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United States Department of Agriculture

Research, Education, and Economics
Agricultural Research Service

[Insert Date]

SUBJECT:	Misuse of the Government Purchase Card

TO:	Cardholder
	Location

      FROM:	Coordinator
Location 

Subject:  Misuse of the Government Purchase Card

In accordance with Departmental Regulation (DR) 5013-6 – Use of the Purchase Charge Card and Related Alternative Payment Methods, Section 12 – Purchase Card Oversight, and REE 213.3M – REE Purchase Card Program Manual, Section 8 – Purchase Card Management and Oversight, your purchase card transaction listed below was selected for review by the [Insert Coordinator’s Tile (i.e., LAPC, AAPC, APC)].  As a result, you were asked to forward all supporting documentation for this transaction to the reviewer for examination.  The review of the transaction documentation has been completed, and it has been determined that this transaction violates purchase card policy.  

Transaction Description from AXOL				
[Insert description of item, transaction date, and dollar amount from AXOL]		 

Reviewer’s Findings
[Summarize of review findings (e.g., The review of this transaction’s documentation revealed that the transaction file did not contain a requisition or other acceptable documentation to document approval prior to purchase; lack of documentation to substantiate the transaction; no evidence of independent receipt/acceptance for transaction over $300, etc.)]. 

Purchase Card Policy Violation
The reviewer’s findings listed above violate with the following Purchase Card regulation, policy, or procedure: 

 [Cite regulation or policy (e.g., USDA Cardholders Purchase Card Program Guide, Section 4 - Special Instructions, subsection 4.22 – Documentation and Retention Procedures, which states “Cardholders are to maintain adequate documentation of all purchase card and convenience check transactions. This responsibility includes maintaining documentation of funds availability, receipts (including evidence of independent receipt and acceptance for purchases greater than $300), purchase requests, packing slips, and electronic confirmation for all purchases made over-the-counter, by telephone, or the Internet.”)]

It is the responsibly of the purchase cardholder to follow all applicable Federal and Agency regulations, policies, and procedures at all times when using their purchase card. This letter serves as a warning.  Further purchase card policy violations can result in the loss of your purchase card privileges. 
 
Please review DR 5013-6, REE 213.3M, and the USDA Cardholder’s Purchase Card Program Guide for more information on the proper use of the purchase card.  Links to this guidance is available at the REE Purchase Card Web site, or the USDA Charge Card Service Center Web site.   Please bookmark these links for future reference. 

If you have any questions regarding this review, the findings, or the policy violation; or if you have any questions regarding the purchase card program, or applicable regulations and guidance, please contact your Local Agency Program Coordinator (LAPC), [Insert name of LAPC].  

cc:
[Insert name of Approving Official]
[Insert name of AAPC or LAPC]
[Insert name of APC]
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