SETTING UP THE PURCHASE CARD ACCOUNT

Requiring activities will prepare a written request for opening a purchase card account.  (See Template)
The request will include the following information:

(1)
Identify the name, rank/grade of the cardholder(s) and billing official.


(2)
Complete mailing address (office symbol, street 

          address, city, state, zip, telephone number, fax 

          number and email address of the cardholder(s)
          and billing official.

(3)
Full description of the types of purchases to be

          made with the purchase card.


(4)
Single purchase limit: (Up to $2,500)


(5)
Monthly purchase limit:  (This figure should be

          the maximum you would allow per month as approved

          by your budget office.)


(6)
Specify the DFAS paying office.


(7)
Point of contact for this request.


(8)
The name of the appropriate child rule set, the

          default line of accounting and any alternate

          lines of accounting established by your budget

          office.


(9)
If appointment is for a new billing official, the 



organization must send a completed DD Form 577 



(signature card) and a copy of the certification 

letter to the appropriate DFAS.  (The billing official will receive the certification letter after training).

This request will be submitted through the cardholder’s budget office.  The budget office can help determine monthly and office limits and funding will be certified prior to placing any orders against the purchase card.  Funding increases will be requested in writing (email is acceptable) by the billing official and approved through his/her budget office to ensure funding is available for all purchases.  The budget office will forward request to the agency program coordinator (APC) to process funding increase with U.S. Bank.  The budget control officer is responsible for establishing expiration dates and supplemental instructions on the form to fit local accounting procedure.  Once funding has been closed for the fiscal year end, no charges can be made using the purchase card.

Any purchase requirements after closeout of funds will be handled on a case-by-case basis.  No charges can be made with the purchase card until the cardholder’s organization receives new FY funding.

The APC will notify the cardholder with projected training dates.

U.S. Bank will mail the purchase card to the address provided in (2) within five (5) to ten (10) working days after the receipt of the cardholder’s account setup information.

