What does it take to establish a Government-Wide Purchase Card?

1. The potential cardholder must attend the 4-hour mandatory training.  Training is conducted monthly and announced via email to all Billing Officials.

2. Paperwork to include:

a. Letter of Authorization

b. Cardholder Setup Application (completed)

c. Statement of Training (signed after course completion)

d. Statement of Integrity (signed after course completion)

e. Merchant Category Code Selection (signed by Billing Official)

At the time training is announced via email , the referenced documents are provided as an attachment to the Billing Official with instructions to download and complete.  Responsible Billing Officials should save the documents for future use.

Read AFI 64-117, Chapter 3 for more information on establishing accounts.

