsibility of the AO. Actions against the CCH can range from suspension to revocation of the GPC.

j. Reconcile and certify the BAS, certifying for payment and processing to RM. In the CCH’s absence, the AO must review the CCH’s activity, sign the original of the monthly BAS, retain in their files and ensure the CCH signs the original upon return to home station. AO’s who knowingly make a false certification could be asked to repay the government for the items purchased. At a minimum, the AO will certify that purchases made by the CCH:

1) Are correct and were needed to fulfill immediate mission requirements.

2) Do not exceed spending limits approved by the RM.

3) Are not for personal use.

4) Are not items that have been specifically prohibited by the organization or by statue.

5) Are not part of a system or larger purchase.

6) Have not been split into smaller segments to stay under the micro purchase limit.

k. Maintain a copy of all Billing Account Statement for 36 months from the date of document and all CCH’s records/documents related to the GPC program for 12 months from the date of document, IAW AR 25-400-2, MARKS, Appendix B, Table B-17.  This documentation consists of all records produced or associated with the charge card program, such as: Account set-up applications, Statement of Accounts, receipt and packing slips, questioned item forms, hand receipts, conversation records, monthly logs, credit charge slips, letters of dispute, card destruction notices, CAPR’s for automation/information management purchase, and approval letters for restricted purchases Maintain the SOA, VISA Transaction Register, supporting documentation and copies of the BAS and CCH’s Statement of Questioned Item for 3 years.

l. Submit the original BAS or an authorized faxed copy (from the bank) to RM NLT the 10th day of each month.  A copy of the CCH’s monthly purchase activity report or copy of the charge slip will also be forwarded to the PBO, with items highlighted that require accountability during this same time frame.

m. Coordinate with the CCHs to process and monitor disputed purchases, credits and billing errors.

n. If the CCH is absent during the time period when the Billing Statement must be verified and forwarded to RM, the AO will reconcile the CCH’s SOA and upon the CCH’s return have the CCH sign the statement.

o. Establish unit internal procedures for supply requests, property accountability, and internal controls.  Coordinate with the Area I Installation PBO prior to making purchases of non-expendable, accountable property.  Ensure accountability of items purchased is posted to the property book not more than 7 working days upon receipt. 

p. If interest payment is caused by the AO’s account, the paying account’s funds will be used to pay the interest.

q. Submit receipts for all single item purchases that exceed $300 with the billing statement.

2-4. CARDHOLDERS.

a. Ensure that the GPC is used FOR OFFICIAL GOVERNMENT PURPOSES ONLY.

b. Safeguard the GPC and account number at all times. The GPC is embossed with the CCH’s name and is designed so that it cannot be confused with personal credit cards. CCHs SHALL NOT ALLOW ANYONE TO USE THEIR GPC OR ACCOUNT NUMBER, INCLUDING AO, OR COMMANDERS IN THE CCH’s CHAIN OF COMMAND. Failure to safeguard the GPC and account number will result in the card being withdrawn.

c. Ensure proper documentation of the following elements prior to making any purchase.

(1) Ensure purchases are made IAW the ______, __ID, and respective unit’s SOP.

(2) A brief, written description of required item or service. (Submitted by a requestor to the CCH. i.e. GPC Order Request and Receipt form)

(3) Funding Availability. Funds must be made available prior to making any purchase. The RM will be responsible for providing bulk funding for micro-purchase transactions. It is the CCH’s responsibility to ensure that funding has been certified and is sufficient for the purchase.

(4) If purchasing a property book (non-expendable) or a hand receipt (durable) item, ensure that procedures established by the installation DOL are followed regarding property accountability.

d. Check mandatory sources of supply prior to initiating purchases. For example, some mandatory sources include:

(1) Unit Supply, SSSC or AAFES.

(2) WWW.fsa.gsa.com;

(3) IPBO.

(4) TASC Visual Equipment, VI Manager at 123-3345.

