I.M.P.A.C.


REQUEST FOR THE I.M.P.A.C. 
A government-authorized I.M.P.A.C. purchase card is requested for the following individual at the NCI-Frederick.  Training in the use of the I.M.P.A.C. card either has been received or will be given before  the card may be issued or used.  Signature by the proposed Cardholder and the Card Approving Official (CAO) certifies understanding and acknowledgment that such training has to be completed  before the card may be issued or used.

The I.M.P.A.C. may be used only for official NCI-Frederick  purchases and may not be used for personal requirements.  All regulations and reporting requirements enumerated in the training must be adhered to by the Cardholder and the CAO.  No individual’s I.M.P.A.C. purchases may exceed $20,000 per year.

Cardholder:
Name: ________________________________ Title: _____________________  Ext.: ________

Program Area : ________________________________________________Location: _________ 

Center Number(s): ______________________________________________________________


Employee ID : ___________
: ________
E-mail: _________________

I request an I.M.P.A.C.         Signature: ___________________________      Date: ___________
Card Approving Official (CAO):   Must be proposed Cardholder’s supervisor or higher level and must have Fiscal Authority for Center Number.
Name: _______________________________ Title: _____________________  Ext.: _________

Program Area:                                                                            
Location: _______________

Signature:                                                     Date: _______________

 Requested Single Purchase Limit (may not exceed $2,500): _________________ 

Requested Monthly Purchase Limit : ___________________

====================================================================
Do not write below this line

CAO #: ___________________________     New: ________ 

Agency/Org. Program Coordinator Signature:                                                        Date:      
Attachment D

TERMS AND CONDITIONS FOR USE OF THE I.M.P.A.C.
The undersigned, by his/her signature on this document, verifies that he/she has read and understands the ‘Internal Procedures for the Purchase Card (I.M.P.A.C.) Program’, and agrees to abide by those instructions and the following conditions:

· All purchases will be for official use only; no purchase of personal items will be made.

· Responsibility for assuring that purchases are authorized and in accordance with law and regulation will rest with the undersigned.  In cases where doubt exists over the legitimacy of a purchase, the undersigned is responsible for seeking advice from the A/OPC, in advance.  

· If a Purchase Card is lost or stolen, the undersigned agrees to follow the prescribed reporting instructions without delay.

· The undersigned understands that if the monthly reconciliation is not completed (signifying receipt of the item), card privileges will be suspended or revoked and the Cardholder may be held personally liable.

· The undersigned will surrender his/her Purchase Card or Approving Authority upon termination of his/her current employment or at any time upon request of the A/OPC.

I have read and understand this document and the documents referenced and voluntarily agree to accept responsibility for a U.S. Government Purchase Card for the NCI-Frederick on these terms, 

(   )  as Cardholder  

(   )  as Card Approving Official 

___________________________________

____________________________________

(Program Area)




(Building and Room)

___________________________________

____________________________________

(Typed or Printed Name)



(Signature)

____________________________________
____________________________________

(Date)






(Telephone Number)


11/14/03

