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Chapter 1:  
Introduction 

 

 

Introduction This chapter provides an overview of the contents in this process guide. 

In This Chapter This chapter contains the following sections: 

Section Title Page 

A Introduction 1-2 

B Process Guide Scope 1-3 
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Section A: Introduction 
 

A.1.  
Introduction 

This process guide focuses on Micro-purchase purchase card (P-Card) and 
provides how-to instructions for the process starting with the Requiring 
Activity identifying the need for a micro-purchase P-Card item and ending 
with the Buyer closing out the file and filing per applicable procedures. 

A.1.a. Micro 
Purchase 
Threshold (MPT) 
Definition 

A micro-purchase is an acquisition of supplies, services, or construction 
using Simplified Acquisition Procedures (SAP), as defined by reference (a) 
Head of Contracting Activity (HCA) Simplified Acquisition Procedures 
(SAP) Guidebook, and the aggregate amount of which does not exceed the 
MPT as defined by reference (b) Federal Acquisition Regulation (FAR). 
Micro-purchasing is designed to reduce administrative burden and expedite 
the purchases of readily available supplies and services. 

The SAP are the methods defined in reference (a) for making purchases of 
supplies or services. 

A.2. Deviating 
Statement 

While this is a very comprehensive process guide, it is unrealistic to 
assume this guide covers all situations. Consult your local Procurement 
and Contracting (P&C) Department as necessary, if you encounter the need 
to deviate from guidance in this process guide. It is acceptable to deviate 
from the process guide as necessary to complete the task with greater 
effectiveness and efficiency. However, do not take such deviations lightly. 
Temper any decision to deviate with maturity and a complete 
understanding of the mission, members’ capabilities, and equipment. 
Report process guide adjustment needs per the Request for Changes 
paragraph located in the cover letter. 
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Section B: Process Guide Scope 
 

B.1. Purpose This process guide’s purpose is to provide field level how-to’s for 
participating in activities relating to the Micro-purchase P-Card creating, 
processing, and receiving actions Customers and P&C Department 
personnel perform, i.e.: 

• Identifying and verifying information relevant to creating a purchase 
request (PR); 

• Completing the PR;  

• Obtaining special approvals; 

• Reviewing and screening a PR; 

• PR package acceptance; 

• Supply orders;  

• Service/construction orders;  

• Vendor selection; 

• Documentation for PR package; 

• Order placement; 

• Order verification; 

• Receiving unit identifying and verifying information relevant to 
receiving and accepting products and services; 

• Buyer’s procedures to document receipt for products/services;  

• Purchase card application (PCA) procedures; and 

• Review and completion procedures. 

B.1.a. Supporting 
Process Guides 

Use this process guide in conjunction with reference (c) P&C: MILSTRIP 
Process Guide. 

B.2. Audience This process guide’s audience includes roles listed below as well as any 
other United States Coast Guard (USCG) field level personnel 
participating in PR requisitions routed through the P&C Department. 

B.3. Roles and 
Responsibilities 

The following provides high-level description of roles and responsibilities 
concerning micro-purchase P-Card per reference (a) Head of Contracting 
Activity (HCA) Simplified Acquisition Procedures (SAP) Guidebook. 
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B.3.a. Requiring 
Activity 

The Requiring Activity for the micro-purchase P-Card process is defined 
as the Customer, the Supervisor, and the Funds Manager (FM). 

B.3.a.(1).  
Customer 

The Customer identifies and documents the requirements of the PR process 
to aid the Buyer in the procurement process. The Customer is identified on 
the PR as the Originator (block 1) once the PR is completed. To complete 
the PR, the Customer: 

• Identifies the requirements: 
 Description; 

 Model/part numbers; 

 Manufacturer (point of contact (POC), phone number, 
email) (if manufacturer is needed); 

 Salient characteristics (i.e.: color, size, width, function - 
what it is used for); and 

 Statement of Work (SOW) and POC identified 
(service/construction only). 

• Obtains all special approvals (e.g. information technology 
configuration control board (IT CCB), conferences, hazardous material 
(HAZMAT)) as required to facilitate the PR processing by the P&C 
Department; 

• Identifies a suggested source of supply; 

• Recommends the priority (Table 1-1) of the item to be ordered based 
on the required delivery date (RDD) or period of performance and 
provides justification as needed; 

 Procurement Action Lead-Time (PALT) is the estimated amount of 
time required to effectively make an award once a complete and 
accurate PR package the Buyer accepts. PALT for priority 3 micro-
purchases up to the MPT is 10 days (see Table 1-1 for description 
of PALT for all priorities (1, 2, and 3). A complete and accurate PR 
package is defined as a PR with all required approvals, clearly 
defined requirements (including costs and shipping and handling), 
correct accounting information and all supporting documents that 
the Buyer receives and approves before a PR can be processed for 
purchase. PALT applies to the ordering process and does not have 
any effect on the receipt of supplies or services. 

• Submits a complete, accurate, timely, and Supervisor/FM approved PR 
with the appropriate priority. The Customer assigns the priority rating 
on the PR in block 9b; 
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 • Ensures accuracy of pricing information based on the suggested 
source’s information for supplies and, as applicable, develops the 
Independent Government Estimate (IGE) or Independent Government 
Cost Estimate (IGCE) for services/construction. Verifies subtotal and 
total costs (including shipping and handling and freight costs); 

• Determines the proper unit funding via the line of accounting (LOA) 
ensuring it identifies the correct project and includes the treasury 
account symbol (TAS); 

• Provides additional information to facilitate processing (explain 
urgency, list supporting documents, special instructions, period of 
performance (service/construction), etc.) as required; 

• Ensures all documents to support the request are provided;  

• Ensures correct shipping address; 

• Identifies and routes the PR through the proper unit chain of command; 

• Receives/accepts the product or services ordered as required; and 

• Forwards receipt documentation to the P&C Department. 

NOTE: 

Some procurement actions require additional documentation or 
special waivers and approvals to support a PR that can be outside 
the normal unit chain of command. These types of requests can 
involve additional time (three weeks or more) to obtain the proper 
approved documentation (i.e. IT, conferences, waivers, etc.). Obtain 
this supporting documentation prior to submitting the PR to the 
P&C Department. The Requiring Activity reviews Special 
Procurement Actions prior to submitting a PR to the P&C 
Department. The Requiring Activity verifies if a special approval is 
required and reviews the steps to initiate the required 
documentation/approval process.  

B.3.a.(2).  
Supervisor 

The Supervisor reviews the PR for accuracy and completeness as well as 
verifies the item(s) need/requirement for their respective division/unit. The 
Supervisor is usually the first level review of the PR. For the Micro-
purchase P-Card Creating process, the Supervisor:  

• Verifies Customer information (name, phone, etc.); 

• Validates proper routing (FM, Procurement Unit Shop ID (can be 
obtained from P&C Department)); 

• Validates the need (including verifying regular or emergency) and 
requirement (description, quantity, unit of issue, etc.); 
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• Verifies supporting documents (IT CCB, conferences, HAZMAT, etc.) 
and returns to the Customer if additional documents are needed; 

• Verifies property criteria is identified (government furnished 
equipment (GFE), government furnished property (GFP), sensitive 
item (asset category)) as applicable – contacts unit Accountable 
Property Officer (APO) for guidance; 

• Verifies the purchase is not located in MILSTRIP; 

• Validates priority (1, 2, or 3), RDD, or period of performance; 

• Verifies shipping information (separate line item, including cost); 

• Verifies total of the suggested estimate/total of estimated costs; 

• Verifies LOA (including project code and TAS) for the associated 
purchase (and amends as required), including verifying the correct 
fiscal year (FY) is identified; 

 Identifying the proper FY is vital to ensure the correct 
period is charged for the purchase. At the end of the FY, a 
correct FY for service contracts is essential to assist the 
Buyer with scheduling the period of performance to meet 
fiscal guidelines; 

• Approves the PR; 

• Forwards the PR to the FM; and 

• Receives and accepts the product or services ordered as required. 

