WASHINGTON HEADQUARTERS SERVICES
ACQUISITION AND PROCUREMENT OFFICE
OSD/WHS PURCHASE CARD PROGRAM

PURCHASE CARD ALERT NUMBER 71
(Issue date: 18 March 2010)

APPROVING OFFICIALS X

CARDHOLDERS

SUBJECT: WHS FMD Procedures for Purchase Card Invoice Payment Processing
And Cancellation of Purchase Card Alert #69 dated 12 February 2010

The purpose of this Purchase Card Alert is to provide account holders with an update to the
procedures developed by FMD that were broadcast earlier via Purchase Card Alert #69.

Approving Officials have raised a number of questions as to where they should direct their monthly
invoice after it is properly certified. The attached spreadsheet lists each Approving Official account
and the address to send the properly certified invoice each month.

Quick Summary for Approving Official:

1) Perform monthly review of purchase cardholders’ records and certify the invoice within
five working days after close of the billing cycle each month. Certification will be
accomplished electronically on the attached Certifying Official Sheet, with the AO’s
CAC. In addition to signing, the AO must fill in the amount to be paid on the invoice, or
it will be returned, unpaid for correction by FMD.

2) Find your name on the attached listing and forward the complete invoice certification
package to the e-mail address in the column next to your name.

3) A complete invoice certification package shall contain:
a. Complete Invoice
b. Fully completed Purchase Card Certifying Officer Sheet (attached)
c. Cost Distribution Sheet (when applicable).

4) Transmit the complete invoice certification package via e-mail to the address in the column
next to your name. The subject of the invoice transmittal e-mail must be “For Official Use Only”
and the first sentence must read “This document contains privacy act information”.



This process will be effective with the 19 March 2009 billing cycle; however any invoices not yet
submitted for earlier billing cycles should be submitted in the same manner.

The listing on the attached spreadsheet is effective as of today, but Approving Officials change
frequently under the Purchase Card Program. Please develop internal policy that will allow you to
pass this information on to predecessor Approving Officials.

You will be notified by WHS FMD of any address changes in the invoice destination column.

This simplified procedure will expedite the processing of invoices for payment.

We hope you will continue to tell us when we are doing a good job of satisfying your needs as well
as when we need to improve our efforts. You may submit your comments through the ICE Program

at ICE Purchase Card Program or send them to the Purchase Card Program Manager at
Claudia.colvin@whs.mil.



http://ice.disa.mil/index.cfm?fa=card&service_provider_id=88066&site_id=110&service_category_id=14
mailto:Claudia.colvin@whs.mil

