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May 19, 2008
MEMORANDUM FOR:  (insert name of AO)



      (insert name of LO/SO)
FROM:

      (insert name of HCO)



      Director, (insert name of Region Acquisition Division)
SUBJECT:  

      APPOINTMENT OF PURCHASE CARD APPROVING OFFICIAL

Ref:


      (a) Commerce Acquisition Manual (CAM) 1313.301

1. As required by reference (a), you are hereby appointed as the Approving Official (AO) for a select number of (name of LO/SO) employees.
2. You have been appointed as an AO because of your specific knowledge of the job responsibilities of the purchase cardholders that you have been assigned.  You are required to look at each cardholder’s purchases, at the merchant who made the sale and determine if those purchases were made for official use, and if they were items allowed to be purchased as per reference (a).  If for any reason you question the purchase(s), you are required to contact the cardholder and determine if the purchase was valid.  If you determine the purchase was invalid, you must immediately contact the (insert name of  regional Purchase Card Program Coordinator), Program Coordinator, phone: XXX-XXX-6875, e-mail address:  Susie.tellall@noaa.gov.
3. Use of the purchase card is to be consistent with regulations established for mandatory sources of supply and all applicable procurement regulations.

4. In the performance of your duties, you are reminded that you must comply with the Standards of Conduct.

5. Further information can be found at the AGO website:  http://www.ago.noaa.gov/bankcard/
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