INSTRUCTIONS TO APPROVING OFFICIALS & RESOURCE MANAGERS

1.  The Approving Official must coordinate all requests for a GPC 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 will assign only one single accounting classification to each cardholder account.  A total of 65 characters are available in the master accounting field to accommodate the fund citation, the code field is as follows:

Position
Length
Data Element

1-2
2
Department

3
1
Fiscal Year (Indicate With An Asterisk)

4-7
4
Basic Symbol

8-11
4
Limit/Subhead

12
1
Program Year

13-14
2
Operating Agency (OA)

15-18
4
Allotment Serial Number (ASN)

19-29
11
Program Element

30-33
4
Element of Resource (EOR)

34-39
6
USAFAC Mgmt Code (or Cost Control Code)

40-53
14
Document Reference Number (DRN)

54-59
6
Account Processing Code (APC)

60-65
6
Fiscal Station Number (FSN)

a.  The RM must determine the appropriate Element of Resource (EOR) for each GPC cardholder account, unless the command has an automated system to allocate each purchase to a specific EOR.

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.


c.  The RM will assign a single DRN to each cardholder account.  This method will result in the same DRN being used for all purchases made under the cardholder's account.  Recommended structure is:

Position
Entry

1-5
"IMPAC"

6-9
Level 5 number (Approving Official)

10-14
First 5 of Cardholder's last name







