PURCHASE CARD REQUIREMENTS/CONFIRMATION/APPLICATION
 (USE A SEPARATE APPLICATION FOR EACH APPLICANT)

I. CERTIFYING/BILLING OFFICIAL (BO) (Should be the cardholders supervisor) (see responsibilities of the B/O below):

a. Print Name  

                                                                        

b. Series and Grade


c. Office Code, Building and Workstation                                                                        


d. Phone Number                                                                     


e. Is this person currently a BO?                                                                         

f. Signature of B/O.                                                                                                        


II. Cardholder:

a. Print Name

b.  Office Code, Building and Workstation

c. Grade and Series


d. Office Phone Number

e. Single Purchase Limit (not to exceed $2,500.00)


III. What type of purchases will this cardholder be making?  Check one.

a. Purchases for the directorate business office, which will include ADP purchases.

b. Purchases for a section not to include ADP purchases.

c. Purchases for a section to include ADP purchases.

d. Restricted to office supplies only.

IV. Directorate Resource Manager (person that controls the budget in your directorate)

a. Print Name                                                                              


b. Phone Number

c. MOD#


d. Monthly Limit for this cardholder                                                                                 


e. Signature of Resource manager                                                                         


V. If the cardholders’ supervisor is not the BO, this application must me signed by the cardholders’ supervisor.

a. Print Name

b. Office Code:

c. Phone Number

d. Signature                                                                                 

Billing Officials Responsibilities:

· Usually Cardholder’s Immediate Supervisor, in cases where the BO is not the cardholder’s supervisor, the B/O must have the ability to influence the cardholder’s performance appraisal and be able to recommend to the cardholder’s supervisor when disciplinary action is warranted.  Supervisors must minimize conflict of interest when appointing a BO.

· Receives monthly billing statement

· Reviews and signs cardholder’s monthly statement of account

· Certifies bill for correct and proper payment

· Is liable & assumes pecuniary responsibility for:
· Information stated in a payment voucher, supporting documents & records

· Computing the certified voucher

· Legality of proposed payment under the appropriation/fund involved

· Ensures proper/timely handling of disputes

· Liaison with AOPC & Finance/Resource Management (Directorate budget person)
· Conducting a periodic review of the continued need for a purchase card for each cardholder under his/her cognizance.






