CLASS REGISTRATION FOR GOVERNMENT CREDIT CARD TRAINING IS CONTINGENT UPON RECEIVING THE FOLLOWING INFORMATION:

1.  The following information in paragraphs 1 (if applicable) and 2 must be included in your nomination memorandum if you are requesting that the cardholder or billing official be appointed to make Government purchases with the IMPAC card: 

a. In accordance with Department of Army (DA) Government Purchase Card (GPC) Standard Operating Procedure (SOP) 31 Jul 02; key duties such as making purchases (cardholders), authorizing payments (billing officials), certification of funding (Resource Managers), reviewing and auditing functions (A/OPC and property book officers) and receiving functions (hand-receipt holders) will be assigned to different individuals to minimize the risk of loss to the Government to the greatest extent possible. An individual that has been designated a hand-receipt holder or issued a DA Form 1687 cannot receive supplies that were either purchased or approved by them under the IMPAC program.  As a result, your internal office procedures (IOP) for the GPC program must state that cardholders and billing officials who are also hand receipt holders will not  receive their own IMPAC orders.   Please contact  the IMPAC Coordinator (Diane Schneider, A/OPC, 410-278-0848) for additional guidance  if you have a situation where a separation of duties cannot be achieved  

     b.  Also, Paragraph 2-31, AR 710-2, as revised by DA message 5 Nov 96, states that property book officers or individuals under their supervision will not be appointed as purchasing officers (cardholders or billing officials).  If this condition applies to your situation, please contact the IMPAC coordinator (Diane Schneider, A/OPC, 410-278-0848) for additional guidance.

c. Compliance with separation of duties policy will be reviewed by the A/OPC during their annual inspections.

2.  The Division/Office Chief shall submit a memorandum of nomination to be designated a cardholder or billing official to the U.S. Army Contracting Agency, Directorate of Contracting (DOC).  The memorandum shall state the reason why the person needs the card (i.e. IMPAC Card for Purchases <$2,500; IMPAC Card for Purchases >$2,500; Printing--DAPs, Training--1556, etc).  The Director will approve or deny the delegation of procurement authority to the cardholder/billing (approving) official.  The following information must be included in the memorandum and sent to either Dennis Bolen or Diane Schneider (centralized email: creditcard@apg.army.mil)

  a.  Full name of the cardholder, work address (include official name of the organization, building number and office symbol), work phone number, and email address.

     b. Full name of  the billing official (formerly referred to as the approving official), work address, work phone number and email address.

     c.  Full name of the alternate billing official, work address, work phone number and email address.

     d.  The single purchase limit and the 30-day spending limit to be assigned to the cardholder.

     e.  Resource manager or budget analyst’s name, work phone number, and email address.

     f.  State whether the nominated individual is a government employee.

     g.  State whether the nominee has been designated a property book officer, hand-receipt holder, fund certifier, or issued a DA Form 1687 (Notice of Delegation of Authority – Receipt for Supplies). 

NOTE:  The Division/Office Chief shall be diligent in his/her selection of cardholders and billing (approving) officials to ensure that they have adequate time to carry out their responsibilities.  Billing officials shall not be assigned responsibility for more cardholders than it is possible for them to do a 100% verification of purchases/payments.   

              We will not be able to process training requests that do not contain the  

              information cited in paragraphs (1) and (2).  Thank you for your cooperation.

               IMPAC Team 