(5) G6 (CAPRs) for perpetual equipment, i.e. computer related.

(6) Institute of Heraldry for flags and guidons.

(7) General Services Administration (GSA) for tires, chemicals, and other items.

(8) Federal Prison Industries, INC. (FPI) – also known as (UNICOR) for furniture (when authorized) and toner cartridges.

(9) National Industries for the Blind/National Industries for the Severely Handicapped (NIB/NISH) for many office supplies. Going to GSA can satisfy NIB/NISH requirements.

e. A single purchase transaction may include multiple items, but the total amount, to include all incidental charges (e.g., shipping/transportation costs) shall not exceed the CCH’s single purchase limit.  Do not split requirements to stay within the single purchase limit. This practice is prohibited and illegal.
g. For requirements under $2500, competition is not required. However, the CCHs must determine the price to be fair and reasonable and rotate purchases among qualified vendors.

h. The GPC may be used for payment purposes only. For transactions which have a whole total value exceeding $2500 (the micro-purchase limit), a higher dollar limitation is authorized with specific delegation which must be obtained prior to purchase. In these cases, the following requirements apply:

(1) The transaction must be made in conjunction with a simplified acquisition procedure (such as a purchase order or blanket purchase agreement (BPA), etc.) or to initiate calls or orders placed against existing contracts or agreements (e.g., indefinite quantity contracts or Federal Supply Schedule (FSS) contracts, etc.). The contract or agreement must include applicable clauses/provisions and allow for payment with the GPC. In these cases, it is the responsibility of the CCH’s to obtain vendor confirmation that the contract or agreement allows for payment with the GPC.

(2) Consult the GPC program coordinator at RM for assistance and guidance in placing orders against requirements and for reporting information. For a sample of the types of information that must be documented by the CCH to satisfy written requirements applicable to placing oral orders against requirement type contracts, consult RM.

i. Backordering is not allowed. CCHs are responsible for informing the vendor that billing cannot occur until the item(s) are shipped and/or delivered. Items purchased must be available for delivery with 30 days. Multiple delivery sites on a single order are acceptable so long as the vendor does not bill until all deliveries under the transaction are made and accepted by the Government.

j. Authorization is obtained by the vendor automatically for all purchase at the point-of-sale. The US Bank authorization system checks each individual CCH’s single purchase limit, monthly limit, and the type of merchant being utilized before the transaction are approved. This ensures that CCHs are within the limits established in their letter of authorization. Emergency purchases beyond the assigned monthly limit may be authorized by the AO, by must be coordinated with RM and US Bank prior to exceeding limits.

k. Maintain a comprehensive register/log of all purchases, with supporting documentation. Register/log should be complete and up-to-date since it will be used to reconcile the monthly SOA and will be subject to review by the AO, IRAC, AAA or other surveillance organization/activities.

l. Review, verify and reconcile the itemized monthly statement of account (SOA). Ensure that all documents (purchase request, sales slips and/or delivery tickets, etc.) are legible, accurate, complete and on hand for reconciliation at the end of the billing cycle. 

m. The CCHs are responsible for tracking and resolving disputes, and for notifying AO’s when a dispute occurs and is subsequently resolved.

n. Retain all copies of GPC charge slips (sales draft), vendor invoice or cash  

register (or delivery ticket), etc. with your copy of the SOA. These documents become part of the audit trail and must be retained for three years.

o. If the CCH does not have a receipt and/or invoice of a transaction for reconciliation and inspection purposes, then he/she must attach a written explanation which includes the vendor’s name, description of the item(s), date of purchase, and an explanation as to why there is no supporting documentation. The written statement will be signed by the CCH, AO and the Commander. It will be maintained in the appropriate AO’s file for inspection/audit purposes and to track expenditure of funds.

p. During periods of temporary duty (TDY) or when on leave status greater than 10 days, the CCH must forward all supporting documentation to the AO prior to departure. The AO will be responsible for reconciling charges and coordinating with the billing office to ensure timely payment. The CCH must sign copy of the SOA upon return to work.

q. All CCHs will hold the rank of E5 or above.

