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4. Justification or Reason for this Purchase Request:
Select from the drop-down menu
SECTION I - Request for supply/service
1. Requestor Name:
2. Date:
3. Item/Service      Description:
SECTION II - Budgeting
2. Funding     Confirmation:
 Date:
1. GFEBS PR#:
SECTION III - Property Book
Is this a "Non-Expendable" item that requires PBO pre-Approval?  Yes       No      If yes, complete one of the following options:  L3 certification on the GFEBS PR, or attach CPBO approval to this form, or collect their signature of approval in Section VI below.
SECTION IV - Acquisition Source and Reasonability
1. Mandatory Sources -- required to review
Select from the drop-down menu
2. Non Mandatory Sources:
(Only use if Mandatory Sources are "NA")
3. Recommended Vendor Name:
4. Vendor Point of Contact:
5. Vendor E-Mail or Website:
6. Vendor Telephone:
7. Price:
8. Price Reasonableness Determination (Required when buying from Non Mandatory Sources)
Card Holders are required to comply with FAR Part 8 and DFARS 208 per AFARS Appendix EE 1-7e, regarding purchasing from regulatory mandatory sources.  Card Holders must attach documentation showing why sources ranked higher than the selected vendor were not utilized.  Refer to Section VII on page two of this form.  In addition, appropriate price reasonability determination documentation must be attached if a Non Mandatory Sources vendor is selected.
SECTION V - Required Pre-Approvals
1. Does this purchase item or service require NEC/G6/S6 pre-approval?  Yes      No          If yes, attach the required approval to this form, (FS Form 815, or memo, or e-mail), or collect their signature of approval in Section VII below.
2. Does this purchase item or service require DPW pre-approval?  Yes         No If yes, attach the required approval to this form, (DA Form 4283, and local Quad Chart).
3. Does this purchase item or service require any other pre-approval from outside your chain of command not listed above?   Yes         No           If yes, attach the required approval to this form, (Official Government Form, or memo, or email), or collect their signature of approval in Section VII below and name the approval office/organization:
SECTION VI - Approvals
                       Title                                             Print Name                                            Signature                                  Date
Billing Official
The card holder cannot be the receiver / acceptor of goods or services per AFARS Appendix EE 3-11,c.  The signature block below is used only after purchase completion.
Receiver / Acceptor
Other approval offices list:
REQUEST FOR PURCHASE APPROVAL USING GOVERNMENT PURCHASE CARD
This purchase request is disapproved by the signing authority below and returned to the requestor chain of command.
**FOUO - For Official Use Only - do not share with, or forward to, outside offices or business**
5c.  Yes       No 
5b.  Yes       No 
5a.  Yes       No 
4.    Yes       No 
3.    Yes       No 
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Grand Total
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QTY:
FAR Part 8 Mandatory Source Hierarchy
Receiver Initials
Unit Cost
Line Total
SECTION VII - Source Selection Details
Army Supply System, DAPS or Local Contract
Source Used
If "No", provide reason
If "Yes", stop
Justification
(attach documentation or print screens as appropriate)
1.    Yes       No 
2.    Yes       No 
Excess from other Agencies-http://gsaxcess.gov
AbilityOne-https://www.abilityone.com
FPI-http://www.unicor.gov/sopAlphaList.aspx
Army Mandate-https://www.fedmall.mil
Global Supply-https://www.gsaglobalsupply.gsa.gov
Army Mandate-https://chess.army.mil
In accordance with AFARS Appendix EE 1-7e - (sub points 2, 7, & 8), regarding mandatory sources.  Card Holders must attach documentation showing why sources ranked higher than the selected vendor were not utilized.  In addition, appropriate price reasonability determination documentation must be attached if a Non-Mandatory Sources vendor is selected.  Please provide any additional clarification narratives and statements below as needed (optional).
Final Receipt Acceptance
REQUEST FOR PURCHASE APPROVAL USING GOVERNMENT PURCHASE CARD
Comments:
15
14
13
12
11
10
9
8
7
Item#
SECTION VIII - Purchase line item details if required by local command
6
5
4
3
2
1
Item description, shipping/installation fees, or discounts
**FOUO - For Official Use Only - do not share with, or forward to, outside offices or business**
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Use this form to: 
 
1.  document a request for purchase of goods or services using the Government Purchase Card (GPC) rather than initiate a contract acquisition.
 
2.  Instructions:
 
     a.  Section I - Request for supply/service:
 
          (1) Enter the name of the person requesting the purchase.
 
          (2) Enter the date the request was made.
 
          (3) Briefly describe in simple terms the good(s) or service(s) to be bought.
 
          (4) Briefly explain how and why this is a government need for purchase.
 
     b.  Section II - Budgeting: (Note:  Some units do not receive this data until later in the purchasing process)
 
          (1) When the GFEBS Purchase Request # becomes available, enter it here with the date it was processed.
 
