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	IMPAC PURCHASE CARD

FREQUENTLY ASKED QUESTIONS (FAQs)


(For e-copies, click on desired question)

21.  Can foreign nationals be government purchase cardholders?


22.  Our organization does not want cards issued down at the lowest levels.  Who determines what the “lowest” level is?


23.  What does it mean when a merchant receives a referral?


24.  What if there is an unauthorized charge on my statement?


25.  Who do I call if I have a dispute with a vendor?


36.  What cannot be disputed?


37. How do I keep track of my disputes?


38.  What if I lose a receipt?


39.  How does the transaction get into the accounting system?


310.  What if I want to charge a transaction to a different accounting code?


311.  What if I need an address or name change on my account?  Who do I call?


412.  How frequent do Billing Official C.A.R.E. passwords need to be changed?


413.  How frequent do Cardholders have to change their password?


414.  Do Billing Official’s have to certify a Billing statement with zero balance?


415.  Until when does a Cardholder have to approve his transactions?


416.  Can Billing Official approve cardholder transactions?


417.  How do Billing Officials reject a transaction in C.A.R.E.?


418.  What status does a reject transaction have both on the managing account and the cardholder account?


419.  Do I have to get 3 quotes every time I make an IMPAC purchase?


520.  Can I divide a purchase requirement that exceeds my single purchase limit of $2500 into smaller purchases?


521.  Is the Defense Automated Printing Office (DAPS) still a mandatory source for printing?


622.  How do I receive credit for a returned item?
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1.  Can foreign nationals be government purchase cardholders?

Yes, if they are a local national employee of the U.S. Command, they can be designated as a cardholders.

2.  Our organization does not want cards issued down at the lowest levels.  Who determines what the “lowest” level is?

This is typically an installation/management decision.  That being said however, the card proves most valuable in the hands of the end-user or requiring unit personnel because layers of approvals and coordination can and should be eliminated.  Also, remember that each cardholder will belong to a Billing Official who reviews all transaction monthly.  Bottom line- whatever works best for all involved while eliminating some overhead should be your unit’s goals.

3.  What does it mean when a merchant receives a referral?

An account will receive a referral when you exceed certain designated thresholds.  The merchant will request further information regarding your account to complete the verification process.

4.  What if there is an unauthorized charge on my statement?

Notify I.M.P.A.C. Customer Service immediately.  If the charge appears to be fraudulent, the account will be closed and a new account will be opened.

5.  Who do I call if I have a dispute with a vendor?

If the vendor has not provided the goods or services as ordered, the first step is to contact them to correct the discrepancy. If they do not correct it to your satisfaction, then you call the bank that issues the IMPAC card and file the                   disputed charge with them. You will be required to file a Cardholder Statement of Questioned Item with the bank. This can be obtained from the bank and faxed or mailed to them. The address to mail it to under the current contract with US Bank                   is:

                  US Bank

                  IMPAC Government Services

                  1010 South 7th St.

                  Minneapolis, Minnesota 55415
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In either case, if the charge hits your statement prior to resolution, the government is required to go ahead and make payment even though settlement has not been reached yet.

6.  What cannot be disputed?

Items that cannot be disputed include:  taxes, I.M.P.A.C. convenience checks, and shipping and handling charges.

7. How do I keep track of my disputes?

You will be able to review the dispute information on C.A.R.E.

8.  What if I lose a receipt?

A detailed receipt is important because it serves as the proof of purchase.  If a receipt is misplaced, or lost try to obtain a copy from the supplier.  If you cannot obtain another receipt you can fill out the Cardholder Statement of Question Item and request the US Bank to get one from the vendor.

9.  How does the transaction get into the accounting system?

All purchases made on your card will be charged to the accounting code specified on your original application.  Your agency/organization may provide you with the approval to re-allocate your transactions using C.A.R.E., if necessary.

10.  What if I want to charge a transaction to a different accounting code?

You will need to contact you’re A/OPC to change your default accounting code.  If this is a one-time purchase or part of a purchase that needs to be re-allocated to a different accounting code, they can be reallocated using C.A.R.E.

11.  What if I need an address or name change on my account?  Who do I call?

Contact you’re A/OPC; do not call I.M.P.A.C. Government Services.  Cardholders, along with secretaries, assistants, etc, cannot request changes or maintenance on an account.
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12.  How frequent do Billing Official C.A.R.E. passwords need to be changed?

Billing Official will be prompted to change their password every thirty days.

13.  How frequent do Cardholders have to change their password?

Cardholders are prompted for a new password after 100 days.

14.  Do Billing Official’s have to certify a Billing statement with zero balance?

Yes, all billing statements must be certified.

15.  Until when does a Cardholder have to approve his transactions?

Cardholders have until cycle end, and then the Billing Official will have to work on behalf of his cardholders.

16.  Can Billing Official approve cardholder transactions?

Yes, the Billing Official has the capability and function key that allows him to approve on behalf of the cardholders.

17.  How do Billing Officials reject a transaction in C.A.R.E.?

Billing Official will reject a transaction by going into the Log Detail tab; explain why the transaction is rejected.  Once comments are entered, click Save Log.  Click the Transaction Detail tab to reject the transaction.  Click Reject to reject the selected transaction.  A Y displays in the Rejected column.

18.  What status does a reject transaction have both on the managing account and the cardholder account?

Once a transaction is rejected the statement status is pending on both accounts.
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19.  Do I have to get 3 quotes every time I make an IMPAC purchase?

No. FAR part 13.202 states that micro-purchases may be awarded without soliciting competitive quotations if the contracting officer or individual appointed in accordance with 1.603-3(b) considers the price to be reasonable.  However, that same FAR part states purchases should be equitably distributed between qualified suppliers.

20.  Can I divide a purchase requirement that exceeds my single purchase limit of $2500 into smaller purchases?

FAR 13.003 (c) states: "Do not break down requirements aggregating more than the micro-purchase threshold into several purchases that are less than the applicable threshold merely to—

(1) Permit use of simplified acquisition procedures; or 

(2) Avoid any requirement that applies to purchases exceeding                   the micro-purchase threshold. 

If you have a purchase requirement in excess of $2500, prepare a DA Form 3953 for action by the Directorate of Contracting.

21.  Is the Defense Automated Printing Office (DAPS) still a mandatory source for printing?

Yes. You must use DAPS for all printing. This is a congressional law that requires this - not just a regulation that someone can waive for you. FAR, Part 8.802 states "Government printing must be done by or through the Government                   Printing Office (GPO) (44 U.S.C.501), unless –

(1) The GPO cannot provide the printing service (44 U.S.C.504);" (NOTE: this reference requires that before an agency use a civilian source, they must have approval from the GPO.)

(2) The printing is done in field printing plants operated by an executive agency (44 U.S.C.501(2));

(3) The printing is acquired by an executive agency from allotments for contract field printing (44 U.S.C.501(2)); or The printing is specifically authorized by statute to be done other than by the GPO."  
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DAPS falls under item (2), and is allowed to subcontract it out to the open market, but the cardholder cannot go open market directly. At year-end, if DAPS isn't open when the funds become available after normal working hours, then you still may not go open market, unless you get specific GPO approval. You will have to find some other use of the funds.

22.  How do I receive credit for a returned item?

The business must credit your account. Do not accept credit vouchers.
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