Chapter 3

GENERAL INSTRUCTIONS

3-1. APPOINTMENT PROCEDURES. 

a. All set-up forms for AOs and CCHs will be submitted through the RM.  The RM will consolidate all set-up forms, correct discrepancies, annotate Master Account Codes, and forward to ________.

b. All __ID units are authorized a fixed number of CCH’s:

(1) 8 cardholders per Battalion

(2) 3 per Separate Company (i.e., HHC, 2ID)

(3) 3 per attached Company

(4) 3 per Brigade Headquarters Company

(5) 2 per Division Staff Section

c. Requests for CCHs above this limit must be submitted in writing, with justification, to the RM.

3-2. DOLLAR LIMITS. Any changes to the following limits must be requested by the AO through the RM to ______.

a. Single Purchase Limit.

(1) This is the amount the CCH can obligate per transaction, per vendor, and will be authorized by ______ in the CCH’s delegation of authority. This amount will be determined by the AO in coordination with the commander/director and budget certifying official, and will be limited to the micro-purchase threshold ($2500). The RM may set a limit lower than the maximum limit of $2500 for each activity, AO, and CCH.

(2) A single transaction may include multiple items, but the total amount of the transaction, to include all charges (e.g., taxes), shall not exceed the CCH’s single purchase limit. Purchases shall not be split in order to stay within the single purchase limit.

b. Monthly CCH Limit. This is a budgetary limit established by the AO in coordination with the RM. This limit is used for funds control purposes.

(1) The total cumulative dollar value of all purchases during a single billing cycle may not exceed the established monthly limit, which is identified in the cardholder’s delegation of authority.

(2) Monthly CCH limits will be $2,500 unless prior coordination is made between the AO and RM at the time of CCH’s account set-up.  Requests for changes to spending limits for established CCH’s accounts will be submitted to RM by the AO, using the “GPC Cardholder Maintenance” form and a memorandum justifying the increase.

c. AO Monthly Office Limit. The monthly office limit is the maximum dollar amount an AO has the authority to approve transactions for, regardless of the number of CCHs assigned. This limit is based on the activities historical purchasing data and is establishing by the RM in conjunction with the commander. At a minimum this limit should be the sum of the AO’s cardholder’s 30-day limits to preclude delay in processing of multiple CCH’s transactions.

d. Purchase Requirements up to $25,000.00 in value: The G4, G6, HQ CMDT, RM, and one per MSC are authorized. [For detail guidance concerning the setting up and use of this Procurement Authority, refer to “Interim Guidance for $25k Government Purchase Card Procurement Authority” in this SOP’s enclosure.]

3-3. STATEMENTS. The CCHs will receive the SOA. Information must be filled-in by the CCH. Space is provided for a brief description of items purchased and designation of business classification. In addition, there is space for the CCH’s to note any errors on the bill. The CCH verifies purchases, signs the SOA and forwards it along with his copies of the customer receipts (sales draft) received at the time of purchase or the delivery ticket and copy of the questioned item form(s) (if there are any).  The AO will verify the SOA from each CCH, reconcile and sign the BAS and forward it to RM for payment.

3-4. DISPUTES. 

a. If for any reason the CCH’s statement does not agree with the CCH’s log, the CCH should take the appropriate measures to rectify the problem. 

(1) CCHs will maintain a suspense file of disputed transaction.

(2) Disputed transaction should first be addressed to the vendor for credit.  If the vendor does not remedy the situation, CCHs should complete and fax to US Bank a CCH’s questioned item form, and forward this to the AO along with the SOA, retaining a copy for his file.

(3) If an item has been returned and the credit voucher received, the CCH’s will verify whether the credit is reflected on the SOA.

