SAMPLE 4

MEMORANDUM FOR SMC/PK

FROM: REQUESTING ORGANIZATION
SUBJECT:  Under $2,500 Threshold - Not GPC® Purchase

Request your approval for the purchase of _________________________ for ___________________________ with vendor ABC Inc.  We are unable to locate these services/items from a vendor source that accepts the purchase card







     JOHN DOE, TSgt, USAF







     GPC ® Cardholder

1st Ind, SMC/PK

MEMORANDUM FOR REQUESTING ORGANIZATION
Approve/Disapprove

PATRICIA KIRK-MCALPINE, SES

Director of Contracting

MEMORANDUM FOR ESC/CC

FROM: REQUESTING ORGANIZATION
SUBJECT:  Under $2,500 Threshold - Not GPC® Purchase

Request your approval for the purchase of the repair of a piece of test equipment, costing $1500.00.  Vendor XYZ is the only vendor in this area that can accomplish this repair, however vendor XYZ does not accept credit cards.  I have worked with ESC/PKO trying to find another vendor to supply the equipment, however they were incapable of finding another vendor.  Thus, the GPC® cannot be used. 







    JOHN DOE, TSgt, USAF







    GPC® Cardholder

1st Ind, ESC/CC

MEMORANDUM FOR REQUESTING ORGANIZATION
Approve/Disapprove

   JOHN SMITH, Maj Gen, USAF

   Commander

MEMORANDUM FOR ESC/CC

FROM: REQUESTING ORGANIZATION
SUBJECT:  Under $2,500 Threshold - Not GPC® Purchase

Request your approval for the purchase of a laptop computer, costing $1500.00.  We are unable to use the GPC® because we are receiving money from an outside organization.  The GPC® procedures do not allow for multi-line funding on the AF Form 4009, thus we cannot move the money to our existing AF Form 4009.  It would be impractical to establish a new credit card account just for this one purchase.  Thus, the GPC® cannot be used. 







    JOHN DOE, TSgt, USAF







    GPC® Cardholder

1st Ind, ESC/CC

MEMORANDUM FOR REQUESTING ORGANIZATION
Approve/Disapprove

   JOHN SMITH, Maj Gen, USAF

   Commander

MEMORANDUM FOR ESC/CC

FROM: REQUESTING ORGANIZATION
SUBJECT:  Under $2,500 Threshold - Not GPC® Purchase

Request your approval for the purchase of a non-personal service, costing $900.00.  Vendor XYZ, ABC, and RST all can perform the service, however, all want prepayment, which is not authorized on the GPC®.  I have worked with ESC/PKO trying to find another vendor to provide this non-personal service; however, they were incapable of finding a vendor willing to accept payment after the service period.  Thus, the GPC® cannot be used. 







    JOHN DOE, TSgt, USAF







    GPC® Cardholder

1st Ind, ESC/CC

MEMORANDUM FOR REQUESTING ORGANIZATION
Approve/Disapprove

   JOHN SMITH, Maj Gen, USAF

   Commander
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