	PURCHASE CARD  TOOL KIT

BUREAU/POST REQUEST FOR THRESHOLD INCREASE

(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:

	Date Simplified Acquisition or related Training Completed:

	Please provide the following information or attachments with your request:

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

2) Copy of Simplified Acquisition or related Training Certificate (training must be within past 4 years)

3) 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.


	C.  Additional Requirements for Threshold Requests above $25,000 

	Attach copy of Cardholder’s Contracting Officer Warrant

	D.  Certification: 

	By submitting this request, I certify that the Cardholder for whom this threshold increase is being requested will adhere to all FAR and DOSAR requirements including the requirements of PIB 2000-26. PIB 2000-26 is available from A/OPE Home page on the Internet at:  http://www.statebuy.gov or Intranet at:  http://aope.a.state.gov.   This includes:

(1) For Open Market Purchases:  Completing DS-3014, Purchase Card Transaction File (A/OPE Green Folder) and forwarding required FAR/DOSAR clauses to the contractor utilizing the “Confirmation of Purchase Card Order” contained in PIB 2000-26. (2) For Delivery Orders:  Completing DS-1919 (A/OPE White folder) and forwarding the required FAR/DOSAR clauses contained in PIB 2000-26 to the contractor utilizing the OF-347 (Delivery Order) if required by vendor.

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

	[Describe request in detail on attached sheet and explain why the increase is necessary]
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