(4) If an item has been billed on the SOA, but not yet received by the activity, the CCH’s should wait until the following billing cycle to submit the questioned item form.

(5) CCHs should continue to follow-up with the bank until the dispute is resolved.

b. Items not received during the billing cycle should not be immediately disputed since many of those items are typically received within the next billing cycle. CCHs should wait 45 days prior to disputing non-receipt of billed items.

c. If the CCH purchases items or services that are found to be defective or faulty, the CCH has the responsibility to return the item to the merchant for replacement or to receive a credit on the purchase. If the merchant refuses to replace the item or correct the faulty service, then the transaction will be considered to be in dispute. CCHs should wait 45 days prior to disputing non-receipt of credit on returned items.

d. Payment should not be withheld for disputed items, the AO should certify the invoice (billing account statement) for payment in full and any credits for the disputed items should be offset against future billing. Payment for the disputed item or service will be credited immediately. The next month’s statement will reflect this credit. US Bank will investigate the dispute and make a determination if payment should be deferred or made. The Government has the right to refuse to make payment. If there is a dispute, the “CCH’s Statement of Questioned Items” form should be completed immediately by CCHs and forwarded to US Bank (address on the back of the current CCH’s Statement).

3-5. AUTHORIZED USE. A GPC with the CCH’s name embossed on the front is issued and shall be used only by that individual. No other person is authorized to use the card, including AO’s, supervisors, or commanders in the CCH’s chain of command.

3-6. UNAUTHORIZED Purchases or Careless Use. 

a. A CCH who makes unauthorized purchases or carelessly uses the GPC will be liable to the Department of the Army for the total dollar amount of unauthorized purchases in connection with the misuse or negligence. The CCH may also be subjected to disciplinary or administrative action under the UCMJ. Violations of procedures or improper use of the GPC shall results in the following actions: Violation of procedures and regulations are a critical issue and the AO is subject to an automatic 30-day suspension of his CCH’s accounts.

b. Examples of violations that will lead to a 30 day suspension of accounts are late turn-in of BAS to the RM, failure to follow proper procedures for acquiring accountable property, AOs acting as defacto CCHs, splitting requirements to maintain control of funds and to stay under the micro purchase threshold of $2500, lack of local purchase authority, insufficient funding, etc.

c. More serious violations, such as use of GPC for personal expenditures, i.e., CCH’s spouse usage, AO’s usage of GPC, etc, could result in immediate suspension of AO’s and CCH’s and subsequent disciplinary action. Notification of a second violation will result in an automatic 60 days suspension. A third violation will constitute removal of the AO’s and or CCH’s and any disciplinary action as deemed necessary.

d. When accounts are suspended and if the AO feels the suspension was not justifiable, he can submit, in writing to the RM, an explanation of the circumstances or their justification for the actions taken and procedures implemented to preclude a reoccurrence. A determination will be made and a decision as to whether the suspension will be lifted or whether it will continue. Absence of the AOs, forgetfulness, field exercises, failure to request an extension subsequent to deadline is not acceptable excuses.

3-7. RESTRICTIONS. 

a. In addition to USACCK guidance on restricted purchases and unauthorized purchases, several other guidelines apply to purchases made by 2ID CCHs. The 2ID has only Operation and Maintenance, Army (OPTEMPO) funding. Thus, all BASOPS items are prohibited or require prior approval as GPC purchases:

(1) Office/barracks furniture

(2) Carpet

(3) Decorative items such as drapes, mini blinds pictures, furniture coverings, etc.

(4) MWR type items such as pool tables, sporting equipment, barbecue grills, mascot expenses etc.

(5) Military/Civilian Clothing

(6) Audio/Visual Equipment

(7) Food/Beverage

(8) Refrigeration Vans, Rental Vehicles, Commercial Buses

(9) Construction Material such as plywood, paint etc.

(10) Hazardous Material such as fuel, motor oil etc.

