DEFINITIONS:

Account Set‑Up Information - Specific information required by U.S. Bank for each cardholder so that an active account can be established for that cardholder. This information is supplied by each agency/organization program coordinator directly to U.S. Bank.  (Within the USARC program, this information is collected on a form called a Nomination Form.)

Agency/Organization Program Coordinator (A/OPC) -  A government employee designated by the Principle Assistant Responsible for Contracting to perform contract administration within the limits of the delegated authority. The A/OPC receives and processes applications from officials, conducts training, prepares Billing delegation of authority memoranda to appoint cardholders and Billing officials; changes dollar thresholds, cancels cards, and performs audit reviews.  The A/OPC is authorized to revoke any credit card and terminate any cardholder/Billing Official from the program.

Alternate Agency/Organization Program Coordinator -  A government employee designated by the Principle Assistant Responsible for Contracting or the Director of Contracting to assist the Agency/Organization Program Coordinator to perform contract administration.

Automatic Data Processing Equipment (ADPE) -  General purpose, commercially available automatic data processing devices, regardless of use, size, capacity, or price that are to be applied to the solution or processing of a variety of problems or applications, or that manipulates, store, or display data.  This description includes (but is not limited to) computers, memory typewriters, auxiliary or accessorial equipment (e.g., plotters, printers, readers), hardware, software, or other data acquisition devices whether selected or acquired with a computer system or separately.  Faxes and copiers are ADPE.  Any item that requires a Capability Work Order Requirement (CAPR) is considered to be ADPE.  If you can’t tell whether the item is ADPE, call the Directorate of Information Management or DCSIM.

Billing Account Statement (Contractor's Invoice) - The official bill (invoice) that is sent from I.M.P.A.C Services to the Billing Official which lists the names and total purchases made by each cardholder from the previous month.

Billing Official – (Also known as the Approving Official or Certifying Official) An individual who has under their purview a number of cardholders. The Billing Official is responsible to validate and certify all purchases on the cardholder’s statement of account  and the summary billing account statement.  This individual may have supervisory duties as part of his/her function (Also referred to as certifying or approving official). Note:  A cardholder cannot be his/her own Billing Official.

Brokering – The process of a vendor, other than the vendor where the purchase was actually made, scanning the IMPAC card to record the purchase (strictly prohibited).    

Bulk Funds -  A pot of money that has been (1) specifically identified for use by a cardholder to make official Government credit card purchases, and (2) certified by Finance and Accounting as available for obligation.

Cardholder - The individual government employee to whom a written Delegation of Authority has been given granting the use of an I.M.P.A.C. card. The card bears the employee's name and can be used only by this individual to pay for official purchases in compliance with this manual and all applicable regulations.

Cardholder Statement of Questioned Item (CSQI) - This form is prepared when a purchase is being disputed with the bank because a satisfactory resolution could not be reached with the vendor. A copy is faxed to the contractor, I.M.P.A.C. Services, as well as a copy attached to the statement of account forwarded to the Billing Official.  

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

Commitment -  A reservation of funds based on a firm procurement request.  This “fund certification” means that there are actually funds available to pay for the purchase, and the cardholder may obligate the Government to pay a legal liability.

Construction – Fabrication, alteration, or repair (including dredging, excavating, and painting) of buildings, structures, or other real property.  Note:  Painting is considered construction.

Contracting Office -  The office with total responsibility for administration of the IMPAC program.

Contractor - The contractor, "U.S. Bank" provides credit for all I.M.P.A.C. uses, certifying that such uses are legitimate as to amount and Standard Industrial Classification codes authorized for the particular cardholder. The contractor produces and disseminates credit card Statement of Accounts and investigates all amounts disputed by the Contracting agency. I.M.P.A.C. Services will maintain all I.M.P.A.C. accounts. I.M.P.A.C. Services will issue cards to cardholders and send out monthly Statements of Account to cardholders, and approving/ certifying officials.  U. S. Bank will pay merchants within 48 hours of the submission of the charge to I.M.P.A.C. Services and will receive reimbursement from the DFAS servicing the Government agency using the card.

Credit Card Purchase Log – Manual log to be used to record IMPAC purchases only when an automated method or record is not available.

Delegation of Authority (DOA) - A document, issued by the Contracting Office and approved by the Principle Assistant Responsible for Contracting (PARC) or the Director of Contracting (DOC), that establishes the individual as an authorized cardholder or Billing Official. This delegation of authority will specify the single purchase and monthly purchase limitations unique to that cardholder and Billing Official. 

Delivery date – The date on which the ordered item is received by the Government.  

Disbursement -  Payment by DFAS of a legal liability of the Government.  

Dispute – Any billing discrepancies (except tax or shipping and handling charges) with the vendor that cannot be resolved between the cardholder and vendor.  (See cardholder statement of questioned item).  

Durable Items – Items that are not consumed in use and retain their original identity, however, they do not require formal property book accounting and hand receipt control.  Examples include internal components for major end-items already posted to the hand receipt, tool sets, components of kits, furniture under $2,500 and software.

Expendable Items - Items that lose their identity or are consumed in use, or which have been identified by the managing activity as expendable due to their low intrinsic value.  Examples are paint and office supplies, or are merged into another entity when used, such as nuts, bolts, washers, screws, construction material, repair parts, etc.  Contact the property book office if you do not know whether an item is expendable or not.

Finance and Accounting Office (FAO) - The FAO will be the payment office for each Certifying Officials' billing account statement.

