ENCLOSURE # 1~SAMPLE CARDHOLDER REQUEST MEMORANDUM~
(Office Symbol)








(Date)

MEMORANDUM THRU COMMANDER (Commanding Officer)

FOR Commander, Wiesbaden Contracting Center, ATTN: AEUCC-C-SA, CMR 410, 

             Box 743, APO AE 09096

SUBJECT:  Request for Government Purchase Cardholder Delegation

1.  Request that (name as it will appear on billing statement) be appointed as Government purchase card holder under the account of__________________who will serve as the approving official. (the approving official must be the cardholders supervisor/higher rank/grade individual AND completed training and have an appointment) 

2.  The following information is provided:

     a.   Unit Address where billing will be sent: 

     b.   Phone and email address are as follows:

      c.  Merchant category Code Required (from MCC Table):

     d.   Date of completion of Purchase Card Training (attach certificate).
     e.   DEROS date: 

3.  The following information is provided for the cardholder:

     a.  Single purchase limit is $2,500 and the total monthly purchase limit is ___________ (the amount is established by the RM as a bulk fund reservation, based upon unit budgetary constraints).

b. Bulk fund accounting classification is responsibility of the RMO and will vbe set in CARE by the RMO if not already set. (see enclosure #2 for guidance)

4.  Point of contact is _______________________, DSN, Fax & Email.

__________________________ 

  


_____________________

(Signature of Resource Manager)




(Signature of Commander)
ENCLOSURE #2

INSTRUCTIONS TO BILLING OFFICIALS & RESOURCE MANAGERS

1.  The Billing Official must coordinate all requests for a IMPAC cardholder account through their resource manager (RM), and in conjunction with cardholder training request provide evidence of such to the Agency Program Coordinator (APC).

2.  The RM is responsible for assigning accounting classifications to each Billing Official Account in C.A.R.E.  These flow down to the cardholder accounts automatically when a cardholder is set up in CARE under a previously created billing account.

a. The RM must set the flags and routers, child rule sets and DLA that are entered for any

reallocation the cardholder will be required to perform..

b. The RM will use the activity monthly spending limit as the basis for creating and posting 

the bulk funding reservation.  Using bulk funds requires a monthly fund commitment equal to the anticipated monthly purchases.  Adjust obligations as appropriate to equal the invoice amount for disbursement.  Actual obligations must be posted not later than the invoice payment date.  Do not post individual line item obligations or disbursements for each transaction.


3.  The Resource manager must sign the request memorandum to indicate funding is available and that the single purchase and monthly ceiling limits are correct.

ENCLOSURE #3

DIRECTIONS TO WIESBADEN CONTRACTING CENTER (WCC)

PLEASE COME EARLY—BEFORE 06:30 OR  PARKING WILL BE A PROBLEM. 

FROM FRANKFURT:

Take Autobahn A-66 towards Wiesbaden.  Points of reference, IKEA Center, Wiesbaden Army Air Field and Wiesbaden-Erbenheim.  You will pass by all of these before coming to the Wiesbaden-Biebrich exit, Wiesbaden-Biebrich will be the only names on the road sign.  There is one before this which has Wiesbaden and Biebrich on the sign but also has other towns or areas listed.  Do not exit there, wait till the next exit which lists ONLY Wiesbaden-Biebrich (on the right will be the Henkell Trocken building which displays a man holding a glass of champagne).  Turn right off the exit ramp.You're now on Biebricher-Allee (Henkell Trocken Sekt factory is on your right).  Follow it to the next major intersection. (Konrad-Adenauer-Ring) (Ring 2) and turn left onto Konrad-Adenauer-Ring (Ring 2).  Stay in the left lane and go straight.  After the 2nd traffic light you'll pass the former 717th Contingency Hospital compound (on the left).  After the next traffic light you will see a large pink building on your left which is directly beside the old hospital compound~ that's the Amelia Earhart Center (inside gray fence area).  Go thru the light and prepare to make a left turn into the parking lot after passing "Walter's Futterkrippen" Imbiss on your right.  The WCC is located on the 2nd & 3rd floors of the Amelia Earhart Center.  POC is located on the third floor. Most of the training classes will be held on the 2nd floor.  The conference room is to the left off the elevator, past the men’s toilet, first door right.
FROM MANNHEIM:

Take Autobahn A-6 direction Frankfurt to Autobahn A-67, follow A-67 till it changes over to Autobahn A-3.  Follow it to the Wiesbaden Kreuz and exit to Autobahn A-66 and then follow directions as above.

FROM HEIDELBERG:

Take Autobahn A-5 direction Frankfurt.  After passing Rhein/Main AFB exit to Autobahn A-3 at the Frankfurt Kreuz (follow Flughafen signs).  Take Autobahn A-3 direction of Wiesbaden.  At Wiesbaden Kreuz exit to Autobahn A-66 and then follow directions as above.

FROM GIESSEN:

Take Autobahn A-5 direction Frankfurt.  After passing the Bad Homburger Kreuz take the next autobahn interchange, Frankfurt Nord-West Kreuz.  Follow signs in direction Wiesbaden, Autobahn A-66 and then follow directions as above.

FROM HANAU/ASCHAFFENBURG:

Take Autobahn A-3 direction Frankfurt Kreuz/Frankfurt Flughafen.  After passing by the Flughafen travel in the direction of Wiesbaden.  At the Wiesbaden Kreuz exit to Autobahn A-66 and then follow directions as above.

FROM BAD KREUZNACH:

Take Autobahn A60 toward Mainz.  At Mainz take A643 toward Wiesbaden for a few miles.   Take exit toward Frankfurt, Autobahn A66.  The first exit is Wiesbaden-Biebrich. Take this

exit and follow directions in bold type for Frankfurt above. 







