
Sample APC Reinstatement Request Memorandum  

 

 

Dear Insert Name (Level 1, APC),  

We are requesting your assistance with reinstatement of (Cardholder’s name) GSA 
SmartPay2 account.  Please find attached the following documentation:   

1. Cardholder’s application with approval authorizing a credit check. 
2. Justification describing the reason for the prior account closure and why this account 

should be reinstatement. 
 

Please notify me if you request additional information at (APC’s email address). 

 
Sincerely, 

APC Name 

 

Attachments:  

 


