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CHAPTER I -- GENERAL INFORMATION

1. Purpose.

To establish and prescribe procedures to make payments for supplies and services of which have been ordered via contract, purchase order or delivery order.  This will be a "Account less" account.

2. Application.

This SOP applies to all payments for supplies and services via purchase account(s).

3. Background

Initially the IMPAC Card was used for purchases under $2,500, it also allowed for payments up to the $100,000.  30 Oct 97 Memo signed by Thomas Colangelo Use of Government Wide Purchase Account(s) for payments greater than $100,000.  Memo stated "when a Payment Account  is established, the agency program coordinator can now approve a single purchase limit up to $9,999,900. When a single purchase limit is set at 410,000 or higher, the APC should request to place the account in VIP status.

4. VISA Payment Accounts.

VISA Payment Accounts are provided by U.S. Bank. US Bank has provided the Payment Account(s) with a legally protected name: IMPAC, which stands for International Merchant Purchase Authorization Card .  US Bank will have no individual Account Holder information other than the Account Holder's work address; no credit records; social security numbers, etc., are maintained.

5. Payment Limits.

The maximum allowable amount for a single payment will be delegated

to each individual purchase account.  A "single payment" using the purchase Account(s) may include multiple items, but shall not exceed $5M. Should the Account Holder exceed the single payment limit, the authorization for payment will be denied.  The individual account Delegation of Authority provides each Account Holder with a 30-day spending limit.  This limit will be predetermined by Office of Contracting and Resource Management, but shall not exceed $10M.  The sum of the 30-day limits for each Account Holder assigned to an billing official is the Office Limit.  Each time an employee makes a payment with their VISA Purchase Account, the authorization for that payment will be denied should it exceed the amount of the Office Limit.

6. Use of the Visa Purchase Account .

   a. The I.M.P.A.C. Visa Purchase Account is to be used for U.S. Government payments ONLY.  

   b. Possession of the account in no way relieves the Account Holder from prohibitions, controls, or required authorizations that exist within our installation, regarding the local payment of certain types of supplies or services.

7. Statement of Account.

At the end of each billing cycle, 23rd of each month, US BANK will

issue three statements.  The first statement will be forwarded to

the individual Account Holder.  This is called a "Statement of

Account,” and will have a listing of all items paid in the

previous (30-day) billing cycle by that Account Holder.  The second

statement is the Billing Official composite statement.  This

is a record of all payments made by the individual Account Holders

assigned to the BILLING/OFFICIAL.  The third statement is a composite statement to the Agency/Organization Procurement Coordinator A/OPC of all Account Holders at YPG.

8. Payment Procedures.

Payments that have been made by Visa Payment Account Holders will be

consolidated and approved for payment monthly by each BILLING/OFFICIAL.  The Statement of Account will be forwarded to the YPG Resource Management (RM-AO) office for payment in accordance with GSA contract, and the Prompt Payment Regulations by the 10th

of each month.

9. Activity Identify and Responsibility.

    a. Account Holder.  The person to whom the payment account is issued.  See Chapter III.

    b. Administrative Officials.  The Office of Contracting point of contact is Janet Gonzales, x6847, A/OPC. RM point of contact is Johnna Duppstadt x3076.

       (1} Develop and maintain implementing instructions.

    
 (2) Coordinate training and instructions with participating personnel.

       (3) Perform periodic reviews to assure conformance with this SOP.

     
 (4) Maintain statistics and report advantages and/or disadvantages.

    c. Billing Officials/Certifying Officers.  Payment Billing Official will be a member of the Contracting Office.  See Chapter III.


 (1) Maintain official payment files for all payments for the period of three (3) years.

    d. Paying Office.  The Defense Accounting Office-Rock Island serves in this capacity. Pay all statement of accounts for the   

Government I.M.P.A.C Visa Purchase Account to U.S. Bank in accordance with GSA contract, and the Prompt Payment Act and implementing guidance.

    e. Merchant.  The person or vendor who provided the supplies, or services, and accepts the I.M.P.A.C. Visa Payment Card.  Submits charges to there banking facility in a timely manner upon issuance of a IMPAC payment account number.

