SAMPLE MEMO FOR SETTING UP A GPC MANAGING ACCOUNT
(Blue = indicate required data/blue will print as black)
(Red = Information / Delete before printing)

DEPARTMENT OF THE ARMY

Organization Name

Division/Department

APVR-XXX-XX






24 September 2003
MEMORANDUM FOR Regional Contracting Office, Alaska ATTN: SFCA-PRA-AA (Agency/Organization Program Coordinator), Bldg 600, Fort Richardson, Alaska 

99505-0525

SUBJECT:  Government Purchase Card Managing Account Set-up for UNIT 
1. This is an IMA or MISSION Account. (select one)
2. The primary Billing Official will be SSG DOE 

3. SSG DOE attended/will attend GPC Training on XX April 200X.

4. The Alternate Billing Official will be ???????????
5. ?????????? attended/will attend GPC Training on XX April 200X.
6. The mailing address is PO Box XXXX, Fort X, AK  99XXX-XXXX.

7. The phone number is (907) 3XX-XXXX, and the fax number is (907) 3XX-XXXX
8. The monthly limit on the account will be $X
9. The fund cite to be used on the account will be: (forward to Resource Manager)
Appropriation Data:  212002200220200000

OAC:
Enter OA

ASN:
Enter ASN
UIC:
Enter UIC
JO:
PUT APC HERE

OC:
PUT EOR HERE

DBSH:
 PUT APC HERE

AI:
095523

10. Under the Account Information Tab put the following codes: (for APC use only)


x Send Invoice

 
Routing Number:  045924


x Sent Obligation

Obligation Routing Number:  095523

11.  POC is the undersigned at XXX-XXXX/Fax-XXXX.







UNIT COMMANDER







SIGNATURE BLOCK
RESOURCE/BUDGET APPROVAL

Adequate funding is available for the above stated monthly limit.  I will coordinate with the above named Billing Official to help ensure that expenditures never exceed funding.







RESOURCE MANAGER







SIGNATURE BLOCK

