Now that I’ve completed GPC training…What’s Next?

DOCUMENTATION NEEDED FOR A NEW GPC ACCOUNT
1. REQUEST TO ESTABLISH GOVERNMENT PURCHASE CARD (GPC) PROGRAM ACCOUNT(S).  This is a memorandum signed by the organizational commander or director.  
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A copy of a sample request letter is attached and available on the GPC web site under Sample Documents.

2. GOVERNMENT-WIDE PURCHASE CARD (GPC) SET-UP FORM.  This form provides all the necessary information to set up the Billing Official, Cardholder or Alternate Billing Official account A separate form must be submitted for each new account.
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A copy of this form is attached and available on the GPC web site under Forms.    

3. TRAINING CERTIFICATIONS.  These are the documents that you received when you completed initial/refresher training, DoD Government Purchase Card Tutorial and Ethics Training.  Keep the original for your records and send us a copy of these documents for the Billing Official, Alternate Billing Official and the Cardholder(s).  You must complete ALL three:
· Classroom GPC Initial/Refresher training
· DoD Government Purchase Card Tutorial
· Ethics training
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On-line Ethics training is only required if SMC/JA does NOT provide Ethics training during the GPC Initial/Refresher class.  
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The DoD Government Purchase Card Tutorial and Ethics training links are available on the GPC web site under Training Materials.
4. CERTIFIED AF FORM 4009 - Form used to establish a funding account for a GPC or convenience check account at Accounting and Finance.  Monies drawn from this account are used to pay charges made against the GPC or convenience check program.  The document submitted as part of the request package must have a Master Account Code assigned and must be signed and certified by the Financial Services Office.  Maintain the original and send us a copy of this document.  The account request cannot be initiated without this document.

DOCUMENTATION NEEDED TO TRANSFER A BILLING OFFICIAL ACCOUNT FROM ONE INDIVIDUAL TO ANOTHER OR TO ADD/CHANGE ALTERNATE BILLING OFFICIAL

1. REQUEST REVISIONS TO GOVERNMENT PURCHASE CARD (GPC) PROGRAM ACCOUNT(S).  This is a memorandum signed by the organizational commander or director.  
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A copy of a sample request letter is attached and available on the GPC web site under Sample Documents.
2. GOVERNMENT-WIDE PURCHASE CARD (GPC) SET-UP FORM.  This form provides all the necessary information to set up the Billing Official, Cardholder or Alternate Billing Official account A separate form must be submitted for each new account.
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A copy of this form is attached and available on the GPC web site under Forms.    
3. TRAINING CERTIFICATIONS.  These are the documents that you received when you completed initial/refresher training, DoD Government Purchase Card Tutorial and Ethics Training.  Keep the original for your records and send us a copy of these documents for the Billing Official, Alternate Billing Official and the Cardholder(s).  You must complete ALL three:
· Classroom GPC Initial/Refresher training
· DoD Government Purchase Card Tutorial
· Ethics training
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Note:  On-line Ethics training is only required if SMC/JA does NOT provide Ethics training during the GPC Initial/Refresher class.  
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The DoD Government Purchase Card Tutorial and Ethics training links are available on the GPC web site under Training Materials.
DOCUMENTATION NEEDED TO REVISE A GOVERNMENT PURCHASE CARD ACCOUNT, CHANCE ADMINISTRATIVE DATA ON A BILLING OFFICIAL ACCOUNT

1. REQUEST REVISIONS TO GOVERNMENT PURCHASE CARD (GPC) PROGRAM ACCOUNT(S).  This is a memorandum signed by the organizational commander or director.  
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A copy of a sample request letter is attached and available on the GPC web site under Sample Documents.
DOCUMENTATION NEEDED FOR GOVERNMENT CONVENIENCE CHECK ACCOUNT

1. REQUEST TO ESTABLISH GOVERNMENT PURCHASE CARD (GPC) PROGRAM ACCOUNT(S).  This is a memorandum signed by the organizational commander or director.  
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A copy of a sample request letter is attached and available on the GPC web site under Sample Documents.
2. GOVERNMENT-WIDE PURCHASE CARD (GPC) SET-UP FORM.  This form provides all the necessary information to set up the Billing Official, Cardholder or Alternate Billing Official account A separate form must be submitted for each new account.
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A copy of this form is attached and available on the GPC web site under Forms.    

3. TRAINING CERTIFICATIONS.  These are the documents that you received when you completed initial/refresher training, DoD Government Purchase Card Tutorial and Ethics Training.  Keep the original for your records and send us a copy of these documents for the Billing Official, Alternate Billing Official and the Cardholder(s).  You must complete ALL three:
· Classroom GPC Initial/Refresher training
· DoD Government Purchase Card Tutorial
· Ethics training
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Note:  On-line Ethics training is only required if SMC/JA does NOT provide Ethics training during the GPC Initial/Refresher class.  
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The DoD Government Purchase Card Tutorial and Ethics training links are available on the GPC web site under Training Materials.
4. CERTIFIED AF FORM 4009 - Form used to establish a funding account for a GPC or convenience check account at Accounting and Finance.  Monies drawn from this account are used to pay charges made against the GPC or convenience check program.  The document submitted as part of the request package must have a Master Account Code assigned and must be signed and certified by the Financial Services Office.  Maintain the original and send us a copy of this document.  The account request cannot be initiated without this document.

REMINDERS!!

 Be sure your commander or appropriate individual signs the request letter

 Include the Master Accounting Code assigned by the FSO on each AF Form 4009.  An example of one is 73A999.

 Ensure the monthly limit is noted on the request letter for the billing official and the single and monthly purchase limits for each cardholder noted on the request letter.
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