SAMPLE APPROVING OFFICIAL/PURCHASE CARD 

CERTIFYING OFFICER LETTER

(Use appropriate letterhead)











Ser:

From:  Commanding Officer/Activity Head (or APC)

To:    

Subj:  APPOINTMENT AS APPROVING OFFICIAL/PURCHASE CARD

       CERTIFYING OFFICER

Ref:   (a) EBUSOPSOFFINST 4200.1A

       (b) Command/Activity Internal Operating Procedures

       (c) USD (Comptroller) dtd 30 Nov 98 Subj. Purchase Card



 Certifying Officer Guidance Change 1 and Attachment

       (d) ASN(C) Memorandum of 3 Jun 99

Encl:  (1) Signature Card DD Form 577

1.  Appointment.  You are hereby appointed as an Approving Official (AO) and Certifying Officer for the Government-wide Purchase Card Program at this Command/Activity.  References (a) through (d) provide detailed information regarding your Approving Official and Certifying Officer responsibilities.  You may not delegate your authority to any other individual.

2.  Responsibilities.  In addition to the responsibilities provided by reference (a) through (d), you shall be the conduit between the APC and the cardholders under your purview.  You shall ensure proper dissemination of information regarding program changes and cardholders’ ability to use their cards.  

As the AO, you are required to review and verify the monthly purchase card statements of the cardholder(s) under your purview and verify that all purchases were necessary and for official government purposes.  

As the Certifying Officer, you are required to designate (in writing) each cardholder under your purview as an Accountable Official in accordance with reference (a) and (c). 

You are additionally required to certify the monthly billing statement (the official invoice) within five working days of receipt and forward it to the appropriate office for payment.  The official invoice shall include a written certification statement.

Subj:  APPOINTMENT AS APPROVING OFFICIAL/PURCHASE CARD

       CERTIFYING OFFICER

3.  Termination of Appointment.

    a.  Your appointment may be revoked at any time and shall be terminated in writing.

    b.  Should you be reassigned from your present position, or should your employment be terminated while the appointment is n effect, you shall promptly notify your APC in writing so that your appointment may be terminated.

    c.  Any questions regarding your responsibilities may be directed to the APC.

4.  Certifying Officer Support Personnel

    APC:

5.  Assigned Cardholders
6.  You must acknowledge the appointment and that you have read and understand your responsibilities and accountability by signature below.  In addition you must complete DD Form 577, Signature Card for the payment office.  After completion, a signed copy of this appointment and the completed DD Form 577 must be returned to the APC.  For all documents you certify under this appointment, your signature must be in the form indicated by you in block 5 of the DD Form 577.









I.B. WATCHING

Acknowledgement
By signature hereon, I acknowledge my appointment as a Government-wide Commercial Purchase Card Program Certifying Officer.  I have read and understand my responsibilities and my pecuniary liability as Certifying Officer and as an Accountable Official.  I further understand that this appointment will remain in effect until revoked in writing by you or your successor.

____________________________        ________

Certifying Officer Signature          Date

Copy to:

APC

PURCHASE CARD CERTIFICATION STATEMENT

I certify on (insert date) that, except as may be noted herein or on supporting documents, the purchases and amounts shown documented on this statement:


a. Are correct and were required to fulfill immediate mission requirements of my organization.


b. Do not exceed spending limits approved by the Resource Manager.


c. Are not for my personal use or the personal use of the receiving individual.


d. Are not items that have been specifically prohibited by my organization or by statute (e.g., real estate, transportation and travel).


e. Are not parts of a system or larger purchase exceeding $100,000 in value.


f. Have not been split into smaller segments to stay under the micro purchase limit ($2,500.00).

In making this certification, I understand that the cardholder has not notified me of any duplicate payments, and/or any fraudulent or improper charges to their account.  The cardholder will be responsible for repaying my organization, up to the amounts permitted by regulation, for any purchases that do not meet the above requirements as determined by later audit and/or reconciliation.  I also understand that the disbursing officer will charge for any late interest payment penalties in accordance with the Prompt Payment Act.

       ______________________________________________



Authorized Certifying Officer Signature




(or electronic signature)