          (2) Card holders must ensure funding is available prior to purchase.  Enter either the GFEBS Purchase Order Number (PO#) when the GFEBS PO# becomes available (prior to purchasing), or if the GFEBS PO# is not known, enter the date funding was approved and attached supporting documentation.
 
     c.  Section III - Property Book:  Units or offices with GPC purchase are responsible to ensure proper Property Book coordination for items bought.  While the responsibility for property is a separate function from acquisitions, the GPC community has been tasked to maintain awareness and track responsibilities regarding items bought via the GPC.  Unit/Organizations must know the proper accountability rules for the items being bought and indicated if the purchase qualifies for Property Book Officer (PBO) pre-approval and post receipt review, and act accordingly.  Refer to local command guidelines for coordination with your local PBO.
 
     d.  Section IV - Acquisition Source and Reasonability:
 
          (1) Review and select the appropriate option from the drop-down menu.  This documents the purchase choice actually made regarding the FAR8 mandatory sources.
 
          (2) If block 1 of Section IV is marked "Not Available" then review and select the appropriate option from the drop-down menu in block 2, otherwise leave block 2 on its default text.
 
          (3) Enter the name of the vendor recommended for this purchase.
 
          (4) If needed, enter any applicable point of contact name for the vendor regarding this purchase.
 
          (5) If needed, enter the point of contact e-mail or website information for reference and or use.        
 
          (6) If needed, enter the telephone number for the point of contact for this vendor for this purchase.   Enter numbers only, format (e.g.,(999) 999-9999) will self populate once you click outside the box.  
 
          (7) Enter the expected price for this purchase.  Remember to attach applicable documentation to the purchase request form.  
 
          (8) Use this dropdown box to select the method used to determine the reasonability of the chosen vendor’s price when buying from a Non‐Mandatory Source.  This block is not applicable if the purchase is less than $10,000.00 and going to be bought from a Mandatory Source listed in block 1 of Section IV of this form. 
INSTRUCTIONS FOR COMPLETING
REQUEST FOR PURCHASE APPROVAL USING GOVERNMENT PURCHASE CARD
FS FORM 39, JANUARY 2020
(Mission Installation Contracting Command)
PAGE 4 OF 4
 
     e.  Section V - Required Pre-Approvals:
 
          (1) If the intended purchase is IT or IT network related you may need to coordinate with and get purchase approval from the local NEC, G6, or S6 which may require additional forms, to include the FS Form 815.  Indicate if this purchase meets those requirements by using the check blocks provided and attach any applicable backup documentation to the purchase request form.
 
          (2) If the intended purchase is building or grounds related you may need to coordinate with and get purchase approval from the local Directorate of Public Works (DPW) which may require additional forms, to include the DA Form 4283 and local DPW Quad Chart.  Indicate if this purchase meets those requirements by using the check blocks provided and attach any applicable backup documentation to the purchase request form.
 
          (3) If the intended purchase will require any coordination or approval from other office not listed on this form
indicate those requirements by using the check blocks provided, listing the other offices by name in the block
provided, and attach any applicable backup documentation to the purchase request form.  
 
     f.  Section VI - Approvals:  Approval signatures may be wet‐ink signatures on a hard copy form or digitally signed.  It is not required to use all available signature slots.  Follow your local command's procedures for listing the appropriate
approving/signing authority positions for the purchase being requested.  Billing Officials will ensure all correct signatures are collected, then the Billing Official will sign in the last slot.  However, any approver in the request chain may disapprove the purchase request by skipping the approval signature row marked with their title and instead complete the signature row below the Billing Official to stop the purchase request.  When the purchase is approved by all required persons, the Card Holders must then ensure the purchased goods or services are received but the card holder is not allowed to sign the form as the Receiver/Acceptor.  Card Holders must get another person's signature of verification of receipt of goods or services per AFAR
Appendix EE, 1‐7 e5, & e10.  The Receiver/Acceptor signature will not be completed until after the purchase, and after the goods or services are received/accepted, following regulation and local policy procedures.
 
     g.  Section - VII Source Selection Details:   This section is used to explain the choices indicated in Section IV blocks 1 and 2.  Card holders must investigate FAR8 mandatory sources in order, and then justify how or why they have to skip the higher ranked sources to use a lower ranked source.  The card holder marks a “N” check block for each upper level source skipped and stops when they mark the “Y” check block for the source used. Enter a short justification on each line marked “N” and attach any applicable supporting documentation.  This section replaces and supersedes previous GPC source justification forms.  If all the mandatory sources were skipped remember to include price reasonability justification documentation.
 
     h.  Section VIII - Purchase Line item details if required by local Command:   This section is optional; please follow the policies and procedures of your local command regarding use of this section.  For example, your command may not want you to list the first fifteen items of a twenty item list on this document; instead they may want you to list all twenty items on a spreadsheet to be attached to this document.  Or your command may want the high priced items on this form and the lower priced items on an attached continuation page.  Card holders are encouraged to enter some explanation in the Comments area or on the first line in the Item Description field for how this section will be used to include “NA” if their command has no need for this section on the current purchase.
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