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Government-wide Commercial Purchase Card (GCPC) Purchase Request $10,000 and below
MANDATORY SOURCES REVIEWED
Mandatory Sources:  
GCPC personnel must use mandatory sources.  Check sources in the following order:  (1) Mandatory sources prescribed by FAR 8.002 and FAR 8.003 (e.g. AbilityOne, wholesale stock sources, and Federal Prison Industries); (2) Items on DoDEA contracts (purchase under contract might or might not be required).  
No Mandatory Source Required:
If a mandatory source is not required, consider sources in the following order:  (1) Sources listed under FAR 8.004(a) (Federal Supply Schedules, Governmentwide acquisition contracts, multi-agency contracts, and any other procurement instruments intended for use by multiple agencies); (2) Commercial sources (including educational and non-profit institutions) in the open market.
Per FAR 13.203(a)(1), To the extent practicable, micro-purchases shall be distributed equitably among qualified suppliers.
PURCHASE DOCUMENTATION
ITEM DESCRIPTION
QTY
UNIT PRICE
TOTAL AMOUNT
SUBTOTAL
SHIPPING, HANDLING, ETC.
DISCOUNT OFFERED (e.g. AAFES discount)
TOTAL (Before currency conversion)
TOTAL (After conversion to US dollars)
APPROVALS
PURCHASE APPROVAL/RESOURCE MANAGER:  To be signed by Principal, Chief of Staff, Superintendent, or other authorizing individual, if required by school or office.  Signed by RMO for emergency buys and case-by-case exceptions during "Black Out" period (normally the end of the fiscal year (late August) until the opening of the new fiscal year (early October).    BILLING OFFICIAL CERTIFICATION:  By signing below, I approve the purchase of the item(s) listed above (or on the attached list) using the Government-wide Commercial Purchase Card.  I certify that the services listed above (or on the attached list) are properly chargeable to the associated funding document, the available balances of which are sufficient to cover the cost thereof; and sufficient funds have been committed.  OTHER APPROVALS:  Certain purchases require additional approval prior to purchase.  These include, but are not limited to, IT purchases, printers, training, and any purchase requiring agreement to Terms and Conditions.  Contact the A/OPC before making these types of purchases.  If approval is granted, it should be included with the transaction documentation.
NAME (Typed or printed)
SIGNATURE DATE
SIGNATURE
Purchase Approval/RMO (Optional)
Billing Official (Required)
Cardholder (Required)
Requestor Receiving Items (Required)
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