B.3.a.(3).  
Funds Manager 
(FM) 

The FM reviews the PR for an accurate LOA, verifies funds availability, 
and assigns/amends as required. For the PR process, the FM:  

• Validates budgetary impacts and PR justification; 

• Verifies cost (including shipping); 

• Validates unit funds availability via the appropriate financial system; 

• Verifies proper routing (approvers and P&C Shop Unit ID); 

• Verifies the LOA (including project and TAS); 

• Approves and dates the PR; 

• Performs Property screening (forwards PR package to unit APO to 
work with the Regional Property Support Officer (RPSO) in 
determining property); 

• Forwards the approved PR and supporting documentation to the P&C 
Department; and 

• Accepts or rejects funding increases as required. 
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B.3.b.  
Gatekeeper 

The Gatekeeper for the micro-purchase P-Card process is defined as the 
P&C individual performing the Gatekeeper function. 

The Gatekeeper performs the initial screening of the PR for the P&C 
Department, manages and monitors the workload for the P&C Department, 
and assigns the PR to the appropriate Buyer(s). The Gatekeeper 
immediately distributes and assigns priority purchases to the appropriate 
Buyer within the P&C Department. 

The Gatekeeper screens for the following information and can reject the 
request back to the Customer if any of the following information is not 
accurate or is missing from the PR:  

• Reviews the PR for prohibited items (e.g. weapons, legal services, 
personal convenience items, etc.) – see reference (d) Department of 
Homeland Security (DHS) Purchase Card Manual 
(https://cg.portal.uscg.mil/units/cg9/1/CG913/CG9131/Purchase%20Ca
rd/Manuals/Forms/AllItems.aspx); 

• RDD/period of performance; 

• Special approval supporting documents are attached; 

• Required signatures/approvals (Customer, Supervisor, FM), verifying 
the Customer, Supervisor, and FM are all separate individuals; and 

• LOA, including project, TAS, and proper FY. 

B.3.c. Buyer The Buyer processes the PR using the information and supporting 
documentation the Customer provides. The Buyer also performs 
maintenance functions throughout the transaction to update, modify, or 
cancel a PR as required, and maintains contact with the Requiring Activity 
throughout the process. The Buyer bases their actions on the requirements 
the Customer provides, which includes complete, accurate, and current 
funding information and contains all procurement related documents. 

For the Micro-purchase P-Card process, the Buyer:  

• Reviews the PR for certification of funds availability; 

• Verifies the PR is within single purchase limits; 

• Verifies ‘one vendor per PR’; 

• Reviews and verifies the accuracy of all the PR fields the Requiring 
Activity completes (operating facility code (OPFAC), LOA, TAS, unit 
name, suggested source, Requiring Activity signatures, description, 
shipping costs, etc.); 
 
 

https://cg.portal.uscg.mil/units/cg9/1/CG913/CG9131/Purchase%20Card/Manuals/Forms/AllItems.aspx
https://cg.portal.uscg.mil/units/cg9/1/CG913/CG9131/Purchase%20Card/Manuals/Forms/AllItems.aspx
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• Verifies shipping address if different than originating office data 
(Requiring Activity) and any additional information the Requiring 
Activity annotates; 

• Verifies there is a detailed description that provides a clear, concise 
description of what is needed by the Requiring Activity; 

• Verifies the RDD or period of performance; 

• Verifies PR priority and urgency of need; 

• Verifies pre-purchase special approvals are included within the PR 
package (Pollution Prevention Coordinator (PPC), IT CCB, section 
508, green, etc.); 

• Verifies that any supporting documents are provided to facilitate the 
purchase (MILSTRIP/Inventory/Excess availability, SOW, HAZMAT, 
IT CCB, furniture authorization, etc.); 

• Follows up with Customer as required and provides an opportunity for 
Customer responses to correct issues before rejecting the PR (defined 
by the Financial Management and Procurement Services (FMPS) 
Service Level Agreement (SLA)); 

• Documents all correspondence in the PR package; 

• Immediately (same day) processes priority 1 requests per guidelines; 

• Places the order with the appropriate vendor, documents the transaction 
in the financial system, and updates as required; 

• Updates PR package and the PCA; 

• If the total amount increases within the parameters defined by the SLA, 
modifies the PR and forwards to the Comptroller for funding 
authorization, otherwise reject; and 

• Initiates the purchase card transaction worksheet (PCTW) DHS Form 
1501 and obtains the Approving Official (AO) approval on the PCTW 
prior to the purchase upon deeming the PR package complete and 
accurate (PALT begins). 

NOTE: 

The Buyer referred to in this guide is the same role as the 
Cardholder (CH) as defined in reference (a) Head of Contracting 
Activity (HCA) Simplified Acquisition Procedures (SAP) 
Guidebook.  
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B.3.d. Receiver/ 
Receiving 
Activity 

Receipt and inspection for micro-purchase usually takes place at 
destination, i.e. at the government facility designated as the receiving 
point. The Customer or end user can act as receiver and inspector. 
Acceptance is ordinarily evidenced by execution of an acceptance 
certificate on an inspection or receiving report form or commercial 
shipping document/packing list. 

The Receiver/Receiving Activity is a third party that accepts and compares 
the product(s) delivered or service(s) rendered with what was ordered to 
ensure that the proper item(s) or service was received and is not damaged, 
defective, and conforms to the terms of the PR. 

The Receiver/Receiving Activity immediately notifies the P&C 
Department of any/all discrepancies. 

The Receiver/Receiving Activity is responsible for submitting a signed and 
dated third party receipt for the product or services to the P&C 
Department. 

NOTE: 

Ensure there is a clear separation of duties unless a waiver is on file. 
No one individual controls more than one key aspect of a 
transaction (i.e. making purchases, authorizing purchases, 
certifying funds, and third party acceptance). A waiver must be 
obtained from the P&C Department in circumstances not allowing 
for separation of duties (i.e. small procurement office where the AO 
also acts as the FM) per reference (a) Head of Contracting Activity 
(HCA) Simplified Acquisition Procedures (SAP) Guidebook. The 
Customer, Supervisor, and FM cannot be the Buyer. 

NOTE: 

Third party receipt is an independent person – not the Buyer or AO 
– who signs a receiving report form, commercial shipping document 
or packing list, or sends an e-mail to indicate that the product or 
services listed (and only those listed) are present in the delivery.  
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 Definition 

Priority 1 – 
Emergency 

Priority 1 work takes precedence over other work and requires immediate action, 
including diverting personnel from other procurements, if necessary, to execute the 
emergency. Priority 1 work is typically categorized as work necessary to protect the 
health and safety of personnel, to protect the security of sensitive government property 
and information, to prevent damage to property, or to preclude the interruption of 
operations. 