10. Definitions.

    a. Account Holder--the individual Government employee to whom a

written Delegation of Authority has been given granting the use

of an I.M.P.A.C. Visa Purchase account.  The Account(s) bear the employee's name and can be used only by this individual to pay for official payments in compliance with his agency's internal procedures.

    b. Account setup information--specific information required

by the contractor (US Bank) for each Account Holder so that an active account can be established for that Account Holder.

    c. Administrative office--the office with direct overall

responsibility for the Government-Wide Commercial Purchase Account   Service Program within their agency.  For Yuma Proving Ground,

this is the Office of Contracting.  Maintain necessary accounting codes and advise as to correct distribution of expenditures

    d. Billing Official--an individual who has under his purview a number of Account Holders.  The billing official is responsible for, at a minimum, reviewing each of his Account Holder's reconciled statements.  Verifying that all transactions were made for necessary Government payments, and in accordance with Federal Acquisition Regulations (FAR), and maintaining the official payment files.

     e. Certifying Officer—the individual who has under his purview has one or more Account Holders.  The certifying officer is responsible for certifying the Billing Account Statement form and assuring that all documentation required for processing his/her Account Holder(s) and in receipt at the budget accounting office (bldg. 304) not later than the 10th of each month.

     f. Finance Office--the payment office for one or more

BILLING OFFICIALS/CERTIFYING OFFICERS.  All payment vouchers are submitted to the Resource Management Office by the 10th of each applicable month to be forwarded for payment to the Finance Office and for budgetary/financial reconciliation.

     g. I.M.P.A.C. International Merchant Purchase Authorization

Card)--this is the official name of the Government-Wide Purchase

Card.


h. Ordering Instrument—Written order obligating government funds for supplies and services.

     i. Master file--the file maintained by the contractor (US Bank)

containing all essential Account Holder and Billing Official information.  Elements of this file would include Account Holder name, account number, a minimum four-line work address, Account Holder's spending control limitations, Account Holders finance office. etc.

     j. Tax exemption--all I.M.P.A.C. payments shall be exempt

from state and local taxes, in accordance with state law.  The

phrase "U.S. Government Tax Exempt" will be embossed on the front

of each I.M.P.A.C. Account  distributed.  NOTE: ARIZONA IS NOT TAX EXEMPT
CHAPTER II -- BILLING OFFICIAL/CERTIFYING OFFICER INSTRUCTIONS

1. Responsibilities.

   a. The Billing Official/Certifying Officer is responsible for receiving payment logs, supporting documentation, and completed statements from all Account Holders assigned to them.  Reviews will insure that all payments were made IAW the ordering instrument. The Billing Official must sign all Payment Logs and the Statement of Account.  The "Pay Package", consisting of the Statement of Account and Log Sheets, is then forwarded to the Resource Management Office to arrive by the 10th of each applicable month.  Should Pay-Packages not be received, the Billing Official, it will be your responsibility to contact the Account Holder and have the documentation furnished at once.

   b. In the absence of the Account Holder, the Billing Official is required will follow the instructions contained in Chapter IV-Completing the Monthly Statement.

   c. The Billing Official will issue letters of instruction to applicable Account Holders to include their payment authority.

2. Approval.

   a. The Billing Official are required to look at each Account Holder's payments, and ensure that the payment was made in accordance with the ordering instrument. 

   b. Resolution for improper use of the Payment Account will be the responsibility of the Billing Official, and shall also be reported to the Agency Program Coordinator, Office of Contracting.  Account Holders who make unauthorized payments or carelessly use the account may be liable to YPG for the total dollar amount of unauthorized payments made in connection with the misuse or negligence.  Also, the Account Holder may be subject to disciplinary action for unauthorized or careless use in accordance with 18 U.S.C. 287

3. Training.

As prescribed in AFARS 13.9003(e), all Account Holders and their

BILLING OFFICIALS/CERTIFYING OFFICERS must receive training prior to being appointed as a Account Holder.

