PROCUREMENT LOCAL PURCHASES
Reference USAIC Reg 715-1
Appendix B
Procedures for Preparing and Processing Purchase Requests
(Does not apply to non-appropriated fund awards made by DCA)
B-1. Purchase requests will be submitted pursuant to Army Supply (710 series) and Finance (37 series) regulations.
 

B-2. Like or similar items which are generated in a single day (emergencies and high priorities excluded) must be consolidated on a single purchase request. Requirements must not be split to avoid the local or small purchase dollar limitations.
 

B-3. The following is a checklist for preparing a purchase request:
a. Is the requirement authorized for local purchase? (see chapter 2,appendix C.)
(1) If no-- purchase thru supply channels.
(2) If yes-- and the requirement cannot be purchased using a Government Credit Card (see chapter 13).
b. Is technical assistance available to develop an adequate purchase description and provide for inspection/acceptance?
(1) If no-- purchase thru the appropriate functional source that has such expertise.
(2) If yes--
c. Conduct a market survey/research, be careful of unauthorized commitments, be aware of the Ethics requirements, and look into vendor demonstrations. See chapters 1, 3, and 7.
d. In performance of c., you must describe the requirement, be aware of the National Stock Number or Federal Supply Class, be familiar with the appropriate Federal and Military specifications, know limits applied to repair or replacement parts, consider the requirements of brand name or equal, and be aware of the special requirements for service contracts. See chapters 10, 22, 37 and 46. For Construction, also see chapters 28 and 36. Please review chapter 8 to assure that the requirements do not exceed any maximum order limitations for delivery orders.
e. Determine the required delivery date. See tables 7-1, 7-2, and 7-3.
(1) If within established time frames, proceed to g.;
(2) If needed sooner than the established time frames, proceed to f.
f. Is the requirement urgent? See chapters 6 and 7, appendixes D and E.
(1) If yes- you need to prepare an urgency of need statement.
(2) If no-
g. Is the estimated cost over $2,500 and only one known source? See chapter 6, and appendixes D and E.
(1) If yes- you must provide a recommendation for other than full and open competition.
(2) If no-
h. Is the requirement for supplies or for services? See chapters 22 and 37.
(1) If services, need to be familiar with chapter 37; and if over $2,500 estimated costs, information for a wage determination needs to be provided.
(2) If supplies-
i. Does it involve hazardous materials? See chapter 23.
(1) If yes- you need to provide a certification.
(2) If no-
j. Are any other approvals required? See chapters 5, 8, 25, and 45.
(1) Yes-- if it is base level commercial equipment (BCE), test measurement and diagnostic equipment (TMDE), you want to advertise in newspapers or other publications, it will be a foreign acquisition, you want to lease motor vehicles, you want to lease any type equipment, Government property is involved, or environmental or safety reviews are required.
(2) If no-
k. Is there a mandatory source? See chapter 8.
(1) Yes, if UNICOR, Workshops, or other agencies can provide items/services;
(2) If no--
i. Is it available from a current federal schedule? See chapter 8.
(1) If yes-- is the item listed adequate? If not adequate, you need to provide a justification for a nonschedule item;
(2) If no-
m. Submit your Purchase Requests to DOC. See chapter 2.
(1) No-- if it must go to a functional manager such as DOL, DOIM, DPW, MEDDAC.
(2) If yes--
n. Prepare the DA Form 3953, Requests for Purchase and Commitment, cite the local purchase authority, be sure to include an estimated price, have the appropriate funds certified, don't split the requirement to avoid any approvals, and obtain the required signatures. See chapters 2 and 10; appendix B.
o. Is the purchasing packet complete? See appendix B.
(1) If no-- go back and review the process above and complete.
(2) If yes-
p. No-- further action is required unless a modification is required. See chapters 42 and 43.
(1) If yes- need to prepare a FB Form 43-R and process thru the same channels as the basic requirement.
(2) If no-
q. Were the items received by the required delivery date? See chapter 12.
(1) If no- contact the functional manager.
(2) If yes-
r. Were the items or services acceptable? See chapter 46.
(1) If no- provide a detailed written notice to the functional manager. Do not process the receiving report until you are satisfied that you got what you ordered!
(2) If yes-
s. Prepare the receiving report and submit to Defense Finance and Accounting Service (DFAS). See chapter 46.
t. Was the receiving report processed late? See chapter 32.
(1) If yes- DFAS must pay any lost discounts and assess you with an interest penalty.
(2) If no-
u. The process is complete! Congratulations!
B-4. Provided below is a checklist summary of the required data needed for preparation of the Purchase Request.
a. Administrative Data
(1) Purchase request number. Each line item on the purchase request must have a unique line item number derived from the accounting classification.
(2) Date of preparation.
(3) Name of requesting activity (appendix C).
(4) Delivery point specified.
(5) Required delivery date is stated (chapter 7).
(6) Local purchase authority cited (chapter 8).
(7) Availability of funds certified (chapter 1).
(8) National stock number provided, or Federal supply classification.
(9) Place of inspection and acceptance (chapter 46).
b. Describing Requirement
(1) Reference to specifications (chapter 10).
(2) Purchase description sufficient (chapter 10).
(3) Performance work statement reviewed for accuracy and relevancy (chapter 10).
(4) Construction technical provisions in sufficient detail (chapters 10 & 36).
(5) Exchange of personal property supported as required (chapter 17).