Examples of priority 1 procurements include casualty reports (CASREPs), grounded 
aircraft, deployed vessels with no connectivity with urgent needs, credit cards not 
accepted and need is urgent, or emergency tug services, small boat purchases for assets 
not mission capable (NMC), heavy weather contingency operations, sewage treatment 
plants, medical refrigerators, etc. Prior knowledge, lack of planning, and untimely 
submission do not warrant a priority 1 action. 

Responses to priority 1 PRs have an immediate/same-day response. Execute/award 
procurement action as urgently as possible while ensuring compliance with applicable 
procurement regulations. All priority 1 work is placed ahead of all priority 2 and priority 3 
actions. 

Priority 2 – 
High 
 

Priority 2 work is accomplished by the first available qualified acquisition employee. This 
category includes work required to correct a condition that could potentially become an 
emergency, work that could adversely affect morale. Examples of priority 2 procurements 
include small boat purchases for assets partially mission capable (PMC), heavy weather 
contingency operations, Decedent Affairs Services, and Work Life Domestic Violence 
Services. Prior knowledge, lack of planning, and untimely submission of a requirement do 
not warrant a priority 2 action. 

Response to priority 2 is to execute/award procurement action as quickly as possible in 
coordination with the Customer while ensuring compliance with applicable procurement 
regulations. 

Priority 3 – 
Routine 
 

Priority 3 does not meet the criteria for priorities 1 or 2. Work in this category is 
performed in the most economical manner, on a first-come, first-served basis within 
PALT. Priority 3 involves work that is the result of an established need in support of 
common routine mission program support. 

Table 1-1 Priority definitions
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Figure 1-1 Micro-purchase P-Card Creating process map 
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Chapter 2:  
Identification, Definition, and Development of 

Requirements 
 

 

Introduction This chapter discusses the processes to define and document the Requiring 
Activity’s requirement or need onto the PR. 

In This Chapter This chapter contains the following sections: 

Section Title Page 

A Identification of Need 2-2 

B Supply 2-3 

C Service/Construction 2-14 

D Purchase Request (PR), DOT 4200.1.2CG 2-16 
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Section A: Identification of Need 
  

A.1. Process 
Start 

The Micro-purchase P-Card Creating process begins when the Customer 
identifies their requirement for a supply, service, or construction that is 
under the MPT. 

A.2. Definition of 
Purchase 
Request (PR) 

A PR is the complete communication from the Customer to the Buyer of 
their requirement. A PR is the basic requesting document for most types of 
procurements. It is the funding document that provides the P&C 
Department authority to begin the acquisition process. In order for the 
requisition to be valid, it is numbered properly, contains appropriation and 
accounting data, and has a valid signature or is digitally approved in the 
USCG's financial system. Each certified PR contains at least two 
signatures, one by the Supervisor and one by the FM. 

The PR is the responsibility of the Requisitioning Activity (Customer) and 
includes complete, accurate, and current funding information and a clear 
description or specification of the requirement(s). The PR package contains 
all procurement related documents (e.g. special approvals) based upon the 
requirements and dollar value of each acquisition. 

A.3.  
Requirement 
within the MPT 

The Customer is either directed to request an order or recognizes the need 
to request an order. The Customer works closely with Supervisors and FMs 
to ensure items requested are validated through the budget or justified to 
support the acquisition. The Customer defines and supports the 
requirement, submitting PRs, and accounting for divisional items based on 
budgetary requirements (as directed by their Supervisor or FM).  

The Customer determines the purchase description based on the Requiring 
Activity’s requirements or specifications. These purchase descriptions 
describe the minimum requirements needed to meet the government’s 
mission needs. The Customer defines the requirements/specifications 
clearly and succinctly to enable the P&C Department to effectively initiate 
the acquisition. 
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Section B: Supply 
  

B.1.  
Development of 
Requirements 

The Customer defines the following requirements for supplies: 

• Requirements/specifications describing the scope or objectives (this 
description needs to be specific, clear, and understandable in terms of 
the material to be acquired) (include industry/common terms, part 
numbers, etc.); 

• Salient characteristics (e.g. color, part number, height, width, etc.); 

• Special packaging or marking requirements (e.g. fragile, hazardous, 
keep dry, etc.). See the following Defense Logistics Agency (DLA) site 
for examples: 
http://www.dla.mil/LandandMaritime/Offers/Services/TechnicalSuppor
t/Logistics/Packaging/PackFAQs/SpecialMarkCodes.aspx; 

• Quantity of each item; 

• Estimated price (one type of product per line item); 

• Priority (1, 2, or 3), RDD, or period of performance; 

• Desired shipping destination (if different than the Requiring Activity); 

• Freight/shipping charges (estimate) as a separate line item to include 
shipping methods (enter shipping charges as a line item and do not 
include freight/shipping charges in the “Freight” line of the PR); 

• General Services Administration (GSA) cart number (as applicable); 

• Pricing obtained from the vendor during market research such as 
catalog pricing or vendor provided estimates (collecting and analyzing 
information about capabilities within the market to satisfy agency 
needs) and the vendor contact information; and 

• Vendor stock availability. 

NOTE: 

The Requiring Activity CANNOT request quotes from vendors 
when conducting market research per reference (a) Head of 
Contracting Activity (HCA) Simplified Acquisition Procedures 
(SAP) Guidebook. The Requiring Activity requests estimates (not 
quotes) from vendors and conveys to vendors they are not asking 
for a quote or placing an order. When receiving information from 
vendors, the Requiring Activity ensures the vendor states 'this is not 
a quote' on any documentation. Under no circumstances will the 
Customer commit to any order from the vendor. 

  

http://www.dla.mil/LandandMaritime/Offers/Services/TechnicalSupport/Logistics/Packaging/PackFAQs/SpecialMarkCodes.aspx
http://www.dla.mil/LandandMaritime/Offers/Services/TechnicalSupport/Logistics/Packaging/PackFAQs/SpecialMarkCodes.aspx
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B.2. Agency 
Inventory/Excess 

Reference (e) Personal Property Asset Management Program Manual, DHS 
Manual 119-03-001-01, paragraph 3.0 states:  

“…When acquiring property, personnel must consider the method most 
advantageous to DHS and the taxpayer. Government regulations mandate 
that Federal agencies consider acquiring excess personal property first 
before purchasing new items….”  

Re-using excess property saves considerable funds and resources. Only 
handling and transportation costs are incurred in most cases. In lieu of 
acquiring new property, all USCG units are required to review both 
internal (USCG) sources via the Agency Asset Management System 
(AAMS) and USCG Inventory Control Points (ICPs), and external or other 
government agency (OGA) sources via the GSA Excess Property System 
(GSAXcess®), for excess property listings for assets that can fulfill the 
unit’s requirements while reducing the cost of acquisition. See reference (f) 
Personal Property: Excess Process Guide. 

Agency Inventory are items various USCG ICPs maintain, such as the 
Surface Forces Logistics Center (SFLC) in Baltimore, MD, and the 
Aviation Logistics Center (ALC) in Elizabeth City, NC. 

• Excess Personal Property – Personal property under the control of 
any Federal agency that is no longer required by the holding agency for 
its needs, as determined by the agency head or designee.  

• AAMS – The electronic system of record GSA designed and offered as 
a service to other Federal agencies for reporting excess personal 
property. AAMS is the front-end screening application to GSAXcess® 
and would suffice for a review of internal (USCG) sources as agency 
inventory in addition to reviewing USCG ICPs. 

