SAMPLE MEMORANDUM

(OFFICE SYMBOL)                                     (DATE) 

MEMORANDUM FOR Mission and Installation Contracting Command

(MICC)

SUBJECT:  Government Purchase Card (GPC) Cardholder Clearing Document

I certify that the following Government Purchase Card Cardholder (NAME AND PURCHASE CARD ACCOUNT NUMBER) has:

     a.  Completed the manual and electronic purchase transaction log for ANY outstanding purchases.

     b.  Turned in ANY outstanding ORIGINAL purchase requests, receipts, and supporting documentation to the Billing Official.

     c.  Turned in ANY outstanding ORIGINAL Statements of Account and all GPC records (purchase requests, etc.) to the Billing Official.

     d.  Turned in my GPC card to the Billing Official and it has been destroyed by the Billing Official in my presence.







CARDHOLDER’S NAME







AND SIGNATURE

                              
BILLING OFFICIAL’S NAME,

                               
SIGNATURE AND ACCOUNT NUMBER







XXXX-XX45-_ _ _ _-_ _ _ _

RM/COMPTROLLER’S NAME, SIGNATURE AND TELEPHONE NUMBER

AS OF: August 2010

