Steps to Apply for a Government Purchase Card
· New Cardholder completes the following mandatory web training and prints training certificates after completion (links on web page).
GSA Smartpay Purchase Card
Micropurchases and Section 508

Government Ethics Training

· New Cardholder reviews DOC Purchase Card Procedures.

· CitiBank Government Purchase Card Setup Form is completed and signed by the approving official.

· Justification for the need for a purchase card is prepared and signed by the Approving official
· Following are faxed to Carolyn Hedgpeth at 303/497-7719 or mailed to NOAA/AGO/MRAD, 325 Broadway MC3, Boulder, CO  80305-3328.
Purchase Card Setup Form

GSA Purchase Card Training Certificate

Section 508 Training Certificate

Ethics Training Certificate

Approving Official Justification for Card

· Purchase card will be issued in approximately ten (10) working days after complete package is received.