AAMS link: 
https://www.gsa.gov/portal/content/100746 

• GSAXcess® - The electronic system of record for reporting, searching, 
and selecting excess personal property throughout all Executive 
Federal Agencies. Organizations qualifying to receive donations 
through the Federal Government surplus personal property also screen 
the items. GSA operates, manages, and oversees GSAXcess®.  

GSAXcess® link: 
https://gsaxcess.gov/ 

https://www.gsa.gov/portal/content/100746
https://gsaxcess.gov/
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NOTE: 

Neither Customers or Buyers within the USCG can receive a 
personalized login access to AAMS/GSAXcess® (access is limited to 
designated members of the Property staff). They can, however, use 
generic passwords to assist the APOs and P&C staff in screening 
assets already entered into the system. The read only access 
permissions for personnel with a ‘.gov’ or ‘.mil’ address are:  
AAMS: 
Login: 70AAMS 
Password: DHSAAMS 
GSAXcess®: 
Login: GOVUSE 
Password: GOVUSE 

B.2.a.  
Agency 
Inventory/Excess 
Instructions 

The Customer works with the unit APO to check AAMS and GSAXcess® 
prior to creating a PR. Processing a PR is unnecessary if the item(s) can be 
acquired via other means. The Customer coordinates with the unit APO to 
verify the availability of material through USCG ICPs stock items ALC, 
SFLC, and the AAMS site maintain through GSAXcess®. 

 

Figure 2-1 AAMS login 
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Figure 2-2 AAMS access page 

 

Figure 2-3 AAMS menu page 
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 The Customer coordinates the availability of material through GSAXcess® 
with the unit APO if material is not available via AAMS. The Customer 
documents unavailability by printing the page(s) of the applicable system 
and including it in the PR package if material is not available via these two 
sources. The Customer works through the APO to complete any 
documentation required to acquire these items. 

 

Figure 2-4 AAMS search sample 

 The USCG, DLA Disposition Services, and GSA use AAMS and 
GSAXcess® as the primary external sources for excess property. 
Additional information regarding policy and procedures in obtaining 
excess property can be found in reference (g) Personal Property 
Management Manual (PPMM), COMDTINST 4500.5 (series) and 
reference (f) Personal Property: Excess Process Guide. 
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Figure 2-5 GSAXcess® home page 

 

Figure 2-6 GSAXcess® login 
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Figure 2-7 GSAXcess® search page 

NOTE: 

It is imperative Customers supply the P&C Department with the 
appropriate documents and information on the PR. Only after the 
Buyer ensures the items/services are not available from mandatory 
sources can they initiate an open-market micro-purchase. 

 If the material cannot be obtained through the excess process because of 
unavailability, the Customer documents this within the PR package to 
support the PR for Buyer’s actions. Failure to do this can delay the 
acquisition. Documentation can include a printout of the search page from 
AAMS or GSAXcess® showing the item was not found/available. 

B.3. MILSTRIP The Customer verifies if the item can be ordered via MILSTRIP via any of 
the following systems (see reference (c) P&C: MILSTRIP Process Guide): 

• Federal Logistics Record (FEDLOG); 

• Federal Mall (FEDMALL) (https://dod.emall.dla.mil/acct/); 

• USCG Parts Availability Research Tool (CGPART) (http://oscms-fls-
ap01.main.ads.uscg.mil:81/part/); 

• Web Fleet Logistics Information Service (WebFLIS) 
(www.dlis.dla.mil/PublicHome/webFLIS/default.aspx); 

https://dod.emall.dla.mil/acct/
http://oscms-fls-ap01.main.ads.uscg.mil:81/part/
http://oscms-fls-ap01.main.ads.uscg.mil:81/part/
http://www.dlis.dla.mil/PublicHome/webFLIS/default.aspx
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• Master Medical Catalog (MMC) via the DLA Medical Supply Chain 
site (https://www.medical.dla.mil/Portal/); or 

• Other approved sources prior to creating a PR. 
Processing a PR is unnecessary if an item can be acquired via Agency 
Inventory/Excess or MILSTRIP. The Customer identifies the item by 
verifying the nomenclature or description to cross reference an associated 
National Stock Number (NSN) within the appropriate system and initiating 
a MILSTRIP action if able. 

If the material cannot be obtained through a MILSTRIP either because 
there is no associated NSN or the Source of Supply cannot meet the 
Requiring Activities priority, the Customer documents this within the PR 
package to support the PR for the Buyer’s actions. Failure to do this can 
delay the acquisition. Documentation can include a printout from the 
applicable system's search showing that the item was not found or that the 
Source of Supply (SoS) does not meet the unit’s priority. 

NOTE: 

Funds must be approved and certified prior to this transaction per 
reference (a) Head of Contracting Activity (HCA) Simplified 
Acquisition Procedures (SAP) Guidebook. DLA is a mandatory 
source for any items in which DLA is the government-wide 
integrated manager, provided an NSN has been assigned 
(MILSTRIP). The Customer uses FEDLOG, FEDMALL, 
CGPART, WebFLIS, or the MMC to obtain information for these 
types of purchases. 

https://www.medical.dla.mil/Portal/
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Figure 2-8 FEDLOG search page 

 

Figure 2-9 WebFLIS search page 
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B.4. Unit 
Requirements 

Unit requirements provide the following key pieces of information the 
P&C Department uses to understand the Customer’s need: 

• Purchase description – A clear, concise description of the essential 
physical characteristics and functions required to meet the 
government’s needs: 

 Provides specifics; 

 Fully describes the Customer’s need/requirement; 

o The requirement fully describes the need and includes industry 
and common descriptions, part/manufacture numbers, 
specifications such as color, size/dimensions, and any special 
instructions such as brand specific (include justification); 

 Describes the quantity; and 

 Includes the POC at the Requiring Activity, preferably someone 
from the unit who is requesting the goods in case there are 
questions. 

Customers ensure that the ‘Ship To’ information is correct, there is a 
POC listed, and the unit is annotated so when Shipping and Receiving 
receives the order, they know where and to whom it belongs (e.g. 
USCG Any Unit, 123 Main Street ‘building 35’, USCG Town, US, 
12345 POC: PO2 J. Coastie). 

• RDD/period of performance – A realistic delivery date. 
The financial system defaults to 30 days. Communicate any changes to 
that date to the P&C Department and support on the PR. For example, 
the Customer states the actual date the supply/service is required and 
provides a supporting explanation, such as mission requirements. The 
government can pay a higher price for expedited delivery, so only 
request an expedited order when one is necessary. 

• Estimated price – Derived from market research, published catalogs 
price lists, recent purchases, and vendor information via a price/cost 
estimate that is not a quote, etc. 

List the estimated dollar value of the purchase. If requesting material 
that have various options, include a breakdown of the different cost 
elements. 

NOTE: The Requiring Activity CANNOT request quotes when conducting 
market research and can only request estimates from vendors. 
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 The Customer documents the unit need/requirement and uses this to obtain 
the information from their market research or suggested vendor (product 
information and estimated or listed price). The Customer ensures the 
priority (RDD/period of performance) is supported within requirements 
based on their need and mission requirements and clearly documents 
within the PR and supporting documents. The P&C Department uses this 
to understand the Customer’s need and efficiently process the PR. If the 
excess process or a MILSTRIP cannot meet the Requiring Activity’s need, 
the Customer documents this within the PR package as mentioned in 
Chapter 2:B.2 and Chapter 2:B.3. The Customer documents justification to 
support the PR, which can include any unusual and compelling reasons that 
require procurement from other sources (i.e.: sole source, emergent needs, 
brand name justifications, etc.). 

