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	     U.S. DEPARTMENT OF COMMERCE

Eastern Region Acquisition Division

Norfolk Federal Building 

200 Granby Street, Room 815

        Norfolk, VA 23510


MEMORANDUM FOR:

FROM:
    
Subj:  APPOINTMENT AS AN AGENCY PROGRAM COORDINATOR 
Ref:
  (a) Federal Acquisition Regulation (FAR) 1.6 

1.  In accordance with references (a) through (d), you are hereby appointed as an Agency Program Coordinator (APC) for the National Oceanic Atmospheric Adminstration (NOAA), Acquisition and Grants Office, (insert the acquisition office here) Purchase Card Program. The specific limits of your authority are established below. You are reminded that you are personally accountable for strict adherence to NOAA Purchase Card policies and procedures. 

a.
Delegation of Purchase Card authority to Cardholders, Approving Officials and appointment of Alternate APCs.
b.
Dollar threshold assignment to Cardholders and/or Approving Officials.

c.
Transaction Type/Purchase method assignment to Cardholders and/or Approving Officials. 

d.
Assignment of purchase restrictions (e.g., MCC blocks).

2. The Purchase Card shall only be used for authorized U.S. Government purchases. Intentional use of the Purchase Card for other than official Government business will be considered an attempt to commit fraud against the U.S. Government and may result in immediate cancellation of an individuals purchase card and further disciplinary action. You will be held personally liable to the Government for the amount of any non-Government transaction. Under 18 U.S.C. 287, misuse of the Purchase Card could result in a fine of not more than $10,000 or imprisonment for not more than five years or both.  
3.  You have been appointed to a position wherein your duties include the functions of an accountable official. You must become thoroughly familiar with your responsibilities and accountability. You must acknowledge this appointment and that you have read and understand your responsibilities and liability by signature in the space provided.
4.  Improper, fraudulent, abusive or negligent use of the Purchase Card is prohibited. Supervisors who receive information indicating that an employee (military or civilian) has engaged in any fraud, misuse, or abuse of the Purchase Card shall take appropriate corrective action as defined with the activity policy and procedures. Your signature on this letter indicates that you have read and understand this policy. 

5.  When you leave the command and/or are no longer part of the DON Purchase Card Program, this Letter of Delegation is cancelled.

________________________________________  ____
Signature of Individual appointed as APC, Date

_______________________________    ____ 

Signature of Appointing Official, Date
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