	PURCHASE CARD  TOOL KIT

BUREAU/POST REQUEST FOR MCC TEMPLATE CHANGE

(Permanent Change)

	To be completed by the requesting Bureau or Post.  Incomplete requests will be returned.

	TO:

A/OPE – Purchase Card Program Manager - Margaret Colaianni

THROUGH
A/LM/PMP – [Insert Name of Key Program Administrator]

FROM:
[Insert Name of Program Coordinator for Bureau or Post]

DATE:            [Insert Date of Request]

	A.  Cardholder Profile Information

	Name of Cardholder:

	Date Purchase Card Training Completed:

	Identify Merchant Category Code (MCC) to be unrestricted:

	Please provide the following information or attachments with your request:

1) Proof of Purchase Card Training (training must be within past 2 years)

2) Completed & signed Citibank Maintenance Form



	B.  Annual Review Information

	Date most recent Annual Review Completed by Bureau or Post Program Coordinator:

	Please attach the following with your request:

1) Summary of Annual Review Findings (Attachment 2 to Annual Review)

2) Signed Certification of Completion of Annual Review (Attachment 3 to Annual Review)

Note:  Summary of Findings must address findings from all Cardholders in the random sample reviewed.  The certification must be signed by the Bureau or Post Program Coordinator.


	E.  Explanation and Justification of Need (Continue on attached page)

	[Provide full explanation and justification for request below and on attached sheet]:
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