4. Departure of Employees.

I.M.P.A.C. Account(s) is issued to individual employees.  If an employee leaves, his/her Visa Purchase Account(s) must be dissolved.  The Agency Program Coordinator must be notified of the change. 

5. Lost or stolen Payment Account(s).

   a. Should an Account Holder lose or have their Visa Purchase Account(s) stolen, they must notify the billing Official within one (1) workday after discovery of the loss.  The Billing Official will then submit a written report via the A/OPC, Office of Contracting within two (2) workdays.  The report will include:

    (1) Account(s) number;

    {2) Account Holder's complete name;

    (3) date and location of the loss;

    (4) if stolen, date reported to police;

    (5) date and time US BANK was notified;

    (6) any payment(s) made on the day the Account  was lost/stolen;

    (7) any other pertinent information.

   b. US Bank will issued a stop pay notice and new Account(s) will be mailed within ten (10) business days of the reported loss or theft.  A Account(s) that is subsequently found by the Account Holder after being reported lost or stolen will dissolved.  Notify the Agency Program Coordinator, Office of Contracting.

   c. YPG will not be liable for any unauthorized use of the

Payment Account(s).  "Unauthorized Use" means the use of a payment Account(s) by a person other than the Account Holder.

6. Contact with US BANK.

US BANK should be contacted only to report LOST or STOLEN

Account(s).  All other questions should be directed to the Agency

Program Coordinator, Office of Contracting.

CHAPTER III - - ACCOUNT HOLDER INSTRUCTIONS

1. Responsibilities.

   a. The I.M.P.A.C. Visa Account that you receive from US Bank will be issued with your name, agency address and “PAYMENT”.  

No member of your staff, your supervisor or anyone else may use your account number.  

   b. A single payment may be comprised of multiple items,

but the total cost can not exceed the authorized single payment

limit as stated in your Delegation of Authority.

   c. You will not receive any literature from US BANK, nor

will there be any credit information on your personal credit history.

   d. Intentional use of this account for other than official

Government business will be considered an attempt to commit fraud

against the U.S. Government, and will result in immediate

cancellation of your Account  and disciplinary action against you

under applicable administrative procedures.  You will be

personally liable to the Government for the amount of any non-

approved payments and may be subjected to a fine of not more

than $10,000, imprisonment for not more than five (5) years, or

both under 18 U.S.C. 287.

   e. Your use of the I.M.P.A.C. Visa Purchase Account(s) must meet the following conditions:

      (1) Have Authorization to make Payment.  Any individual

making a Government payment, utilizing appropriated funds, SHALL

have been approved and duly authorized in writing by the Office

of Contracting with delegated acquisition authority as a

Account Holder.

      (2) Have a Written Order, i.e. contract, purchase, or delivery

      (3) Have Available Funds.  Funds must be certified, on the ordering instrument. 

2. Making Payment

   a. After determining that the payment is authorized, you must list your document register number (purchase request number, if multiple, list the parent) on your payment log. 

   b. Weekly Payment Log(s) must be emailed to marie.boneau@yuma-exch1.army.mil. You must keep a record (Payment Log) of all orders as you place them.  A sample is shown in Chapter V.

   c. UNAUTHORIZED USE OF THE ACCOUNT(s).  This Account(s) will not be used for the following:

      (1) Cash advances.

      (2) Rental or lease of land or buildings.

      (3) Telecommunications (telephone) services.

THIS ACCOUNT SHALL NOT BE USED FOR PERSONAL PAYMENTS.

3. Statement of Account.  (This is covered in more detail in the

chapter entitled "Completing the Monthly Statement.)

   a. At the close of each monthly billing cycle, you will receive your Statement of Account.  A sample Statement of Account is shown in Chapter V.  The statement will itemize each transaction charged to your Payment Account(s).  Upon receipt of your statement, you must:

     (1) Review the Statement of Account for accuracy.

     (2) Prepare a "statement log" to match the IMPAC statement as listed. Each transaction on the statement, invoice, and/or payment request should be annotated with its corresponding order number from the weekly log.

    (3) Sign the Statement of Account within four (4) working days of receipt of the statement, forward it, to your BILLING/OFFICIAL.

   b. If your Statement of Account is received consistently late, your I.M.P.A.C. Visa Purchase Account may be suspended.  If Account(s)is used while suspended, any orders placed using it will be considered unauthorized procurement and will be processed as such in accordance with YPG Reg 715-ll. 

   c. Cancellation.  If you have placed an order and for some reason decide to cancel that order, first you must call the vendor and inform them that you are canceling the order. Line that item out on all copies of the Payment Log.  Copy must be furnished to STEYP-RM-AO, STEYP-CS-LO-S, and STEAA-YP.

   d. Credits.  If you have returned an item and have received

a "Credit Voucher," the voucher should be attached to the statement on which the credit appears.

   e. Corrections.  If you are charged for an item incorrectly, provide a complete explanation of the error on the Payment Log.  The disputed transaction of the statement should be annotated to refer to the Payment Log.  You are required to complete the "CARD HOLDER STATEMENT OF QUESTIONED ITEM” form; a sample of this form is shown in Chapter IX.  The original form shall be forwarded to the bank at the following address: I.M.P.A.C. P.O. BOX 6350, FARGO, ND 58125-6350.  A copy of the form shall be sent with your Statement of Account to Accounting Operations.  If you agree with the changes and need to correct your order on the bank log you must annotate the change on your current bank log and reference the order number (99-M-0001).

   f. Disputes.  If an item that has been paid with the Payment Account is found defective or the repair or service is faulty, you have the responsibility to return the item to the merchant for replacement, resolution or credit.  If the merchant refuses to replace, correct or credit, the payment of the supply or service will be considered to be in dispute.  RMBCS must be notified.  Payment for this order will be credited immediately; the following month's statement will show this credit.  RMBCS will investigate the dispute and make a determination to defer or make the payment.  The U.S. Government has the right to refuse payment.  You are required to complete the Cardholder's Statement of Questioned Items."  (See Chapter IX.)  It must be completed and forwarded as stated in paragraph 3.f above.

4. Lost or Stolen Account Numbers.  

   a. It is your responsibility to notify US BANK of the loss of your Visa Purchase Account number(s).  The US BANK may be contacted during normal business hours, Monday-Friday, by calling 1-888-994-6722.  You must also notify your Billing Official Officer of the lost or stolen the account number(s) within one workday after discovery of the loss.

   b. Safeguards the account number(s).  Account Holders must protect the account information in a locked container that only they have access.

5. Separation of Account Holder.  

When you separate, you must surrender the account information to your Billing Official/Certifying Officer.  This Officer will notify A/OPC, Office of Contracting.

6. Contact with US BANK.  

US BANK should be contacted only to report a LOST or STOLEN account(s).  All other questions should be directed to your Billing/Certifying Official or the Agency Program Coordinator, Office of Contracting.

CHAPTER IV-COMPLETING THE MONTHLY STATEMENT

l. Billing Cycle.

You billing cycle is the 23rd of each month.  You should receive your Monthly Statement by the 3rd of each month for items you have procured.  If you do not receive a monthly statement contact the bank at 1-888-994-6722 and request a copy.