NOTE: 

When a Requiring Activity faces an immediate need (priority 1) of 
an item or service, it can require emergency processing by the P&C 
Department. A Requiring Activity limits their market research to 
only searches necessary to provide a level of confidence that no 
other qualified sources or alternate items exist that can satisfy the 
urgent need. This research considers review of historical data, 
known qualified sources of supply, internet searches, and any other 
tools necessary to adequately determine and document 
commerciality, substitute item availability, and existence of 
alternate sources of supply. Provide suggested sources that meet the 
requirement on the PR along with supporting information to justify 
this method, submit with the PR, and route to the P&C 
Department. Poor planning does not constitute unusual and 
compelling. 

NOTE: 

The Customer is required to provide only one suggested vendor for 
supplies/services under the MPT per reference (a) Head of 
Contracting Activity (HCA) Simplified Acquisition Procedures 
(SAP) Guidebook. 
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Section C: Service/Construction 
  

C.1.  
Development of 
Requirements 

The Customer includes service or construction requirements that describe 
the scope or objectives of the work (as applicable). The description is 
specific, clear, and understandable in terms of the work to do or objectives 
to meet in developing or producing goods, services, or construction (See 
Chapter 2:B.4 for further guidance). The requirement usually includes: 

• Detailed/specific descriptions of services/SOW that captures and 
defines the work activities, deliverables, and timeline a vendor executes 
in performance of specified work: 

 The SOW is written in terms that direct the contractor/vendor 
specifically in how to do a job, being specific, clear, and 
understandable in terms of the work to complete in developing or 
producing goods, services, or construction. In addition, the 
requirement for a service of construction clearly and completely 
describes the government’s requirements based on mission need., 
The SOW can be simple and written within the description block of 
the PR for purchases under the MPT. Use the following link to the 
CG-913 Acquisition Road Map document page for an example of a 
SOW: 
https://cg.portal.uscg.mil/units/cg9/Arm%20Documents/Forms/AllI
tems.aspx; 

• RDD or period of performance including site/area cleanup (if 
applicable or desired); 

• Any other anticipated direct costs, such as travel, software, materials, 
etc.; 

• Place of performance (address/specific location of work) (e.g. USCG 
Any Unit, 123 Main Street ‘building 35’, USCG Town, US, 12345); 

• Specifications/drawings (as applicable); 

• Special inspections the government requires (e.g. Unit POC approves 
and signs off on work to be performed); 

• Evaluation strategy used (as applicable); and 

• Unit POC. 

NOTE: A SOW/detailed description of work assists the Buyer and vendor 
in fully understanding the Customer’s requirements. 

  

https://cg.portal.uscg.mil/units/cg9/Arm%20Documents/Forms/AllItems.aspx
https://cg.portal.uscg.mil/units/cg9/Arm%20Documents/Forms/AllItems.aspx
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C.2. Unit POC 
Requirement 

The Customer provides a POC for all services and construction under 
MPT. For supplies, provide a POC if different than PR requester. The 
Customer suggests, based on the complexity of the work, if a unit POC is 
appropriate and notifies their Supervisor. A POC is on scene at the 
Requiring Activity and can act in the following capacities: 

• Assist the contractor to obtain access to the work-site; 

• Observe work in progress; and 

• Report contractor actions to the P&C Department. 

C.3. Market 
Research 

The Customer performs market research. The Customer uses the 
information as identified in the requirements (see Chapter 2:B.4) to obtain 
estimated price(s) from published catalogs, price lists, recent purchases, 
and vendor information via a price/cost estimate that is not a quote, etc. 
The Customer ensures any additional costs associated with expedited 
delivery or performance are included in any price estimates. 
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Section D: Purchase Request (PR), DOT 4200.1.2CG 
  

D.1. PR Draft The Customer includes all procurement related documents based on the 
requirements and dollar value of each acquisition in a PR package. In 
addition, the Customer provides the following information within the PR: 

• PR Initiator (Customer); 

• Type of request (new or modification); 

• Originating office data; 

• Procurement Shop Unit ID; 

 

Figure 2-10 Procurement Shop Unit ID 

 • Market research including at least one suggested source list; 

 Vendor and POC location; 

NOTE: 

The Customer cites/suggests one vendor per PR (multiple items 
under different vendors cannot be listed on the same PR) if using a 
GSA Advantage!® vendor as a suggested source. Ensure the request 
meets the minimum order criteria as identified within the vendor 
information (see below). 
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  List the suggested source, POC, and a brief description of the PR 
(e.g. starting with the priority (1, 2, or 3), lights for CG-4502, or 
door replacement for building 6);  

• PR Authorizer (Supervisor); 

• Certification of funds availability (FM); 

 
Figure 2-11 PR AO block 

 • Consignee and Destination; 

 These fields are populated based on the user profile, but can be 
modified to change the shipping destination; 

• RDD and terms or period of performance (description block or a 
separate document in the PR package); 

• Detailed description; 

 POC, if not Customer (description block); 

 SOW (description block or a separate document in the PR 
package); 

 Priority (1, 2, or 3) and justification of need (description block or a 
separate document in the PR package); 

• TAS information; 
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Figure 2-12 PR description field 

NOTE: 
The user can either enter the TAS number in the description block 
of the PR or add the TAS number to their user profile within the 
USCG financial system (see below). 

 • Quantity; 

NOTE: 

If the order does not meet the minimum as listed within GSA 
Advantage!®, the Customer contacts the vendor to verify quantities 
and requests they honor an order under the minimum. If the 
vendor works with the Customer to meet an order below the 
minimum order requirements, the Customer documents this 
information (email, include date and time of call, and vendor POC) 
and provides as supporting information to the Buyer. The 
Customer is obtaining information ONLY from the GSA vendor 
and is not authorized to make any order obligations with vendors. 

 • Cost/pricing information; 

• Freight/shipping estimate: 

 Confirm with the vendor if the shipping is of free on board (FOB) 
origin or FOB destination. FOB origin means the Buyer is paying 
for shipping. FOB destination means the seller is paying for 
shipping. The Customer enters the shipping cost as a new/separate 
line item if the Buyer is paying for shipping (see note below); 
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NOTE: 

Final price includes shipping cost. Annotate shipping cost in 
separate line item in Block 9. Add shipping as a separate line item 
when developing the PR within the financial system. Do NOT enter 
shipping costs in the ‘Freight’ line of the PR. 

 • Accounting data, including FY, cost center, object class, project, and 
task number (e.g. Def. Task) (see reference (h) USCG Financial Center 
(FINCEN) Standard Operating Procedure (SOP) for a listing of object 
classes); and 

• All special approvals (as applicable). 

