Letter from supervisor of prospective cardholder

Please establish a purchase card account for _(cardholder  name).  This account is essential to meet our mission requirements.   (Cardholder name) is expected to purchase  (describe types and kinds of items that will normally be purchased).   Establish the initial single purchase limit at $____ and the monthly cycle limit at $_____.   (Cardholder name) has the training, business acumen and judgement to act on behalf of the Government.   Thank you. 








____________________________








Supervisor of (Cardholders name)

Letter from supervisor of prospective approving official

Please establish an approving official (AO) account for _(AO  name).  This account is essential to meet our mission requirements.   (AO name) is expected to supervise purchase of  (describe types and kinds of items that will normally be purchased).   Establish the initial  monthly cycle limit at $_____.   (AO name) has the training, business acumen and judgement to act on behalf of the Government.   Thank you. 








____________________________








Supervisor of (AO’s name)
