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	     U.S. DEPARTMENT OF COMMERCE

Eastern Region Acquisition Division

Norfolk Federal Building 

200 Granby Street, Room 815

       Norfolk, VA 23510


Date:
Insert date letter issued
MEMORANDUM FOR:
(Insert name of Delegated Card Holder)


(insert name of LO/SO)
FROM: 


(insert name of HCO)
Director, (insert name of contracting office)
SUBJECT:
DELEGATION OF PROCUREMENT AUTHORITY FOR PURCHASE CARD PROGRAM

You are hereby appointed as a Cardholder under the Department of Commerce’s Purchase Card Program.  Under this appointment, you are hereby delegated to use the Government Purchase Card at the limits established below:



Single Purchase Limit:
$3,000.00*

Monthly Purchase Limit:
$5,000.00 

For supplies up to $3,000.00
For service up to $2,500.00
For construction up to $2,000.00 


Authorized purchases are (include authorized categories): 

· Stand-alone procurement method

· Method of payment against contract documents issued by a contracting officer

· Orders against Government contracts, such as IDIQs, GSA, FSS Schedules/GSA Advantage, JWOD, etc. 

· DAPS 

· Blanket Purchase Agreements / Letters of  Agreement 

· Purchase of Training (DD1556) 

*These limits will not become effective until (insert name of respective acquisition office) is in receipt of your signed acceptance of this letter.  The Commerce Acquisition Manual (CAM) 1313.301, Department of Commerce Purchase Card Procedures governs your Delegation of Purchase Card purchase authority.  This delegation is effective upon receipt of the required training in accordance with Section 2.1.A (1) of CAM 1313.301, and your Purchase Card.  Your Statement of Account with supporting documentation will be reviewed by your Approving Official on a monthly basis.  The Approving Official who will review and approve all purchases made under this delegation is:

(Insert name of appropriate Approving Official)
With this Delegation, you assume a unique role as the Government’s authorized agent to obligate Government funds.  Your role as the cardholder is to use the purchase card to buy goods and services for Government use.  You hold the primary responsibility for the proper use of the purchase card.  This is a substantial responsibility that must be exercised with fairness, reasonableness and good business judgment.  The fact that your office has requested this authority for you is a clear statement of the trust that the Department of Commerce has placed in you.  This Delegation expires on (insert date of expiration) unless refresher training certificates are provided to this office prior to this date.

Your responsibilities as a Cardholder are to:

1. Read and follow the Commerce Acquisition Manual (CAM) 1313.301, Department of Commerce Purchase Card Procedures.

2. Complete the GSA Purchase Card web-based training.

3. Secure the Card.

4. Maintain a purchase log.

5. Use the card only to make informed buys of approved goods and services.

6. Ensure availability of funds before purchase.

7. Ensure that the total amount of the transaction, including packaging, shipping, etc., does not exceed the single purchase limit for the amount of funds available for the transaction.

8. Reconcile and document transactions.

9. Use the card ethically.

You are the Government’s legal agent for each purchase made with the purchase card.  You are legally responsible and accountable for each transaction.  You must comply with all applicable regulations and procedures set forth in CAM 1313.301.  Intentional use of the purchase card for other than official Government business will be considered an attempt to commit fraud against the US 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 GCPC could result in a fine of not more than $10,000 or imprisonment for not more than five years or both.
This delegation of purchasing authority is limited and is not subject to re-delegation by you.  The delegation may be terminated at any time by written notice from the Agency Program Coordinator, the Head of the Contracting Office, the Director, Office of Acquisition Management, or by the Office of the Procurement Executive.

Further information can be found on Acquisition and Grants Office Website @

http://www.ago.noaa.gov/bankcard/

CARDHOLDER:  ___ _____________________         
RECEIPT ACKNOWLEDGED (Signature):  






DATE:  





(Your signature indicates that you have read, understand and agree to comply with your Cardholder role and responsibilities.  Please sign and return the original (insert name of  respective APC and the office) Agency Program Coordinator.  Retain one copy for your file and provide one copy to the Approving Official.) 
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