APPROVING OFFICIAL

TABLE OF CONTENTS

The Following table of contents will be used to set up your Approving Officials file.  A three ring binder, file cabinet or 5 part file folder will work fine.

COVER --

Approving Official File Table of Contents

TAB A --
**
Delegation of Authority for IMPAC Use/Training Statement Letter (yours)

TAB B --
**
Training Certificate (yours)

TAB C--
**
Appointment Letter (AO/CH) and (Hazardous Material Purchasers) 

TAB D --
**
Program guide (AFI 64-117)

TAB E --
**
AF Form 4009’s

TAB F --
**
Copy of all cardholder monthly Statement of Account(s) with attached



documents (i.e. shipping receipts, purchase logs, AF Form 3952)

TAB G --
**
Surveillance Report and Surveillance checklist

TAB H --
**
Method of tracking cardholder expenditures and approvals

TAB  I --

Misc. Documentation (Application, etc)

TAB J --
**
Method of tracking discounts and mail in or store rebates 


SPECIAL NOTE:  Your Approving Officials file is subject to a no-notice surveillance by the IMPAC Project Manager.  It is your responsibility to ensure the cardholder’s file is current.

SPECIAL NOTE:  (**) Mandatory Items

CARDHOLDER’S  
TABLE OF CONTENTS

The Following table of contents will be used to set up your cardholder’s file.  A three ring binder, file cabinet or 5 part file folder will work fine.  If parts of your files are automated, please place a cross-reference sheet in that section with location.

COVER --

Cardholder File Table of Contents

TAB A --
**
Delegation of Authority for IMPAC Use and Training Statement Letter

TAB B --
**
Training Certificate

TAB C--
**
Current Purchase Log & supporting documents (file in TAB F at end of month) 

TAB D --
**
IMPAC Training handouts/program guide (AFI 64-117)

TAB E --

USBCS Cardholder handbook (sent along with IMPAC card)

TAB F --
**
Copy of all past monthly Statement of Account(s) with attached documents



(i.e. shipping receipts, purchase logs, AF Form 3952)

TAB G --
**
Surveillance Report (From GPC Office & BO), Copy of Surveillance checklist

TAB H --

Misc. Documentation (Application, etc)
TAB I

**
Method of tracking discounts and rebates 

SPECIAL NOTE:  Your cardholder’s file is subject to a no-notice surveillance by the IMPAC Project Manager.  It is your responsibility to ensure the cardholder’s file is current.

SPECIAL NOTE:  (**) Mandatory Items

