14 May 2002

INFORMATION PAPER

Subject: IMPAC Purchase Cards and IMPAC Checks

1.  Purpose.  To provide guidance on the proper use of  IMPAC Purchase Cards and IMPAC Checks.  Listed are some do's and don'ts.

2.  Facts.
    a.  The IMPAC Purchase Card and IMPAC Check program was established to simplify procurements under $2,500.  IMPAC checks are only used when the vendor does not accept the IMPAC Purchase Card.  

    b.  The Do's:

(1)  Obtain prior approval from process owners (DOIM, DPW, DOL, etc).


(2)  Use mandatory sources provided in support installation SOP.  Examples of mandatory sources are as follows:



(a)  DoD Supply System.



(b)  Activity/Installation inventories.



(c)  National Industries for the Blind and Severely Handicapped (NIB/NISH).



(d)  Items available through GSA, DLA or specific contractors authorized to purchase through GSA.


(3)  Ensure funds are available prior to purchase.


(4)  Adhere to support installation acquisition guidance.


(5)  Notify PBO of all non-expendable purchases.


(6)  Ensure item is authorized before purchase.  Check with the support installation contracting or legal office. 

     (7)  Provide the vendors Federal Tax ID number when payment will be made by IMPAC check.  

    c.  The Don'ts:

(1)  Do not split orders to fall within the $2,500 expenditure limits for a single purchase.  DA has access to all CARE logs and can easily identify if a purchase has been split triggering an audit of the account.  


(2)  Do not pay for state or local taxes on purchases.  The IMPAC purchase card is tax exempt.  Contact the support installation if a tax-exempt number is needed.


(3)  Do not use for GSA vehicles.   


(4)  Do not allow an IMPAC purchase card to be either issued to or used by a contractor or university employee. Also, do not allow a contractor or university employee to be designated as a billing official.  According to the Federal Acquisition Regulation (FAR) 13.301 and FAR 1.603.3, the purchase card or IMPAC card can only be used by a government employee (military or civilian).  


(5)  Do not continually purchase from one vendor.  The intent of government contracting, which includes the IMPAC purchase card, is to promote full and open competition.

    d.  The IMPAC Purchase Card and IMPAC Check program cannot be used in lieu of issuing a MIPR.  

    e.  Meal tickets are the preferred method for obtaining meals for cadets while in transit.  Please ensure that the vendor accepts the meal ticket prior to departure.   




    f.  According to Title 18, United States Code, intentional misuse of the IMPAC purchase card may subject the cardholder to a fine of not more than $10,000, or imprisonment of not more than five years, or both.
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