SAMPLE LETTER

(For Financial Services Officer)

(Use Appropriate Letterhead)

MEMORANDUM FOR (Insert Agency/Organization Program Coordinator ‘s Name)

SUBJECT: Purchase Card Payment Internal Controls

I did not receive the required confirmation from approving officials in the following accounts: 


In accordance with the AFI XXXXX I cannot confirm the invoice for the billing cycle until I receive the required confirmation or you notify me that accounts listed above were suspended. 

Please request the unit commanders to provide me confirmation from the approving officials. If not provided within 5 workdays, please suspend the accounts and notify me.

(Financial Services Officer’s Signature)

    cc: CPTS/CC  

          Unit CC 