(11) Repair of any of the above listed items.

b. “Absolute” restrictions on use of the GPC are imposed by GSA and are:

(1) Cash advances (includes money orders).

(2) Long-term rental or lease of land or buildings.

(3) Telecommunication (telephone) services (e.g. major systems like DSN) unless approved by CAPR.

(4) TDY - (travel related expenses tickets, meals, rental vehicles, lodging)

(5) TMP repair.

(6) Souvenirs, mementos, commemorative items, gifts, flags, guidons, streamers, etc.

(7) Personal or professional services and personal expense items.

3-8. PENALTY FOR MISUSE.  Intentional use of the GPC for other than official government business will be considered as an attempt to commit fraud against the U.S. Government and will result in immediate cancellation of the GPC.  Disciplinary action may also be taken against the CCH, (ranging from reprimand to removal from government service, under applicable Department of the Army procedures). The CCH will be personally liable to the government for the amount of any unauthorized purchases and possible subjection to a fine of not more than $10,000 or imprisonment for not more than 5 years, or both under 18 U.S.C. 641.

3-9. LOST OR STOLEN GPC.

a. Should the GPC be lost or stolen, the CCH must immediately notify his AO and US BANK. The AO will require the following information to complete a report:

(1) The GPC account number.

(2) CCH’s complete name.

(3) The date the card was lost or stolen

(4) If stolen, the date reported to the police.

(5) Date US BANK was notified.

(6) Any purchases made on the day the card was lost or stolen.

(7) Any other pertinent information.

b. Once the GPC has been reported to US Bank, a new GPC with a new account number will be mailed to the CCH within ten business days of the reported loss or theft. The Government may be responsible for the charges against this card should the CCH fail to immediately notify US Bank.  A card that is subsequently found by the CCH after being reported lost or stolen will be cut in half and given to his AO, who will forward it to RM.

3-10. DEPARTURE OF CCHs. The CCH must return the GPC to his AO, who will destroy the GPC and prepare a Memorandum of Destruction to RM requesting termination of account. RM will notify US Bank and cancel the CCH’s account. Copies of the CCH’s and supporting documentation must be provided to the AO’s. The organization is required to give RM written notification 45 days prior to termination of CCHs or AOs.

3-11. TRANSFER OF CCH TO ANOTHER AO. If a CCH is transferred to another office with a different AO, the new AO must determine if the individual will be a CCH within the new office. If it is determined that the GPC should be kept by the CCH, the new AO should request, in writing, that the master file be changed to update the CCH’s status without issuing a new card. The RM will reissue a delegation of authority to both the “losing and receiving” AOs.

3-12. REQUEST FOR ADDITIONAL GPC OR CHANGES. All requests for new CCHs or changes to current CCHs will be done by application or maintenance form to RM.  New CCHs must attend the GPC training class.

3-13. PROCUREMENT INTEGRITY ACKNOWLEDGMENT AND CONFIDENTIAL FINANCIAL DISCLOSURE REPORT.

a. CCHs and AOs are required to acknowledge receipt of procurement integrity training.  This training is provided by the APC during mandatory CCH’s/AO’s training.  This acknowledgment is made as part of the application process using the “Procurement Integrity Acknowledgment” form.

b. Ethics training is conducted by the ___ID Staff Judge Advocate (SJA) Office in conjunction with new CCH’s/AO’s training sessions.  If CCHs make purchases that exceed $100,000 in a 12-month period, they must file an OGE Form 450, Confidential Financial Disclosure Report, with the 2ID SJA Office.

3-14. YEAR-END CLOSEOUT PROCEDURES. 

a. A time line has been established by RM for year-end close out of GCP:

(1) AUG 15 – All single purchase items over $300 approved by the Chief of Staff

(2) SEP 1 –  All total purchases over $500 approved by the Chief of Staff

(3) SEPT 15 – Cut off for card use.

(4) SEPT 18 – AOs deliver year-end monthly consolidation sheet to RM.