(6) Used or reconditioned items (chapter 10).
(7) Books and periodicals (chapter 10).
c. Justification and Documentation
(1) Known sources of supply (chapter 3).
(2) Liquidated damages (chapter 12).
(3) Warranty (chapter 46).
(4) Recommendation for other than full and open competition (chapter 6 & appendixes D and E).
(5) Leasing of motor vehicles (chapter 8).
(6) Independent Government estimate (chapters 15 & 36).
(7) Lease of equipment (chapter 7).
(8) Authority to advertise in newspapers (chapter 5).
(9) Similar requirement - Federal supply schedule (chapter 8).
(10) Urgent requirement - Federal supply schedule (chapter 8).
(11) Multiple sources - Federal supply schedule (chapter 8).
(12) Foreign origin (chapter 25).
(13) Service Contract Act requirement over $2,500 (chapter 13).
(14) Government property (chapter 45).
(15) Statutory Cost Limitations (chapter 36).
(16) Hazardous material certification (chapter 23).
B-5. Now that you have a properly prepared DA Form 3953, these are the processes that are necessary to satisfy your requirement. If the functional manager for the item or service is:
a. MEDDAC
(1) DA Form 3953 is brought to Customer Service for editing and review.
(2) If all is in order, it is then forwarded to the Certifying Officer for review, certification, and signature.
(3) It is then determined available for local purchase either by the MEDDAC or forwarded to DOC.
b. Directorate of Logistics (DOL):
(1) AIPB-The DA Forms 3953, 2765 and DD Form 1348-6 are received, clocked in and reviewed for required approvals, fund cites, and APC code.
(a) Forwarded to Property Book Officer for determination of authorization and sufficiency of data.
(b) If all is in order, a document number is assigned and the package is forwarded to DOL Supply/Services Division Edit section;
(c) If all is not in order, contact is made with the originating office for additional data or correction;
(2) EDIT/CIU-The funded package is received and the source of supply determined as follows:
(a) ISD Stock: If the item is stocked in the ISD ASL, an issue will be made. If there is no stock on hand, the requirements will be placed on back order against a stockage requisition or passed to the wholesale supply system;
(b) Local Purchase: If not available through ISD Stock or the wholesale supply system, the package is finalized and forwarded to DOC for action.
c. Directorate of Public Works (DPW): (Does not apply to construction services)
(1) Need is identified and DA Form 3953 is prepared.
(2) The DA Form 3953 is assigned a document number by DPW Supply and Equipment Division.
(3) The form is taken to the DPW Budget Branch for funding.
(4) DPW Budget Branch certifies to the availability of funds.
(5) The form is forwarded to DOC for processing.
d. Directorate of Information Management (DOIM):
(1) Customer identifies automation or telecommunication need.
(2) Need may be defined by reference to catalogs or contact with A P & P Branch, DOIM.
(3) DA Form 3953 is prepared. This must include a statement of requirement and three sources.
(4) DA Form 3953 is taken to the appropriate budget person for funding (see below).
(5) DA Form is taken to the appropriate functional manager for assignment of a document number.
(6) The form is then returned to DOIM for review and approval.
(7) Once completed, the purchase request is then taken to the appropriate functional manager for processing.
e. Directorate of Resource Management (DRM):        (Applies only to Directorates/Commands without Fund Certification Authority).
(1) DA Form 3953 is brought to Program and Analysis Division, Bldg. 75.
(2) If any prior approvals are required they must be secured prior to the funding process.
(3) Appropriate budget analyst provides fund cite and verifies availability of funds.
(4) DA Form 3953 is taken to Accounting Services Division, Bldg. 75, Room 105 for certification of funds.
(5) Funding is complete and DA Form 3953 may be taken to the functional manager such as DPW or DOL.
f. Program Directors with Fund Certification Authority:
(1) DA Form 3953 is brought to the appropriate fund certifying office. 
(2) If any prior approvals are required they must be secured prior to the funding process.
(3) Appropriate budget analyst provides fund cite and certifies availability of funds. 
g. Directorate of Contracting:
(1) Package is delivered to the DOC Mailroom, Support Division;
(2) The package is clocked in and carried to the requisition input desk the same day;
(3) The package is reviewed for obvious errors prior to input into the SAACONS data base;
(4) If any problems are noted, the POC listed will be contacted by telephone to try and correct;
(5) If problems cannot be corrected, the package is forwarded to Support Division Chief for review and return to the functional manager;
(6) If there are no problems, the package is entered into SAACONS and forwarded to the action Division within DOC. 
Reference is made to USAIC Reg 715-1, Procurement Local Purchase, 20 Oct 94, that is under revision.  The following excerpts are provided to assist customers in preparation of submittal of their procurement packages.  Any references to SAACONS are changed to read "Standard Procurement System (SPS)", the current automated system.  Any references to MEDDAC are deleted in their entireties.
Additionally, recommendations for other than full and open competition over $25,000, require submittal of a Justification & Approval (J&A) document certified as accurate and complete by a Technical Certification, Requirements Certification and a Management Review/Approval certified by the Director/Commander of the requesting agency.  Additional information for J&A submittals is contained in the J&A Handbook available at http://www.tradoc-acq.army.mil/Library/Library.htm. 
USAIC Reg 715-1 Appendices excerpts: 
Appendix B Procedures for Preparing and Processing Purchase Requests
Appendix D Recommendation for Other Than Full and Open Competition (Requirements over $25,000).
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