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Government-wide Purchase Card
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1. APPOINTMENT/DELEGATION/INSPECTION LETTERS

· Request to Establish Government Purchase Card (GPC) Program Account(s) (IAW AFI 64-117, para 3.1)

· Request Revisions to Government Purchase Card (GPC) Program Account(s)  (IAW AFI-64-117, para’s: 3.1., 4.3.4.1.6.1. and 4.3.5.8.)

· Request to Use Purchase Card Beyond Micropurchase Threshold  (IAW AFI 64-117 para’s: 4.3.2.1.)

· Report of Lost/Stolen Cards (IAW AFI 64-117, para. 4.3.4.1.7)

2. TRAINING CERTIFICATES

· GPC Statement of Training (IAW AFI 64-117, para 4.3.3.3.2.)

· GPC Training (Initial/Refresher)  (IAW AFI 64-117, para 4.3.3.3.)

· DoD Government Purchase Card Tutorial Certificate of Completion

· Annual Ethics Training Certificate  (IAW AFI 64-117, para. 4.3.3.3.3.17.)

3. FUNDING DOCUMENTS

· Certified Basic and Amendments to AF Form 4009 (IAW AFI 64-117, para 3.1.)

4. GPC SURVEILLANCE

· Billing Official Surveillance (Quarterly or Annual)

· A/OPC Annual Surveillance Reports

· IAW AFI 64-117, para’s: 3.6.1.5., 4.3.3.6.1. and 4.3.4.1.5.

5. GPC NEWSLETTERS (Optional)

6. AFI 64-117, Air Force Government-wide Purchase Card (GPC) Program dtd 6 Dec 2002
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1. APPOINTMENT/DELEGATION/INSPECTION LETTERS

· Delegation of Contracting Authority for Government Purchase Card Use  (IAW AFI 64-117 para’s: 3.4 and 4.3.2.1.)

· Authorization to Use Purchase Card Beyond Micropurchase Threshold, if applicable  (IAW AFI 64-117 para. 4.3.2.1.)

2. TRAINING CERTIFICATES

· GPC Statement of Training (IAW AFI 64-117, para 4.3.3.3.2.)

· GPC Training (Initial/Refresher)  (IAW AFI 64-117, para 4.3.3.3.)

· DoD Government Purchase Card Tutorial Certificate of Completion

· Annual Ethics Training Certificate  (IAW AFI 64-117, para. 4.3.3.3.3.17.)

3. FUNDING DOCUMENTS (Optional if in Billing Official Folder)

· Certified Basic and Amendments to AF Form 4009 (IAW AFI 64-117, para 3.1.)

4. GPC SURVEILLANCE

· Billing Official Surveillance (Quarterly or Annual)

· IAW AFI 64-117, para’s: 3.6.1.5., 4.3.3.6.1. and 4.3.4.1.5.

5. GPC NEWSLETTERS (Optional)

6. AFI 64-117, Air Force Government-wide Purchase Card (GPC) Program dtd 6 Dec 2002

7. Source Documents (Requests)

8. Transaction Information

· Vendor’s Bill

· Shipping Documents

· Credits

· Required Authorizations/Coordination/Reviews (letters/e-mails)  (IAW AFI 64-117, para’s 2.2 and 2.3)

· Internal Coordination
9. Dispute Documents

