
Please wait... 
  
If this message is not eventually replaced by the proper contents of the document, your PDF 
viewer may not be able to display this type of document. 
  
You can upgrade to the latest version of Adobe Reader for Windows®, Mac, or Linux® by 
visiting  http://www.adobe.com/go/reader_download. 
  
For more assistance with Adobe Reader visit  http://www.adobe.com/go/acrreader. 
  
Windows is either a registered trademark or a trademark of Microsoft Corporation in the United States and/or other countries. Mac is a trademark 
of Apple Inc., registered in the United States and other countries. Linux is the registered trademark of Linus Torvalds in the U.S. and other 
countries.


FS FORM 39, FEB 2016
(DIRECTORATE OF RESOURCE MANAGEMENT)
PREVIOUS EDITIONS ARE OBSOLETE
PAGE 1 OF 2
NSN/ITEM NUMBER
Quantity
Unit Price
TOTAL
SUBTOTAL
MISC
SHIPPING
OTHER
PURCHASE REQUEST (PR)
The below PR number must appear on all related correspondence, shipping papers, and invoices: 
FOUO Unclassified
Will item(s) need to be added to Hand Receipt?                                       
MARKET RESEARCH
PR DATE
REQUESTOR
NEED BY DATE
ORDER DATE
ORDER #
LOA
TOTAL
                            ONE                                                       TWO                                                   THREE      
SHIPPING ADDRESS & INFORMATION
SUGGESTED VENDOR'S INFORMATION
UNIT OF ISSUE
ITEM
   IS THIS VENDOR A MANDATORY SOURCE?   WRITE JUSTIFICATION FOR "NO" ANSWER BELOW.
PAGE 2 OF 2
ITEM
NSN/ITEM NUMBER
QUANTITY
UNIT PRICE
TOTAL
SUBTOTAL
GRAND TOTAL
SHIPPING
OTHER
 1.  Research the supplies you require from Vendors in this order:  (Beacon, DoD Emall, GSA Advantage)  2.  If the required items cannot be purchased through any of these vendors, you must conduct a market research to get the lowest price.  Attach any            shopping carts, etc. to the purchase request.  3.  When completing the purchase request, please include the NSN number.  If that number is not available, give as much detail about the item as       necessary to ensure the correct item is ordered.  4.  PR date is the date the form is completed.  5.  Staff member initiating the request is the REQUESTOR.  6.  Need by date is no LESS than two weeks from date of purchase request.  7.  Leave order number and date blank.  8.  LOA is each individual program, just select from the drop down menu.  9.  Order of approvals:  Requestor, Manager/Supervisor, Director.  Each approval will be completed by digitally signing the respective areas.  Director will       then forward to cardholder. 10. Upon receipt, cardholder will forward to DRM for approval.  Once DRM approves and sends back, cardholder will enter request in GFEBS, notify       Director and DRM that PRs are awaiting approval. 11. Once PRs are released in GFEBS, then the order can be placed.  Not Before.
REVISED COSTS
CARDHOLDER USE ONLY!
MISC
PURCHASE REQUEST
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(DIRECTORATE OF RESOURCE MANAGEMENT)
INSTRUCTIONS
UNIT OF ISSUE
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