SAMPLE MEMORANDUM

(OFFICE SYMBOL)                                



(DATE)

MEMORANDUM FOR Directorate of Contracting (DOC)

SUBJECT: Government Purchase Card (GPC) Alternate Billing Official/ Certifying Officer Clearing Document

I certify, that as the departing GPC Account Alternate Billing Official/Certifying Officer, I have:

a.  Turned over ANY ORIGINAL GPC records to the Billing Official.

      b.  In the absence of a Billing Official, certified all closed/completed GPC Billing Account Statements on-line via CARE. 

     
c.  In the absence of an incoming Billing Official/Certifying Officer, turned over ALL ORIGINAL GPC records to my Commander.

                             
DEPARTING ALTERNATE BILLING

OFFICIAL'S NAME AND SIGNATURE


INCOMING ALTERNATE BILLING OFFICIAL'S


NAME SIGNATURE

                                  BILLING OFFICIAL’S NAME AND SIGNATURE


ACCOUNT NUMBER


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

                      RM/COMPTROLLER’S NAME, SIGNATURE AND 


TELEPHONE NUMBER
AS OF:  OCTOBER  2004