Hazardous Chemicals/Materials – Any item which has been determined to present an unreasonable risk to health, safety or property.  Some examples of hazardous items are chemicals, dyes, paints, adhesives, preservative and sealing compounds, pest control agents, foundry machinery, flammables, asbestos-containing items, batteries, radioactive materials, photographic supplies, and office supplies which contain solvents, thinners, cleaning fluids, flammable inks, and varnishes.  Cardholders should ask the vendor whether an item is hazardous, and get a Material Safety Data Sheet (MSDS) if it is.  If you need help defining hazardous materials, call either the Safety Office or the Environmental Office.

International Merchant Purchase Authorization Card (IMPAC) or Bankcard -  this is the official name of the U.S. Government purchase card provided to DOD employees by U.S. Bank for the purpose of purchasing supplies/services.

Long Term Lease -  A lease for a period of 30 days or longer

Materiel Managed Items – Items such as ammunition, weapons and weapon systems parts.  Prior approval is required from Item Materiel Managers prior to purchase of these items with an IMPAC card.

Merchant Activity Type (MAT) -  Codes developed and customized to each agency's specific requirements, that during the authorization process, will alert the bank and appropriate Government personnel of purchases that should be prohibited.

Micro-Purchases – Purchases at or below the $2,500 threshold.  Order may be an individual item or multiple items up to the threshold.

Monthly Purchase Limit - An amount that each individual is authorized to spend per billing cycle, i.e. (the 24th through the 23rd of the next month). This amount is usually specified in the cardholder’s appointment letter. 

NIB/NISH – National Industries for the Blind/National Industries for the Severally Handicapped.

Non-expendable (Property Book) Items – Items that are classified with a bar code at the discretion of the Installation Property Book Officer (PBO) and require formal accountability and hand receipt control.  Examples:  Audio-Visual equipment, most ADPE, all furniture valued over $2,500 and some non-serial numbered items at the discretion of the PBO.    

Obligation – The creation of a legal liability when you make a purchase that requires the Government to pay for that purchase.

Office Limit – The maximum dollar amount that can be spent by all cardholders rolling up to a given Billing Official for a specific month. 

Off-the-Shelf Training – Off-the-shelf training is defined as training products and services that are regularly available to the general public and/or government personnel.  The term includes training offered in catalogs or other printed material or by a college, university, professional association, consultant, firm or organization.  It does not include training specifically developed, designed, or produced to meet a requirement unique to an organization and/or program. 

Partial Delivery – Shipment by a vendor of any amount less than the complete order.  For example, shipment of one or two items from a requisition that contained three items (whether they were three of the same item, or three different items) is a partial delivery.  Nothing in the regulations prohibits partial delivery, even though the cardholder is prohibited from ordering this way (split purchases). 

Pay & Confirm Policy – Pay entire bill (except suspected fraud) and resolve discrepancies later.

Personal Items/Gifts/Momentos – Items that are bought for anyone’s personal use, whether for home or office.  As a general rule, if you’d take the item with you if you moved to another office, chances are it’s a personal item.    Items to be given to an individual to boost morale or increase support for a particular program, examples:  ashtrays, key chains, jackets, sweaters, and t-shirts with personal logos.  Contact the Legal Advisor, to verify legality, prior to making these purchases.

Property Book – Record of accountable property owned by Logistics.

Receipt – The document bearing the Cardholder’s signature which shows the amount paid for a purchase or which shows the amount credited to the account because of a return.  

Requester – The person/office that has a requirement for an item.

Services – Examples: carpet cleaning, one time repair, calibrating equipment.

Supplies – Examples: computers, basic office supplies, and electronic components.

Single Purchase Limit - The cardholder is delegated procurement authority and appointed as a cardholder. This authority must include a limitation on the amount the cardholder is permitted to purchase at any one time, an amount not to exceed $2,500. This information is linked to the card account number via a database at the credit card center. The purchase will be denied if it exceeds the cardholder's delegated authority. (NOTE: This limit applies to a total amount, not a per item or line item total. "Splitting" purchases into a series of purchases, each of which falls under the single purchase limit, will be regarded as fraud). NOTE: Under the Federal Acquisition Streamlining Act (FASA), individuals within the Contracting Office may be delegated single purchase authority up to $100,000 and payment authority against large dollar contracts up to $9,999,900.

. 

Split Purchases - When a known requirement is segregated into 2 or more purchases to avoid exceeding the single purchase limit.  (Strictly prohibited).

Sustainment items – Weapons, weapons parts and ammunition.  Also referred to as materiel managed items.

Tax Exemption - All IMPAC purchases for supplies will be exempt from state and local taxes, in accordance with the state law. The phrase "U.S. Government Tax Exempt" is embossed on the front of each IMPAC card.  The AOPC has tax exempt letters for many of the states.

Telecommunications -  This refers to any type of communications device or instrument that attaches to a telephone line or telephone jack.  Examples of these items are speakerphones, answering machines, cordless telephones and cellular phones.  NOTE:  This excludes pagers/beepers.  Though these items are approved for purchase, we do not support them for maintenance.  

Unauthorized purchases – (1) A purchase made by a person whose name does not appear on the IMPAC card; or (2) use of the credit card for personal business; or (3) a purchase of an item not authorized for purchase by the IMPAC card.

UNICOR – Federal Prision Industries (mandatory source of supply).

US Bank – The bank that issues the IMPAC card & monthly billing statements & statements of account.

Visual Information -   One or more of the various visual media with or without sound.  Generally speaking, visual information includes still photography, motion picture photography, video or audio recording, graphic arts, visual aids, models, displays, visual presentation services, and the processes that support them.  If you can’t tell whether the item is visual information/audio-visual, call the Visual Information Manager in the Directorate of Information Management.
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