 
Figure 2-13 PR accounting line 

NOTE: 
The Customer, Supervisor, and FM must be THREE separate 
individuals per reference (a) Head of Contracting Activity (HCA) 
Simplified Acquisition Procedures (SAP) Guidebook. 
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Figure 2-14  GSA Advantage!®  home page 

 

Figure 2-15  GSA Advantage!®  minimum 
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D.1.a. Adding 
TAS to User 
Profile 

The Customer takes the following actions to add the TAS to the User 
Profile: 

1. Log into FPD and click your name under ‘Logged in as’ at the top right 
of the screen; 

 
Figure 2-16 TAS step one 

 2. Click the ‘Functional Profile’ tab; 

 
Figure 2-17 TAS step two 

 3. Under ‘Originating Office’ enter the TAS number (contact P&C 
Department for additional information); 

4. Click ‘Save’; 
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Figure 2-18 TAS step four 
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Chapter 3:  
Special Procurement Actions 

 

Introduction This chapter discusses the processes for determining and obtaining special 
approvals for a micro-purchase P-Card requisition. 

In This Chapter This chapter contains the following section: 

Section Title Page 

A Approvals or Notifications 3-2 
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Section A: Approvals or Notifications 
  

A.1. Special 
Procurement 
Actions 

Some PRs require special approvals, notifications, or supporting 
documents per reference (a) Head of Contracting Activity (HCA) 
Simplified Acquisition Procedures (SAP) Guidebook. The Customer 
obtains all required approvals, makes notifications, and attaches supporting 
documents to PR prior to forwarding to the P&C Department to provide 
the Buyer with information to support the acquisition. 

A.2. Information 
Technology (IT)  

IT is any equipment or interconnected system(s)/subsystem(s) of 
equipment that USCG uses in the automatic acquisition, storage, analysis, 
evaluation, manipulation, management, movement, control, display, 
switching, interchange, transmission, or reception of data or information by 
USCG. ‘USCG use’ includes equipment not only used directly by USCG, 
but also use by those under contract with USCG where the contract 
requires its use. 

IT includes: 

• Computers; 

• Ancillary equipment (including imaging peripherals, input, output, and 
storage devices necessary for security and surveillance); and 

• Peripheral equipment designed to be controlled by the central 
processing unit of a computer, software, firmware and similar 
procedures, services (including support services), and related resources. 

IT does not include: 

• Equipment acquired by a contractor incidental to a contract; or 

• Equipment containing imbedded IT used as an integral part of the 
product, but the principal function of which is not the acquisition, 
storage, analysis, evaluation, manipulation, management, movement, 
control, display, switching, interchange, transmission, or reception of 
data or information (e.g. heating, ventilation, and air conditioning 
(HVAC) equipment such as thermostats or temperature control devices, 
and medical equipment where IT is integral to its operation. 

Electronic and information technology (EIT) has the same meaning as IT 
except EIT also includes any equipment or interconnected 
system(s)/subsystem(s) of equipment used in the creation, conversion, or 
duplication of data or information. 

EIT includes, but is not limited to: 

• Telecommunication products (such as telephones); 
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• Information kiosks and transaction machines; 

• Worldwide websites; 

• Multimedia; and 

• Office equipment (such as copiers and fax machines). 

A.2.a.  
Information 
Technology 
Infrastructure 
Configuration 
Control Board (IT 
CCB) 

The USCG's IT CCB provides IT hardware and software request 
fulfillment for minor changes to the existing infrastructure. 
Telecommunications & Information Systems Command (TISCOM) 
manages the IT CCB which contains a central repository of approved 
products available for use on and off of the USCG network. Products listed 
as 'Approved' always require the submission and approval of a request 
before they can be authorized for purchase or connection to the USCG 
network, and are reviewed based on business justification. 

The IT CCB allows Customers to: 

• Submit IT hardware and software requests; 

• Check the status of any request; 

• Receive approval or disapproval of requests via email; 

• Receive detailed ordering instructions for their request once approved; 

• Receive documentation to support requests; and 

• Receive information on, and direct Customers to the System 
Development Life Cycle process if their request exceeds the scope of 
TISCOM's authority to approve based on cost or potential impact on 
the infrastructure. See the IT CCB website for more information: 
https://itccb.uscg.mil/ITCCB-Home/default.aspx  

The IT CCB request fulfillment process ensures all requests fall within the 
applicable policy requirements. Use the IT CCB to obtain authorization to 
purchase IT devices. When a user submits a new request, IT CCB assigns 
the request a tracking number. Once a request is processed and approved, 
the IT CCB issues a request approval number that supersedes the tracking 
number and allows the Customer to proceed with the procurement process. 

A.2.b. IT 
Instructions 

The Customer uses the IT CCB approval process from TISCOM to view 
the central repository of approved products available for use on and off the 
USCG network. The TISCOM site states products require request 
submission and approval before they can be authorized for purchase and 
install: 
https://itccb.uscg.mil/ITCCB-Home/default.aspx 

https://itccb.uscg.mil/ITCCB-Home/default.aspx
https://itccb.uscg.mil/ITCCB-Home/default.aspx
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Figure 3-1 IT CCB 
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Figure 3-2 IT CCB waiver/FTA request page 1 
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Figure 3-3 IT CCB waiver/FTA request page 2 

 The Customer lists the approval number on the PR in the description block. 
This allows the Buyer to verify the IT CCB and facilitate the acquisition. 

A.3. 508 
Compliance/ 
Disability  

Reference (i) Rehabilitation Act of 1973, Section 508 requires Federal 
employees with disabilities have access and use of EIT as do Federal 
employees with no disabilities. SAP procurements for EIT, including 
computer hardware and software, websites, phone systems, and copiers 
must conform to this requirement per reference (i). If the procurement 
cannot meet the accessibility standards, the Requiring Activity must 
prepare a memorandum documenting the exception per reference (i).  

Unless an undue burden in the form of significant difficulty or expense 
would be imposed on the agency, reference (i) states when Federal 
agencies develop, procure, maintain, or use EIT, Federal employees with 
disabilities have access to and use of information and data comparable to 
the access and use by Federal employees without disabilities. The same 
access to and use of information and data also applies to individuals with 
disabilities who are members of the public seeking information or services 
from a Federal agency as would be provided to members of the public 
without disabilities. 

Per reference (i), the Requiring Activity must obtain a waiver if the 
purchase meets the exceptions in Chapter 3:A.3.a. The Requiring Activity 
documents the non-availability in writing, including a description of 
market research performed and which standards cannot be met, and 
provides documentation to the contracting officer for inclusion in the 
contract file. Use the DHS Office of Accessible Systems and Technology 
(OAST) Exception forms to request approval for EIT that does not need to 
adhere to reference (i) EIT accessibility standards. 
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A.3.a. 508 
Compliance 
Criteria 

The Customer obtains an exception waiver. Exceptions can include: 

• A national security system (DHS Form 4105); 

• Acquisitions by a contractor incidental to a contract (DHS Form 4107);  

• Imposing an undue burden on the agency (DHS Form 4103); 

• Fundamental alteration to the EIT would result (DHS Form 4108); and 

• Locations in spaces frequented only by service personnel for 
maintenance, repair, or occasional monitoring of equipment (DHS 
Form 4109). 

In determining whether compliance with all or part of the applicable 
accessibility standards would be an undue burden, an agency considers: 

• The difficulty or expense of compliance; and  

• Agency resources available to its program or component for which the 
supply or service is being acquired. 

If the above criteria are met, an exception applies and the Customer 
documents in writing the basis for an undue burden decision and completes 
the applicable forms as listed above and includes the documentation within 
the PR package for the Buyer’s review. Documentation includes a 
description of market research performed and identification of the 
applicable technical provisions that cannot be met with products or 
services available from the marketplace. The P&C Department reviews and 
approves this documentation. 