(5) SEPT 20 – All GPC purchases obligated.

b. CCHs will complete the Year-End Consolidation Form (encl. 11), to include all outstanding purchases, vendor names, dates of purchase, and descriptions of items purchased.  All CCHs will file a year-end consolidation form for each GPC held. RM will notify AOs and CCHs of the filing date via e-mail. Negative reporting is required; (those accounts with a zero balance must also be reported). Do not list any purchase that has appeared on a credit card statement. Ensure that vendors are aware that these purchases must be processed immediately.

c. CCHs are required to provide a receipt for each purchase made when they submit a year-end consolidation form to RM.

d. Emergency purchases may be accomplished after 15 SEPT only as last resort. CCHs will obtain authorization from RM before purchasing and forward a consolidation form to RM listing only the emergency purchases. This form will be sent to RM the day purchases are made.

e. All consolidation forms must be signed by the CCHs, AOs, CDR and RM.

f. CCHs may resume purchasing 1 October, subject to availability of funds.

3-15. AUTOMATION. The point of contact for all automation is the 2ID G6 Automation Office. (Authorization to purchase fax machines, printers, etc., requires a capabilities request memo (CAPR))

3-16. Training Support Activity ______. All requests for visual information (VI) equipment must be submitted by CAPR to TASK for configuration and approval/disapproval. Request must include a valid justification of their requirement(s) in order for the unit to procure the equipment. If customers are buying VI equipment without prior approval from TSAK, they are doing so illegally.

3-17. Cell Phones and Phone Cards. Any cell phones issued by G6 for exercise support will have a phone card accompanied with the phone.  G6 maintains a set of cell phones strictly for exercise support.  These phones are closely monitored and are issued on a need basis.  If units have been receiving these phones without the cards they must notify G6.  Additionally, G6 is responsible for replacing those cards after they have been exhausted.  If units have other valid requirements for the purchase of phone cards, such as a cell phone located at the EOC or a staff officer that the commander deems as critical, those exceptions must be submitted through G6 to the CofS for approval on a case by case basis.  Once the Chief approves the request, the units can use the GPC to purchase the cards using the existing G6 contract. 
3-18. Procedures for establishing a GPC account.

a. Commander recognizes a trained professional for the responsibility.

b. Commander’s GPC representative requests a seat for the GPC class by memo or e-mail.

c. The designated personnel will attend the 6-4 hour class.

d. Future CCH fills out the 4 required applications.

(1) US GPC Application.

(2) Statement of Training.

(3) Procurement Integrity Acknowledgement.

(4) GPC Set-up Form CCH.

e. Upon completion sign and forward to RM with a Transmittal Letter (DA 200).

f. RM processes an accounting classification code, limitation amounts, and signs off on the application.

g. RM processes the application to 111th FINCOM.

h. 111th FINCOM then processes the application by telecommunications.

i. US Bank VISA assigns an account code and then mails off a GPC to the CCH’s address that is on the US GPC Application.

j. Credit Card goes to Military distribution.

k. CCH receives the card and calls VISA to activate.  The toll free international number is located on the back of the card.

3-19. Procedures for Destruction of IMPAC card

a. At least 45 days from CCH’s DEROS, the AO needs to processes a destruction notice to the RM.

b. RM will process the destruction notice to 111th FINCOM with AO’s and RM’s signature.

c. 111th FINCOM will process the GPC account for cancellation.

3-20. Procedures for CCH Account Maintenance and Corrections


a. If a CCH needs to correct general information, account information and or increase his/her limit a GPC maintenance CCH form must be filled out.

b. Change only the necessary information only.

c. Send maintenance form to RM through the AO.

d. RM will sign off and fax to 111th FINCOM for processing.

