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(**)Certifies: All purchases satisfy a bona fide government need, funds availability, and Section 889 Representation has been obtained and/or documented to file as required in IAW Administrative Instruction 105. All purchases made from Non- Mandatory/ Open-market vendors were considered after the required Mandatory source was unable to fulfill the requirement. 
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PREVIOUS EDITION IS OBSOLETE
GPC PURCHASE REQUEST
(Please read the Privacy Advisory in its entirety in the next page before completing this form).
6. Type of Supplies or Services
8. Description of Supplies or Services
9. Part/ Check Number
10. Quantity
11. Unit Price
12. Total Price
State Tax-exempt status: – https://smartpay.gsa.gov/content/state-tax-information 
Shipping, Handling, Fees and State Tax (if applicable)
Total Purchase Price
Organization Approvals (Signature Required)
15. Approving / Billing Official
16. Cardholder
Organizational Property Record Verification
17. Supply Officer
18. Property Book Officer
IT Manager / JSP Approval (as applicable)
19. IT Manager / JSP Rep.
20. Property Book Officer
Independent Receipt and Acceptance
21. Authorized Government Representative (Receiver/Print)
PRIVACY ADVISORY:  When completed, this form contains personally identifiable information and is protected in accordance with the Privacy Act of 1974, as amended and DoD 5400.11-R “DoD Privacy Program."
PURPOSE: This form is used to request, purchase and account for supplies and services up to the micro- purchase threshold. Cardholders should verify the micro-purchase threshold prior to making any purchases to ensure this amount is not exceeded. As of 31 August 2018, the micro-purchase threshold is $10,000, with exceptions. For services subject to Contract Labor Standards, the threshold is $2,500; and for construction, the threshold is $2,000. To verify the current threshold or other exceptions, refer to the Federal Acquisition Regulation, part 2.101. Cardholders are required adhere to the regulatory guidance of Federal Acquisition Regulation (FAR) Part 8, which sets forth statutory guidelines to procure supplies and services from priority sources when available, regardless of cost.
FORM INSTRUCTIONS 
Order Number: Number of DAI GPC PR. Internally assigned for funds control. The Control Number participants match to in US Bank-Access Online.
1. Name of Authorized Government Official (Requester). All WHS-serviced Component government personnel /Soldier requesting supplies or services; not the Cardholder, Approving/ Billing Official, or a Government Contractor.
2. Phone Number. Contact information of the person identified in block 1.
3. Date. Date of purchase request.
4. Section 889 Representation. Representation is required prior to purchase, as appropriate. Select appropriate designation to be applied in AxOL. When making a Government to Government, Contract or training payment select 889 Payment.
5. Screening for Proper Procurement Method. Use the dropdown menu to select the most appropriate procurement method used for this purchase. Note: for some Procurement Methods, this Purchase Request Form may not be used, such as training must use SF-182.
6. Type of Supply or Services. Select the most appropriate type of supply or service requested. Selection of one of the boxes or from the drop down is mandatory. Refer to the drop down for additional list of choices accurately defining your type.
7. Special Instructions for Type of Supplies or Services Selected. This field you will populate with mandatory information based on which box is selected above. Cardholders must comply with the noted Special Instructions.
8. Description of Supplies or Service. Item name required.
9. Part Number. National Stock Number, Unit Product Code, or other manufactures Item Identifying number.
10. Quantity. The number of items requested in block 8.
11. Unit Price. The individual price of each item listed in block 8.
12. Total Price. This amount is calculated based on the information provided in blocks 10 and 11.
Shipping, Handling, Fees and State Tax. Amount of cost attributable to the vendors noted pricing for shipping and handling; and State Tax if applicable.
Total Purchase Price. This amount is calculated based on the information provided in the Total Price plus Shipping & Handling column.
 
13. Supplies/Services Mandatory Source(s). Must select a mandatory source from the drop-down list when mandatory sources are being used.
 
14. Supplies/Services Other Source(s). Must select other source from the drop-down list when mandatory source is not being selected. Requester must document a reason when the mandatory source is not used.
**Organization Approvals. My signature indicates there is: sufficient funding, a bona fide government need, and 889 Representation is provided as required. I understand the appropriate use of the GPC, and have all required approvals in accordance with AI-105.
15. Approving/Billing Official
 
16. Cardholder 
 
17. Supply Officer. Person responsible for the organizations internally managed supplies. Block is mandatory for all supply purchases.
 
18. Property Book Officer. Installation or Organization Property Book Officer. Coordination between the Cardholder and PBO is required to ensure that all purchases requiring Property Book annotations are identified and accounted.
 
19. IT Manager/ JSP Rep. Person responsible for the organizations IT purchases.
 
20. Same as 18.
 
21. Authorized Government Official(Receiver). WHS-serviced Component / Soldier receiving the requested supplies or services; not the Cardholder, Approving / Billing Official, or a Government Contractor. Can be the same person identified in block 1.
 
22. Date Received. Date of Supply/Services receipt.
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