Billing Official Application Package

GPC Account Request (Signed by Appointing Official AND the Resource Manager)

Note: The Account Request Letter must contain a “Justification”. (See para 2 of example)

An example letter is provided at separate attachment. 

PLEASE USE ONLY THE REVISED FORMAT PROVIDED. EFFECTIVE 01 JUNE 2010, NO OTHER REQUEST FORMAT WILL BE ACCEPTED.
DD Form 577 (Example provided at separate attachment)
Statement of Agreement

GPC Billing Official Training and Certification Requirements –

DAU Government Purchase Card Training – CLG-001 (on-line)

Refresher training required annually – DAU GPC Refresher Training – CLG-004

DAU Ethics for AT&L – CLM-003 (on-line)

(Annual certification is required)

GSA Micro-Purchases and Section 508 (on-line) 

(Annual certification required)

The above training requirements MUST have been completed within the last 12 months.

Access Online Training for Cardholders (on-line)

(Order Management, Transaction Management, and Account Approval Process modules are of primary importance) Certificates provided which do not indicate that the above modules were completed will not be accepted. 

GPC Classroom Training Certificate
The application for an Alternate Billing Official is the same except the application letter is a little different. (Example attached)

