(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: Termination of Government Purchase Card (GPC): Cardholder Clearing Document

Office Letterhead Here

~SAMPLE MEMORANDUM FOR VERIFYING CARDHOLDER ACCOUNT TERMINATION~

(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: Termination of Government Purchase Card (GPC): Cardholder Clearing Document
1. I certify that the following GPC Cardholder (name as it appears on account and account number) under Billing Official (BO) (full name of BO) and Alternate Billing Official (ABO) (full name of ABO) has:

· Completed all orders and matched them to the corresponding transaction in Access Online (AxOL) and has no outstanding purchases;
· Turned in ALL outstanding ORIGINAL purchase requests, receipts, and supporting documentation to the BO or ABO;
· Turned in ALL outstanding ORIGINAL Statements of Account and all GPC records (purchase requests, etc.) to the BO or ABO;
· Turned in my GPC card to the BO or ABO and has been destroyed by the BO or ABO in my presence. (NOTE: Provide the A/OPC with a signed copy of this document and proof of card cut into 4 or more pieces).
2. The point of contact for this action is (Full Name), (Job Title), (Commercial Phone), (DSN), (e-mail).


_________________________


Cardholder Signature






__________________________                   


Billing Official (or Alternate Billing Official) Signature

XXXX-_ _ _ _-_ _ _ _-_ _ _ _

Managing Account Number