DESTINATION FOR MONTHLY

LAST NAME FIRST NAME INVOICE
ADY SUSAN FADGPC@whs.mil
ALLEN JEANIE burnette.johnson@whs.mil
ALBANESE JOHN Pearl.Rascoe-harrison@whs.mil
ALLEN LINDA Pearl.Rascoe-harrison@whs.mil
ALLEN LINDA Pearl.Rascoe-harrison@whs.mil Supply Card
ALSTON MELANIE Pearl.Rascoe-harrison@whs.mil
ANDERSON GERALD (GERRY) FADGPC@whs.mil
AUCH KORVIN FADGPC@whs.mil
BASH REBECCA FADGPC@whs.mil
BELL LAMONICA james.blackman@whs.mil
BIGGERS ANN FADGPC@whs.mil
BIRDSONG WILLIAM FADGPC@whs.mil
BLACK MICHAEL Pearl.Rascoe-harrison@whs.mil
BLACKMAN LESLIE FADGPC@whs.mil
BOND NONNA FADGPC@whs.mil
BONDS MARCUS FADGPC@whs.mil
BRITTON AUDREY FADGPC@whs.mil
BRYANT MIKE FADGPC@whs.mil
BUCZEK JAMES FADGPC@whs.mil
BURTON KEITH Robin.Roberts@whs.mil
BUTLER DAVID FADGPC@whs.mil
BUTLER DAVID FADGPC@whs.mil
BYDUME ARACELIS burnette.johnson@whs.mil
CANDIDO ROBERT FADGPC@whs.mil
CHATMAN JEFFREY FADGPC@whs.mil
CRAYTON ARNOLD (TRQOY) FADGPC@whs.mil
CROOM KAREN FADGPC@whs.mil
DAVIS LARRY FADGPC@whs.mil
DIGGS DARRYL FADGPC@whs.mil
DORNBURGH | DAVID Pearl.Rascoe-harrison@whs.mil
DRISCOLL KEVIN FADGPC@whs.mil
DYSON ALBERT FADGPC@whs.mil
FAUNCE JASON FADGPC@whs.mil
ENNEMA JOHN FADGPC@whs.mil
FOSTER ELIZABETH FADGPC@whs.mil
FOULKES JOHN james.blackman@whs.mil
FRAZIER DOUGLAS FADGPC@whs.mil
FRUIT EDWARD FADGPC@whs.mil
FRYE BILLIE FADGPC@whs.mil
FULLER JOHN V. FADGPC@whs.mil
FURLO JAMES FADGPC@whs.mil
GERNROUS MONICA FADGPC@whs.mil
GLOSTER GERALD FADGPC@whs.mil
GRANAHAN PAUL FADGPC@whs.mil
HALL FLOYD "DOUG" FADGPC@whs.mil
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HAWLEY EDWARD Pearl.Rascoe-harrison@whs.mil
ESD-DPO
HAWLEY EDWARD Pearl.Rascoe-harrison@whs.mil Card
HENDRICKS SANDRA DENISE FADGPC@whs.mil
HOLMES KEVIN FADGPC@whs.mil
INGRODI GEORGE FADGPC@whs.mil
INNOCENTI MARIE Robin.Roberts@whs.mil
JACQUELINE
JACKSON (JACKIE) FADGPC@whs.mil
JOHNSON JOHN FADGPC@whs.mil
JOHNSON JOHN FADGPC@whs.mil
JOHNSON JOSEPHINE FADGPC@whs.mil
KENNEDY PAUL Pearl.Rascoe-harrison@whs.mil
KESSLER KIMBERLY FADGPC@whs.mil
KESSLER KIMBERLY FADGPC@whs.mil
KIDD TAMATHA FADGPC@whs.mil
KISER BRYAN FADGPC@whs.mil
KISER BRYAN FADGPC@whs.mil
KISER BRYAN FADGPC@whs.mil
LACEY JUDY anchalee.wilson@whs.mil
LANGLEY MONICA burnette.johnson@whs.mil
LAROSA RON FADGPC@whs.mil
LAROSA RON FADGPC@whs.mil
LARSON JOHN FADGPC@whs.mil
LERNER JEFFREY jackie.jackson@whs.mil
LOPEZ THOMAS burnette.johnson@whs.mil
MARSHALL MARY sue.miller@pfpa.mil
MARSHALL MARY sue.miller@pfpa.mil
MARTIN MARLON F. jackie.jackson@whs.mil
MARTIZEZ DEANNA FADGPC@whs.mil
MAYBERRY DAVID FADGPC@whs.mil
MCDONALD JAMES FADGPC@whs.mil
MCMAHON PAUL FADGPC@whs.mil
MERKLEY JILL FADGPC@whs.mil
MOLNAR MICHAEL jackie.jackson@whs.mil
MURPHY CHRISTINE burnette.johnson@whs.mil
NICHOLSON WILLIAM FADGPC@whs.mil
NOGUEIRA JOSEPH burnette.johnson@whs.mil IT Card
NOGUEIRA JOSEPH FADGPC@whs.mil Supply Card
ORFE CHRISTOPHER FADGPC@whs.mil
OZANIAN RHONDA FADGPC@whs.mil
PAYNE DIANE FADGPC@whs.mil
PARLETTE TAMARA FADGPC@whs.mil
PARSONS DUANE burnette.johnson@whs.mil
PENNETT JOHN (GARY) FADGPC@whs.mil
PETCHENICK | STEWART FADGPC@whs.mil
PETERSEN ERIC burnette.johnson@whs.mil
PINOVER CHRIS burnette.johnson@whs.mil
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PINOVER CHRIS FADGPC@whs.mil
PORTER ERIN FADGPC@whs.mil
RANKIN JOLETTA burnette.johnson@whs.mil
ROSE DEBRA FADGPC@whs.mil
RICHARDSON | DARRYL sue.miller@pfpa.mil
SANFORD JUNE lucretia.donerson@whs.mil DSLA
SANFORD JUNE FADGPC@whs.mil Supply Card
SHOWELL CHERYL sue.miller@pfpa.mil
SIMPSON LYNN FADGPC@whs.mil
SKILLMAN JOHN (BRAD) FADGPC@whs.mil
SKINNER QUINN FADGPC@whs.mil
SMITH DENNIS sue.miller@pfpa.mil
STENGER GAIL FADGPC@whs.mil
STORER ROBERT FADGPC@whs.mil
SUITER DAVID FADGPC@whs.mil
TANINECZ JOHN Robin.Roberts@whs.mil
TANINECZ JOHN Robin.Roberts@whs.mil
TANINECZ JOHN Robin.Roberts@whs.mil
TANINECZ JOHN Robin.Roberts@whs.mil
THOMAS CORREY burnette.johnson@whs.mil
THOMAS JAMES FADGPC@whs.mil
TREVINO DAVID FADGPC@whs.mil
TOMEUCCI MARK lucretia.donerson@whs.mil
TOMEUCCI MARK lucretia.donerson@whs.mil
UNGER JANET FADGPC@whs.mil
VAN NIMAN KELLY jackie.jackson@whs.mil
VAZQUEZ ERIC benjamin.hackman@whs.mil
VAZQUEZ ERIC benjamin.hackman@whs.mil
VAZQUEZ ERIC benjamin.hackman@whs.mil
VAZQUEZ ERIC benjamin.hackman@whs.mil
WHETSELL KENNETH FADGPC@whs.mil

| WHITE BRENDA FADGPC@whs.mil
WILLS THEODORA FADGPC@whs.mil
WILSON FRANK jackie.jackson@whs.mil

| WOOD KELVIN jackie.jackson@whs.mil
YARBERRY LEE FADGPC@whs.mil
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Purchase Card Certifying Official

“Pursuant to authority vested in me, | certify that this invoice (billing statement) is
correct and proper for payment, except as may be noted herein or on supporting
documents.”

Authorized Certifying Official Printed name

Authorized Certifying Official signature

Amount to be paid on this invoice

Date
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