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USNA PURCHASE CARD INSTRUCTIONS FOR COMPLETION OF THE 

AUTHORIZATION, AGREEMENT AND CERTIFICATION OF TRAINING (SF 182)
1.  Requestor – Complete the following blocks and forward to Immediate Supervisor.
Section A - blocks 1 and 6 - 17
Section B - blocks 1a – 6, 15, 16, and 18

Section C - block 1 only 

 Section D - blocks 1a - 1c (Immediate Supervisor), 2a - 2c (optional Second-line Supervisor), and 3a - 3c (HRD Training Officer if non-military)
Section E - blocks 1a, - 1c (Cost Center finance/budget office)
2.  Immediate Supervisor - Section D, 1d and 1e, sign and date if approved.  Forward to Second-line Supervisor (optional) or Cost Center Finance/budget office.
3.  Second-line Supervisor (Optional) - Section D, 2d and 2e sign and date if approved.  Forward to Cost Center Finance/budget office.
4.  Cost Center's finance/budget office  - Section E 1d and 1e approve/disapprove, sign to certify funding available for payment and date.  Forward to Accounting/Fast Data Tech.
5.  Accounting/Fast Data Tech – Fill in Block A at the top of page 1 and Section C block 4 with the document number.  Complete Section C block 6 with the below information:

Line of accounting 

Cardholder's name and phone number (Do not enter the Cardholder's account number.)
If the company does not accept credit cards, include the statement "Company does not accept credit cards".

Retain a copy for financial records and forward SF 182 to:

Cardholder - for processing Military personnel.  

HRD Training Officer - for Non-Military personnel.
6.  HRD Training Officer - Sign Section D 3d and enter the date in Section D 3e if approved. (Document will be returned to requestor without approval if missing any above required information.)  
Forward to Cardholder for processing.

7.  Cardholder – Contacts Training Vendor for registration and payment.  Forwards a completed copy to Accounting/Fast Data Tech and retains a copy for records.  Forwards document to employee's Immediate Supervisor for Certification of Training Completion.

8.  Immediate Supervisor - Upon completion of training, Section F blocks 1a, 1b, 1c, 1d, and 1e are to be filled out and signed.  Document is to be forwarded to Cardholder.

9.  Cardholder –Track document to ensure step 9 is completed and submitted to AO/APC with Purchase Card Statement.
* If you have any questions or need assistance with digitally signing this form, contact the ITSD CRU representative in your respective departments or send an email request to syshelp@usna.edu with the subject message of Digital Signature Help, SF182.
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