SAMPLE APC APPOINTMENT LETTER























 Date:

From:  Commanding Officer

To:

Subj:   APPOINTMENT AS AGENCY PROGRAM COORDINATOR

Ref:
(a) EBUSOPSOFFINST 4200.1A



(b) Citibank APC Guide (http://www.citibank.com/us/gcs/document.htm)  

1.  You are hereby appointed as the Agency Program Coordinator (APC) for the Government-wide Commercial Purchase Card Program at this command.  As APC, you will be responsible for the establishment and management of the day-to-day operation of the Program.  You will be the focal point for all Approving Officials, Cardholders, the Navy Program Office and Citibank.  You are directed to thoroughly familiarize yourself with the contents and procedures contained in reference (a) through (c).  Your responsibilities include but are not limited to:

· Acting as primary liaison with Citibank

· Developing and maintaining local Internal Operating Procedures (IOP)

· Ensuring training is provided on IOP and DoN policies/procedures

· Establishing, approving and maintaining card/program accounts

· Ensuring internal semi-annual reviews are conducted

· Complying with HCA (NAVSUP) review requirements (APC Desk Review)

2.  In addition to the responsibilities provided in references (a) and (b), you are hereby designated as the Appointing Official and delegated the authority to appoint and delegate contracting authority to cardholders.  You are further authorized to appoint and designate Approving Officials/Certifying Officers.  

3.  Your APC responsibilities may not be re-delegated.

4.  This appointment remains in effect until cancelled or revoked.

                                                    I. B. WATCHING, CAPT USN

ACKNOWLEDGEMENT

By signature hereon, I acknowledge my appointment as the Agency Program Coordinator (APC) for the Government-wide Commercial Purchase Card Program at this command.  I have read and understand my responsibilities.  I further understand that this appointment will remain in effect until revoked in writing by you or your successor.

___________________________

________

APC Signature








Date
