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Recommendation for Appointment

Purchase Cardholders

The following findings and determinations are made pursuant to applicable laws and regulations.

1.
There is a clear and convincing need to delegate purchase card authority.

2.


[insert cardholder name] , the nominee purchase cardholder, is an employee of or detailed to the U.S. Department of Energy,_____________ [insert office name]. The proposed single purchase limit for the nominated cardholder is 

[insert either $2,500 or up to $25,000]. The requirements for qualifying as a contracting officer for purchase cardholders are listed in paragraph 6 below.

3.
The proposed cardholder has met the minimum qualifications as follows:

Experience:

· None for purchase cardholders with a single purchase limit of $2,500.

· For purchase cardholders with a single purchase limit exceeding $2,500 and up to $25,000:

· At least 6 months of experience as an IMPAC cardholder at or above the micro-purchase threshold. The nominee was delegated authority on 

[insert date], or
· 1 year of experience as a Government Contracting Officer's Representative (COR). The nominee has been a COR with 

[insert agency name] for the period 


[insert beginning and ending dates].

Minimum

Training:
One-half day seminar on the Headquarters Procurement Operations Purchase Card Program completed on


[date] or scheduled for 


 [date].

Highly Desirable

Training:

For purchase cardholders with a single purchase limit of $2,500

· 1-day Government-wide Purchase Card course completed on 

[insert date], or scheduled for


[insert date] from 


[insert vendor name], and

For purchase cardholders with a single purchase limit exceeding $2,500 and up to $25,000:

· 1-day Government-wide Purchase Card course completed on 

[insert date], or scheduled for


[insert date] from 

[insert vendor name], and

· 5-day Simplified Acquisitions course completed on 

[insert date], or scheduled for  
       
[insert date] from 


[insert vendor name].
4. The nominee purchase cardholder will occupy the following organizational position [provide Title, Series, Grade] and is responsible for the processing of all card transactions for the purchase card issued in us/her name.


Title

Series


Grade

5.
The nominated purchase cardholder end the primary and alternate approving officials are listed below:

Nominated Purchase Cardholder Name: ____________________________

Nominated Purchase Cardholder Office Symbol: ______________________

Nominated Purchase Cardholder Telephone No.: ______________________

Primary Approving Official Name: ___________________

Primary Approving Official Office Symbol: __________________________

Primary Approving Official Telephone No.: __________________________

Alternate Approving Official Name:  







Alternate Approving Official Office Symbol: 






Alternate Approving Official Telephone No.: 






6.
The nominee's persons qualification statement has been evaluated end the nominees experience, education, and training meet the established DOE minimum qualifications. The following is the experience, mandatory training and highly desirable training for qualifying as a contracting officer for purchase cardholders:

Micropurchase threshold (single purchase limit up to $2,500)

Experience:
None

Minimum Training:
One-half day seminar on the Purchase Card Program presented by Headquarters Procurement Operations.

Highly Desirable

Training:
1-day Government-wide Purchase Card course which is available from the GSA Interagency Training Center, Graduate School, USDA and Management Concepts, Inc.

Over the micro-purchase threshold and up to $25,000 single purchase limit

Experience:
(1) At least 6 months of experience as an IMPAC cardholder at or above the micro-purchase threshold or (2)1 year of experience as a Government Contracting Officer's Representative.

Minimum Training:
One-half day seminar on the Purchase Card Program presented by Headquarters Procurement Operations.

Highly Desirable

Training:
(1)1-day Government-wide Purchase Card course and (2) 5-day Simplified Acquisitions course. Both the Government-wide Purchase Card course and the Simplified Acquisitions course are available from the GSA Interagency Training Center, Graduate School, USDA and Management Concepts, Inc.

7    The nominee's business acumen, judgment, character, reputation, and ethics are sound.

8.   The nominee has completed Executive Branch Confidential Financial Disclosure Report (SF-450) or Executive Branch Public Financial Disclosure Report (SF-278) and has been cleared by the Assistant General Counsel for General Law (GC-80) or Local Field Counsel. The GC-8O or Local Field Counsel clearance is dated 


.

9. The nominee is well-qualified for the delegation of purchase card authority.

Supervisor: 
Concur:




