(Office Symbol) 
(Date)

MEMORANDUM FOR: Director, 409th CSB / ECC-E, Theater Contracting Center, ATTN: CCEC-EUC-GPC, Unit 23156, APO AE  09227-3156

SUBJECT: Request for Government Purchase Card Account

Office Letterhead Here

~SAMPLE CARDHOLDER REQUEST MEMORANDUM~
(Office Symbol) 
(Date)

MEMORANDUM FOR Director, 409th CSB / ECC-E, Theater Contracting Center (TCC), ATTN: CCEC-EUC-GPC, Unit 23156, APO AE  09227-3156
SUBJECT: Request for Government Purchase Card Account
1. Request that (name as it will appear on account) (Unit / Organization of Assignment) be appointed as Government purchase card holder under the account of (Billing Official’s full name and Account number); ABO is (ABO’s full name). Cardholder must be a US Military of DoD Civilian employee. The above individual has been verified as meeting these criteria. 
2. Justification for Cardholder: (Detailed information must be provided to identify the Unit/Organization Mission and what requirements are anticipated)
3. The following information is provided:

a. Unit / Organizational assignment: __________;
b. Official Mailing Address: __________; (complete address, including box #)
c. Phone: __________;  (Provide both DSN and commercial #)
d. e-mail Address: __________; (Must be a .mil address)
e. Merchant Category Code required (from MCC Table): __________; (determined by the Resource Manager)

f. Required Training Completed: Yes / No; (Attach all certificates) 
g. DEROS date: __________. (should have at least one year remaining at duty station)
4. Single purchase limit is $3,000 and the total monthly purchase limit is $___________ (the amount is established by the RM as a bulk fund reservation, based upon unit budgetary constraints).
5. Bulk fund accounting classification is responsibility of the RMO and will be set in ACCESS ONLINE by the RMO.

6. Point of contact for this action is (Full Name), (Job Title), (Unit / Organization of Assignment), (Commercial Phone), (DSN), (e-mail).
___________________________________
___________________________________ 
(Signature of Resource Manager)
(Signature of Appointing Authority)

  (APPLICATION MUST BE PHYSICALLY SIGNED BY RM AND APPOINTING AUTHORITY)
