Steps to Follow if the GPC is Lost or Stolen

1.  Immediately notify in the following order:  the Card- issuing Bank, Security  

     Police, the AOPC, Approving Official, and supervisor. 

2.  The Bank telephone number to call is: 1-888-994-6722*

3.  Document the name of the purchase card company representative, phone 

     number, date, and time reported.

4.  Determine when and where the card was last seen, and any other pertinent 

     circumstances, then document this information.

5.  Determine when the card was last used, the transaction, merchant, price, and 

     and any other pertinent information, then document this information and 

     annotate the purchase log.

6. Cooperate with the Card-issuing Bank representative and authority   

    investigating the matter.

7.  In most cases, a new card and account number from the bank will be received   

     within a few days.

8.  Look for disputable charges when the invoice is received for the lost/stolen  

     card.  Charges must be disputed with the Card-issuing Bank even though 

     notified of the loss.  Failure to dispute within 60 days will result in loss of 

     dispute rights and will become a liability of the Government – and possibly the 

     cardholder’s for failure to carry out responsibilities.

9.  The approving official shall submit a written report (e-mail acceptable) to the  

      A/OPC within five (5) days.  The report will include:

· The GPC number, the cardholder’s complete name;

· The date and location (if known) of the lost/stolen card and the date reported to police;

· The date and time Bank was notified;

· Any purchase(s) made on the day the GPC was lost or stolen ; and

· Any other pertinent information.

     A new GPC will mailed within 24 hours of the reported loss or theft (Monday 

     through Friday).   If the cardholder finds the original GPC, it shall be cut in 

     half and given to the approving official who will complete the destruction

     notice and forward it to the A/OPC.  The A/OPC will contact the Bank to ensure

     account is closed. 