A.4. Green 
Purchase  

All Federal agencies and their contractors are required by law to purchase 
sustainable or green products which are products or services that have a 
lesser or reduced effect on human health and the environment when 
compared with competing products or services that serve the same purpose 
per reference (a) Head of Contracting Activity (HCA) Simplified 
Acquisition Procedures (SAP) Guidebook. This comparison can consider 
raw materials acquisition, production, manufacturing, packaging, 
distribution, reuse, operation, maintenance, or disposal of the product or 
service and can include the following: 

• Reducing or preventing pollution; 

• Efficiently managing and reducing energy and water use in 
Government facilities; 

• Using renewable energy and renewable energy technologies; 

• Acquiring energy-efficient and water-efficient products and services, 
environmentally preferable (including non-toxic and less toxic) 
products, products containing recovered materials, bio-based products, 
non-ozone-depleting products, and products and services that minimize 
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or eliminate, when feasible, the use, release, or emission of high global 
warming potential hydro fluorocarbons; 

• Requiring contractors to identify HAZMAT; 

• Encouraging contractors to adopt and enforce policies that ban text 
messaging while driving; and 

• Requiring contractors to comply with agency environmental 
management systems. 

Green purchase considerations can include construction, landscaping, non 
paper office, paper, park and recreation, transportation, vehicular, and 
miscellaneous products. 

A.5. GSA’s 
Sustainable 
Facilities Tool 
(SFTool) 

Designated products are located within SFTool at the following link: 
 https://www.gsa.gov/portal/content/231801  

SFTool is an interactive online resource the Office of Federal High-
Performance Green Buildings created that shows users how to build, buy, 
and operate green. SFTool assists project managers, procurement 
professionals, facility managers, and others to identify, understand, and 
integrate sustainable strategies into their projects and acquisitions. See 
Figure 3-4. 

Click on the applicable icon for each designated item to obtain additional 
information, such as vendor and recommended percentage of recovered 
materials content, or click on the 'product supplier directory' link to 
research vendors. 

 

Figure 3-4 SFTool 

 Find more information in the SFTool’s Green Procurement Compilation 
(GPC) Supplier Database of vendors that sell or distribute GPC-designated 
products with recycled content. 

  

https://www.gsa.gov/portal/content/231801
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A.5.a. Green 
Purchase 
Instructions 

The Customer views the product list under the ‘Procure’ tab for product 
information and locates the required product. The site provides 
specifications on the product and a GSA vendor (advantage of schedule). 
The Customer can use  GSA Advantage!® or the GSA Schedules site and 
searches available vendors (see links below) for a suggested source. 

The Customer then: 

• Prints the information; 

• Includes it within the PR package; and 

• Lists their choice of vendor on the PR for the P&C Department to 
validate information received in the PR package prior to making the 
purchase. 

 

Figure 3-5 GSA product page with Green identification 

 GSA Schedules: 
https://www.gsa.gov/portal/content/197989  

GSA Advantage!®: 
https://www.gsaadvantage.gov/advantage/main/start_page.do 

The Customer completes the supporting documentation and attaches to the 
PR package as applicable. 

  
 

https://www.gsa.gov/portal/content/197989
https://www.gsaadvantage.gov/advantage/main/start_page.do
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A.6. Office 
Furniture/ 
Machines  

Federal Supply Code (FSC) 7110 states that office furniture/machines 
includes filing cabinets, safes, post office furniture, school furniture, and 
blackboards, but excludes dental x-ray film, protective safes, and visible 
record equipment. For assistance in researching specific FSCs, see the 
following link: 
https://www.dlis.dla.mil/H2/search.aspx 

The acquisition of office furniture (FSC-7110) and office machines is 
limited to that which is absolutely essential and not to upgrade appearance, 
decor, or status, or to satisfy a desire for the latest design or more 
expensive lines. 

Acquisition is defined as "To acquire in any manner, including rental, or 
lease." This includes items acquired via a MILSTRIP, Federal Supply 
Schedule (FSS), commercial procurement, or via excess property listings, 
etc. 

A.6.a. Office 
Furniture/ 
Machines 
Instructions 

The Commanding Officer (CO)/Officer-in-Charge (OIC)/Unit-level 
Supervisor: 

• Determines whether requirements can be met through the 
redistribution, repair, or rehabilitation of already owned items; 

• Acquires excess from Other Federal Agencies provided that substantial 
costs are not incurred for packing, packaging, shipping, constructing, 
rehabilitating, and other related services prior to the acquisition of new 
items; 

• Documents the decision to purchase new furniture or office machines 
with the following statement: "Not available from USCG-owned 
inventories or government excess"; and 

• Approves all requisitions for office furniture and office machines. 
The Customer obtains the CO's approval and the following excess non-
availability statement: 

"Not available from USCG-owned inventories or government excess." 

https://www.dlis.dla.mil/H2/search.aspx
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Figure 3-6 Memo screenshot 

 The Customer routes the requirement through the CO/OIC/Unit-level 
Supervisor. The Customer (Requiring Activity) provides a memo 
containing the signature of the CO/OIC/Unit-level Supervisor endorsing 
the need for office furniture/machine purchases and that supporting 
documentation is within the PR package for Buyer validation. The memo 
states the item(s) is "not available from USCG-owned inventories or 
government excess." 

A.7.  
Organizational 
Clothing/ 
Personal 
Protective 
Equipment 
(PPE)  

Organizational clothing is USCG-owned clothing issued to USCG 
members to perform their duties. Per reference (j) Uniform Regulations 
Manual, COMDTINST M1020.6 (series), organizational clothing is only 
authorized to mitigate unusual situations or to alleviate health and safety 
concerns. Organizational clothing is not authorized to promote the 
appearance of the USCG or USCG programs without prior approval of 
Personal Services Division – Military Uniforms (PSD-mu) (personal 
service contracts (PSC)) and Financial Management Policy Division (CG-
843). The unit needing the item(s) request purchase, control, document, 
and distribute organizational clothing. 
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A.7.a.  
Organizational 
Clothing/PPE 
Instructions 

The Customer ensures the item meets the following three criteria in order 
for organizational clothing to be considered for approval: 

1. Item is “special” and not part of the ordinary and usual clothing or 
equipment employees are reasonably expected to provide for themselves 
(i.e. seabag items); 

2. Item is for the benefit of the government (i.e. essential to the safe and 
successful accomplishment of the work, and not solely for the protection 
of the employee); and 

3. Employee is engaged in hazardous duty. 

Provide information that addresses each of the above tests, along with any 
other relevant information for all requests for organizational clothing. 

 

Figure 3-7 Sample organizational clothing memo 
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 The unit requests authorization from appropriate sources prior to 
purchasing any items that require organizational clothing other than those 
listed in policy. Route requests for lifesaving equipment/clothing through 
Assistant Commandant for Capability (CG-7). Request organizational 
clothing in writing or electronically. Route requests through the chain of 
command to Office of Military Personnel (CG-122). Office of Military 
Personnel (CG-122) provides a response to the unit in consultation with 
Office of General Law (CG-0944) and Financial Management Policy 
Division (CG-843) when required. Include unit instruction (with the above 
routed HQ approvals). 

NOTE: 

For items already approved and documented in current USCG unit 
policy, print the excerpt from manual to include in the PR package. 
This satisfies the requirement for authorized organizational 
clothing/PPE. 

