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6. JUSTIFICATION FOR REQUEST (Must have a detailed justification, Why is the item or service needed) continue on second page as needed
5.  DESCRIPTION:  MUST BE IN LAYMENS TERMS 
(Continue on second page and attach additional sheets as needed)
U/I
Quantity
Unit Price
Total
 5a. SHIPPING & HANDLING
Enter description of item, such as make, model, part number, Naval Standard Nomenclature, etc.
8. SECTION 1:  MANDATORY SCREENING, REGULATORY AND POLICY REQUIREMENTS
 a.  Is the Vendor 889 Compliant? Do you have the DON Section 889 Representation form?
 b.  Have you received an APPROVED request in iProcurement?
 c.  The FPI (also known as UNICOR) schedule is the first (1st) MANDATORY SOURCE.  Market research & KO
(CCO) determination required.  Under $3,500 not required.  For exception contact the APC.
Website:  https://www.unicor.gov/SopASIphaList.aspx
 e.  If purchasing IT-SUPPLY, TRAINING, or SERVICE? Must have an ITPRS waiver.
 f.  Is the item HAZMAT, or does it require safety specifications? If so, include HAZMAT (AUL) or Safety Officer 
signature in the file.
                                                                    **COMPLETE EACH QUESTION BELOW**                                                             YES   /   NO   /   NA
 d.  ABILITY ONE is the second (2nd) MANDATORY SOURCE.  If item is on the AbilityOne Procurement List, it is
MANDATORY that the item is purchased from AbilityOne.  For exception contact the APC.
Website:  https://www.ibvisupply.com
 h.  If purchasing FURNITURE, must have a Non-availability document from base property (this can be an email).
9. SECTION 2:  CARDHOLDER MUST ENSURE THE FOLLOWING BEFORE PLACING THE ORDER:                                              YES  /  NO
a.  Does the vendor accept the GCPC? If not, find one who does.
d. If this purchase is for a service you must have a quote that shows the cost of the labor and the cost of the parts.
e.  Do you have a price comparison quote? It is required that for all purchases, you must have at least two quotes from two 
different vendors. (FAR 13.203)
f.  Verify that the total price includes all shipping and fees.  If not, factor in 15% as an estimate.
g.  Verify the items are available and not on back-order.  If not, find a different vendor.
b.  Veify that the vendor will not charge sale tax.  US Government is tax-exempt.
c.  Must have an up to date quote from the vendor.
h.  Is payment thru a 3rd party?  3rd party purchases are discouraged (Paypal) and requires Level 4 approval.
i.  Notify the vendor they are not authorized to swipe the card prior to shipping.
j.  Are there written terms and conditions? If so, forward to Level V APC for KO (CCO) review.
k.  Have you rotated vendors for the same type of purchase? (FAR 13.203) Does not apply to AbilityOne.
l.  Is this accountable/pilferable property? If yes, notify the Property/Accountable Officer (via email).
 g.  Is the item for a MODIFICATION to a Building (paint, carpet, etc.)? If so, attach the PWD waiver.
 i.  Purchasing PRINTING SERVICES? Must screen COMMSTRAT first, if they cannot support, you must obtain a  
non-availability document (this can be an email).  DLA-DS (DAPS) is mandatory unless items are copy write.  DLA-DS is
exempt from 889 compliance.  
CONTINUATION PAGE
 5. DESCRIPTION:  MUST BE IN LAYMENS TERMS (CONTINUED)
U/I
Quantity
Unit Price
Total
6. JUSTIFICATION (MUST HAVE A DETAILED JUSTIFICATION, WHY IS THE ITEM OR SERVICE NEEDED) CONTINUED (FIELD WILL EXPAND)
 2 
13. REQUIRED SIGNATURES AFTER PURCHASE:  THESE SHOULD BE HAND WRITTEN
10. VENDOR NAME / ADDRESS / WEBSITE / TELEPHONE / POINT OF CONTACT (POC)  /  POC EMAIL:
IF ADDITIONAL FUNDS ARE REQUIRED, FM SIGN AND DATE BELOW IF NOT CAPTURED VIA iProcurement
12. AO APPROVAL (SIGNATURE):  PRIOR TO PUCHASE
11. FM APPROVAL (SIGNATURE):  
	Enter description of item, such as make, model, part number, Naval Standard Nomenclature, etc.: 
	Select the Unit of Issue (U/I) code as appropriate. (i.e. EA for each, etc.): 
	Quantity of items in order.: 
	Cost price per unit ordered.: 
	Total price of items (calculated).: 
	Requisition No. (Call#):: 
	Responsible Officer (Requester's Name, Not the CH or AO, Section and Phone#: 
	Date of request: 
	Enter justification for request.  Field will expand as needed.: 
	Total estimated cost (calculated): 
	Answer Yes or No.: 
	CHSig: 
	CHSigDate: 
	Name, Unit,  Section, or Contact telephone number:: 
	SDN: 
	Enter description of item, such as make, model, part number, Naval Standard Nomenclature, etc.: 
	Print receiver's name and title.: 
	RecdSig: 
	RecdSigDate: 
	Print approval official's name and title.: 
	AOSig: 
	AOSigDate: 
	Print Cardholder's name and title.: 
	Print funds approver's  name and title.: 
	FundAppSig: 
	Date of order: 
	Estimated delivery date: 



