IMPAC PURCHASE REQUEST   

Requester/RDD:


(1)____________________ RDD:_______________

Unit/Section:


(2)____________________

POC/Phone:


(3)____________________

Authority/Justification:

(4)_______________

CAPR:



(5)_______________

PBO Approval:


(6)_______________

Mandatory Source:

(7)_______________

Admin Approval:


(8)_______________

Approving Official:

(9)_______________





NAME




CPT, EN





Commanding

Supply/Service

(10)Description




Qty
Unit Price
Total

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Issued to:


(11)____________________

PBO Documentation:

(12)____________________

Action Complete:


(13)_______________

Cardholder:


(14)_______________

INSTRUCTIONS FOR SAMPLE PURCHASE REQUEST

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

2. Unit / Section.  Requestor’s platoon or section in HHC or company if not in HHC.

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 the purchase of this item.  Enter a brief written justification such as the following:

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

b. Port-O-Lets for Warfighter Exercise.  Requirements contract with VANTEX.

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 a copy of approved CAPR to the purchase request.

6. PBO Approval.  Indicate the PBO approval date for supply items requiring formal Property Book accountability.  (Don’t forget DD Form 250)

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 (e.g. facilities upgrades, DA 4283).  Enter name of approval authority and/or attach proof of admin approval to purchase request.

9. Approving or Alternate Approving 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 supply or service and/or have the person sign.

12. PBO Documentation.  Enter date supply items are entered onto the formal Property Book, hand-receipt, 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 completed.


Source Priority:

a. Activity/Installation Inventories

b. Government Services Admin (GSA)

c. Federal Prison Industries (UNICOR:  800-827-3168)

d. Industries for the Blind/Severely Handicapped

(NIB/NISH:  800-473-4484)

e. Wholesale Supply Source (SSSC: 436-0865)

f. Open Market/Local Vendors

* Staple credit card receipt to request.  Original stays with approving official, copy stays with cardholder.

