CREDIT CARD YEAR-END CLOSE OUT PROCEDURES

1. The following milestones for year-end close-out of credit cards will be followed:

a. The Aug Government Purchase Card billing statement will be available for certification in CARE on Aug 24.  Approving officials will verify the charges and certify bill for payment by Aug 30. 

b. SEPTEMBER 15 -- Cut-Off date for card use.  Do not use your card to purchase supplies/services after this date.  PW is 12 Sept.

c. SEPTEMBER 16  -- Cardholders will deliver year-end consolidation form (Exhibit 12) to their approving officials. This form will list all GPC purchases that the bank has not billed as of Aug statement, plus all purchases through 15 Sept. If a cardholder has no outstanding purchases, he/she will submit a negative report. 
d. September 18 – Approving Officials will deliver year-end consolidation forms to supporting Resource Management Office. 
e. SEPTEMBER 30 -- All credit card purchases obligated.

2. Emergency purchases after Sept 15 (12 Sept for PW) require approval by the servicing budget office. 

3. RESUMPTION OF PURCHASING: Cardholders may resume purchasing October 1st, subject to availability of funds.  Ensure that you contact your RM prior to purchasing after 1 October.

SUBMIT COMPLETED FORM TO RESOURCE MANAGEMENT

YEAR END CONSOLIDATION FORM

CONSOLIDATION & CODING OF CREDIT CARD PURCHASES




CARDHOLDER NAME:

CARD NUMBER:

SERVICE OR SUPPLY CARD?

MONTH & YEAR:

Cardholder is required to submit a year-end consolidation form for each card.  Negative reports are required.  List only those purchases which have not appeared on a credit card statement during this fiscal year.  The Approving Official must file this report is the Cardholder is absent or not available.

VENDOR
$ AMOUNT
DESCRIPTION
DATE OF PURCHASE






















































































TOTALS
$__________



SUBTOTAL (ALL)
$__________



TOTAL
$__________



                                                               _________________________________  

                                                                      CARDHOLDER SIGNATURE

                                                               _________________________________  

                                                                     APPROVING OFFICIAL SIGNATURE

                                                                                              _________________________________
