GOVERNMENT PURCHASE CARD (GPC)  PURCHASE  REQUEST

Document Number:

(1)______________

Requester/RDD:


(2)________________________  RDD:_________________

Unit/Section:


(3)________________________

POC/Phone:


(4)________________________

Authority/Justification:

(5)______________

________________________________________________________

________________________________________________________

________________________________________________________

CAPR:



(6)______________

PBO Approval:


(7)______________

Mandatory Source:

(8)______________

Admin Approval:


(9)______________

Billing Official:

(10)_____________




       JOHN J. SMITH




       CPT, IN




       S4

Supply/Service
Description



Qty  
Unit Price
  Total

(11)
































































Issued to:


(12)________________________

PBO Documentation:

(13)________________________

Action Complete:


(14)_____________

Cardholder:


(15)_____________





JANE B. SMITH





SGT, USA

INSTRUCTIONS FOR SAMPLE PURCHASE REQUEST

1  Requestor/RDD.  Insert name and Rank of the person requesting the supply or service and the Required Delivery Date (RDD).

2.  Unit/Section.  Requestor’s unit.

3.  POC/Phone.  POC Name (if other than Requestor) and phone number.

4.  Authority/Justification.  Indicate the authority (TOE, MTOE, TDA, CTA, AR, etc.) that authorizes this purchase.  Enter a brief written justification such as the following:

     a.  Annual service for fire extinguishers.  Service not available on Ft. Bragg, 

     b.  Port-O-Lets for Warfighter Exercise.  Requirements contract with Tarheel Specialties, Inc.

     c.  Part request cancelled…not available in the supply system. 

5.  Capabilities Request (CAPR).  Indicate CAPR approval date if for IMA items requiring ITBC approval and attach copy of approved CAPR to purchase request.

6.  PBO Approval.  Indicate PBO approval date for supply items requiring formal Property Book accountability.

7.  Mandatory Source.  Indicate if supply or service is available from a mandatory source (UNICOR, GSA, NIB/NISH, etc.).  If not available or not available by RDD, enter justification.

8.  Admin Approval. Indicate admin approval date for supplies or service that require admin approval.  Enter name of approval authority and/or attach proof of admin approval to purchase request.

9.  Approving or Alternate Billing Official.  Signature required prior to purchasing the requested supply or service.

10.  Supply/Service Description.  Self-explanatory.

11.  Issued To.  Enter name of person(s) receiving the supply or service and/or have the person sign.

12.  PBO Documentation.  Enter date supply items are entered on to the formal Property Book, handreceipt, etc. and/or attach proof of property accountability.

13.  Action Complete.  Enter date action is completed.  This includes:  receipt, issue, accountability and vendor payment.

14.  Cardholder.  Cardholder signature verifying that action is complete.

AS OF:  JANUARY 2003