2. Monthly Reconciliation.

   a. Upon receipt of your Monthly Statement, you (the Account Holder) must perform all reconciliation's of the payments that are listed.  If the contract or order retention is less than three (3) years a copy of the Payment Log, all invoices received, and any back-up documentation regarding the listed payment must be attached to the monthly statement.  If retention is over three (3) years, original invoices, receiving reports and/or receipts will be filed with the contract or order.   To reconcile the account, prepare a "statement Log" to match the Statement of Account and Email the "Statement Log" to marie.boneau@yuma-exch1.army.mil.  Write the order number on the description line of the corresponding payment listed on the Monthly Statement. After the Account Holder reconciliation is completed, the Account Holder must sign the monthly statement and forward the Statement of Account and receiving report(s) to the Billing Official.  This must be completed within four (4) working days of receipt of the Monthly Statement.

   b. The BILLING OFFICIAL must sign each payment log to conduct the final review, and then sign the Monthly Statement.  He/she must ensure that the Statement of Account and the receiving report(s) are attached, and that all payments were "Official" payments.  Approve correctness and legality of payment, and forward the original Statement of Account and Payment Logs Sheets to the Finance Office to arrive by the 10th of each month. 

3. General Procedures.

   a. There will be three (3) layers of responsibility; (1) the Office of Contracting I.M.P.A.C. Agency/Organization Program Coordinator; (2) the Activity/Department Billing Official; and (3) the I.M.P.A.C. Visa Payment Account Holder.

   b. In the absence of the Office of Contracting I.M.P.A.C. A/OPC, the alternate Office of Contracting I.M.P.A.C. APC will assume the duties and responsibilities of the Office of Contracting I.M.P.A.C. A/OPC.

   c. In the absence of the Activity/Department Billing Official, the Office of Contracting I.M.P.A.C. will assume the duties and responsibilities of the Activity/Department Billing Official.

   d. In the absence of the I.M.P.A.C. Account Holder, the

Activity/Department Billing Official will assume the duties and

Responsibilities of the I.M.P.A.C.  Account Holder, and the Office of Contracting I.M.P.A.C. APC will assume the duties and responsibilities of the Activity/Department Billing Official.

CHAPTER V - - FORMS

1. EXCEL Log Sheet and instructions

2. QUESTION ITEMS FORM

PAYMENT LOG SAMPLE

STATEMENT LOG SAMPLE

NUMBERED SAMPLE

PAYMENT/STATEMENT LOG INSTRUCTIONS

BLOCK NO.
BLOCK TITLE
INSTRUCTIONS

1
NAME
NAME

2
OFFICE SYMBLE
OFFICE SYMBLE

3
PHONE
PHONE NUMBER

4
ACCT'ING DATA
YOUR PRIMARY ACCOUNTING DATA

5
ENDING PERIOD
WEEKLY DATE (THURSDAY)

6
DATE OF PAYMENT
DATE YOU GAVE THE ACCT NUMBER TO VENDOR

7
CONTRACT NO.
COMPLETE CONTRACT NUMBER

8
PR NO.
PURCHASE REQUEST NUMBER (NO DASHES)

9
DESCRIPTION
DESCRIPTION OF CONTRACT

10
VENDOR
VENDOR NAME

11
EXTENDED
TOTAL AMOUNT OF PAYMENT

12
BALANCE
PUT THE BEGINNING BALANCE ON THE 3RD CELL OF THAT COLUMN AND EXCEL WILL CALCULATE (NOTE: THE STATEMENT LOG WILL NOT HAVE A BALANCE COLUMN) 

13
RECEIVED DATE
ITEM RECEIPT DATE

14
BILLED AMT
STATEMENT BILLED AMOUNT (IT COULD VARY)

15
STATUS
MARK "F" FOR FINAL OR "P" FOR PARTIAL (MONTHLY PAYMENTS ARE PARTIALS)

16
CLIN
AWARD CLIN NUMBER

17
ACRN
AA, AB, AC ETC.

18
EOR
SAMPLE: 252B

19
COST CENTER
SAMPLE: Y15100

20
JONE
SAMPLE: 9YY314

21
SUBJONO
SAMPLE: F35A9A05
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