3-21. Food Service (F-Account)

1. Issue criteria:

a. Issue one card per dining facility.  CCH must be an E-5 or above with a minimum of 7 months retainability.

b. Issue one additional card per Brigade Food Service office to be used as a backup when the primary cardholder is on leave or otherwise unable to make SSSC purchases.  Cardholder must be E-7 or above with a minimum of 7 months retainability.

2. Issue Authority/Approving Official:

a. Issue authority is retained by the Division Resource Management office for all GPCs issued against the F-Account budget.

b. The Deputy G4 is the approving official for all GPC purchases made against the F-Account.  Division Food Service Office will review all purchases/requests to verify that the purchases are authorized and not of excessive quantity.

3. Authorized purchases/procedure:

a. AAFES SSSC store purchases of expendable supplies for daily operation of garrison dining facilities are limited to the quarterly budget established by the Division Food Service Office.  Purchases made at the AAFES SSSC store are not restricted to the pre-approval requirements for other GPC purchases. See procedure below:

(1) Make purchase and obtain an itemized AAFES register tape.

(2) Completely fill out a GPC purchase request form.  The first line should read “See attached receipt.”

(3) Fax or bring the request and a copy of the receipt to the Division Food Service Office for AO’s signature.  FAX numbers 123.1224 or 1111.

(4) Approved documents will be returned to the cardholder via FAX.

c. Necessary items not in stock or not available at the AAFES SSSC store can be purchased locally or through vendor catalog.  Pre-approval for these purchases is required.  See procedure below:

(1) Identify vendor/source and obtain prices and shipping charges if any.

(2) Completely fill out an GPC purchase request form

(3) Fax or bring the request to the Division Food Service Office for AO’s signature prior to purchasing/ordering.  FAX numbers 123.1224 or 1111.

(4) Approved documents will be returned to the cardholder via fax.

(5) Upon receipt of supplies, sign the purchase request in the appropriate block and return it to the Division Food Service Office along with copies of documents verifying receipt.  (packing slip, credit card receipt, shipping documents)

c. Purchase of durable items (Leatherman tool, tools, day-planners etc.) not directly connected to the daily operation of garrison dining facilities is prohibited.  Unauthorized purchases of these items will result in SSSC budget reductions and suspension of post-approval privilege, and may result in punitive action against the cardholder.

d. Purchase of small wares (pots, pans, chinaware, glasses, silverware, and serving utensils) is authorized.  AAFES SSSC store remains the primary source, however, these items may also be purchased locally or through catalog sales when items are not available or not in stock.  See procedure below:

(1) Identify vendor/source and obtain prices and shipping charges if any.

(2) Completely fill out an GPC purchase request form

(3) Fax or bring the request to the Division Food Service Office for AO’s signature prior to purchasing/ordering.  FAX numbers 123.1224 or 1111.

(4) Approved documents will be returned to the cardholder via FAX.

(5) Upon receipt of supplies, sign the purchase request in the appropriate block and return it to the Division Food Service Office along with copies of documents verifying receipt.  (packing slip, credit card receipt, shipping documents)

e. Purchase of food service equipment valued under $2,500 (including shipping charges) will be considered on a case-by-case basis.  These requests will require a memorandum of justification, maintenance condition code paperwork signifying “Code H” if replacing existing equipment, and a completed GPC purchase request form.  All information and forms must be faxed to the Division Food Service Office for approval/disapproval.  If approved, a copy of the GPC purchase request form will be signed by the Area I IPBO and placed on file for tracking purposes.  The GPC cardholder and unit supply are required to bring the purchased equipment to AREA I IPBO, Camp Red Cloud, for photographing, cataloging and property book update upon receipt.

3-22. SSSC – AOs will coordinate with their CCHs to predetermine a dollar limit before the CCHs make purchases at the AAFES SSSC store. The determined amount will be written in the description column of IMPAC ORDER REQUEST AND RECEIPT Form, (I authorize purchase at SSSC not to exceed $XXX.XX) and signed by both the CCH and AO.

4.  POC this policy is the RM, 123.1224 or 1111.
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