 
The Customer completes these requests and routes for approval through the 
Unit’s chain of command prior to PR submission and attaches to the PR 
package upon approval. 

NOTE: Command approval is NOT a substitute for organizational clothing 
requests not addressed within the Uniform Regulations.  

 After obtaining required approvals, attach supporting documents to the PR 
package (include approval letter and any unit instructions that authorize). 

A.8. Training/ 
Educational 
Programming  

Training is the process of providing and making available to an employee, 
and placing or enrolling the employee in a planned, prepared, and 
coordinated program, course (including correspondence), curriculum, 
subject, system, or routine of instruction of education. This can be in 
scientific, professional, technical, or mechanical trade, or clerical, fiscal, 
administrative, or other fields, which improve individual and 
organizational performance and assist in achieving the agency’s mission 
and performance goals. 

For the purposes of these procedures, the term includes meetings, 
seminars, conferences, symposia, and associated course training materials 
(i.e. study plans, workbooks, handbooks, and manuals) furnished with the 
training. Local area meetings or conference attendance that require rental 
of meeting space or conference fee but do not involve employee travel/per 
diem no longer require conference approval by Assistant Commandant for 
Resources (CG-8) as long as expenses do not exceed five hundred dollars 
per person. 
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A.8.a.  
Training/ 
Educational 
Programming 
Instructions 

The SF-182 is used to document the validity of the training and the 
approval of the chain of command. The Customer completes and routes the 
SF-182 through the unit chain of command and Training Officer (as per 
unit policy) for approval prior to a PR being initiated. Approvals of the SF-
182 are NOT substitutes for the approvals required for the PR. The SF-182 
can be routed in conjunction with the PR to ensure timely processing and 
approvals. 

The Customer attaches the approved SF-182 to the PR Package to support 
the request. 

The Customer reviews available USCG approved training through the 
Training Quota Management Center (TQC) prior to initiating SF-182: 
https://cg.portal.uscg.mil/units/forcecom/tqc/Pages/Home.aspx 

A.9.  
Membership  

Membership is the state of belonging to or being a part of a group or an 
organization, the state of being a member. 

A.9.a.  
Membership 
Instructions 

All memberships are subject to the review and approval of Headquarters 
(HQ) office chiefs, district chiefs of staff, area chiefs of staff, or COs of 
HQ units, as applicable. The final approving authority determines if the 
membership is necessary in support of the USCG mission. 

Per reference (a) Head of Contracting Activity (HCA) Simplified 
Acquisition Procedures (SAP) Guidebook, the requestor/program office 
routes written requests for organizational memberships through their chain-
of-command for final approval. HQ office chiefs, district chiefs of staff, 
area chiefs of staff, or COs of HQ units give final approval as applicable 
per reference (k) FRMM-F COMDTINST M7100.3 (Series) and reference 
(l) FRMM-P COMDTINST M7100.4 (Series). 

The Customer routes written requests for organizational memberships 
through their chain-of-command for final approval prior to submitting the 
PR to the P&C Department. Upon approval, the Customer generates a PR 
and routes for funds certification. Once approved, the Customer submits 
the PR, along with the approved request, to the P&C Department for 
further action. 

If crossing the FY, units obtain the Chief of Contracting Office (COCO) 
approval prior to submitting a membership PR. This can be obtained by 
routing the membership request memo through the unit chain of command 
and then through the P&C Department to the COCO. 

  
 

https://cg.portal.uscg.mil/units/forcecom/tqc/Pages/Home.aspx
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A.9.a.(1). Private 
and Professional 
Organizations 

Memberships in private and professional organizations can be purchased in 
the USCG’s name if they meet the following criteria: 

• The membership primarily benefits the USCG; and 

• The membership is necessary to carry out an authorized function. 
The benefit to the USCG generally results from access to publications or 
information, as in the case of professional or civic organizations. 

 
Figure 3-8 Gym membership 

A.9.a.(2).  
Recreational 
Memberships 

The purchase of recreational memberships is authorized to provide eligible 
personnel access to fitness-center-type equipment when it is not reasonably 
available at the installation. Eligibility is defined in reference (m) Coast 
Guard Morale, Well-Being, and Recreation Manual, COMDTINST 
M1710.13 (series). 



 

3-16 
 

Advance payment for gym memberships is not authorized. 

A.9.a.(3). Routing If the above criteria are met, the unit drafts a memo/request with 
supporting documentation and submits it through the chain-of-command to 
the appropriate USCG HQ office. The unit cannot proceed with the PR if 
the request is disapproved. 

Upon approval, the Customer includes documents in the PR package. The 
PR package requires the individuals’ names participating in the 
membership, a copy of the approved memo, and the requirements. 

The Customer submits the PR, along with the above documents, to the 
P&C Department. 

A.10.  
Conferences 

DHS and USCG conference policy are constantly evolving. For guidance 
on conference policy, check the conference SharePoint site: 
https://cg.portal.uscg.mil/communities/interim-conference-
requests/SitePages/Home.aspx 

Submit conference requests requiring approval higher than the unit (see 
note below) at least 65 days prior to the start date. 

 

Figure 3-9 Conference flow chart 

 

https://cg.portal.uscg.mil/communities/interim-conference-requests/SitePages/Home.aspx
https://cg.portal.uscg.mil/communities/interim-conference-requests/SitePages/Home.aspx
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A.10.a.  
Conference 
Definitions 

Conference: A conference is a prearranged gathering, with a formal 
agenda, held for presentation, consultation, discussion and/or exchange of 
information, views or opinions on a common purpose or topic. A 
conference can also be a formal gathering, externally organized or 
sponsored by non-governmental sponsors, involving topical matters of 
general interest to governmental and nongovernmental participants. 
Conferences can take the form of a retreat, convention, seminar, 
symposium, workshop, or training. For the purpose of this policy, an event 
otherwise qualifying as a meeting is considered a conference when costs 
for anything other than employee travel and per diem are incurred as a 
result of the meeting (room rentals, audio/visual fees, set-up fees, speaker 
fees, and similar non employee travel and/or per diem expenses). However, 
a local area meeting (no employee travel) that requires the rental of 
meeting space or audio/visual equipment is not a conference. 

Meeting: Meetings address matters of CG missions, operations, internal 
processes, or policies and the means by which they will be accomplished. 
Meetings primarily involve “day-to-day” business and discussions 
regarding the internal procedures or operations of the agency. A meeting 
can involve non-CG and/or non-government participants if it is necessary 
to carry out authorized agency functions or operations. A local area 
meeting (no employee travel) that requires the rental of meeting space or 
audio/visual equipment is not a conference. 

Retreat: A retreat is a gathering held off site or away from the normal duty 
station or office. The attendees are management or staff members (or other 
government employees/services) who meet to discuss various aspects of 
government or departmental activities, or to review progress and 
challenges of the implementation of government/departmental policies. 
Retreats usually offer participants the opportunity to interact in an informal 
manner to a greater extent than they otherwise would in the normal course 
of work. This interaction is for the purpose of developing stronger and 
more effective working relationships. Typically, a retreat is a type of 
conference. 

Seminar: A seminar is a lecture or presentation delivered to an audience 
on a particular topic or set of topics that can be educational in nature. 
Typically, a seminar is a type of conference.  

Symposium: A symposium is a gathering of a number of experts in a 
particular field at which papers are presented by specialists on particular 
subjects and discussed with a view to making recommendations 
concerning the issues under discussion. Typically, a symposium is a type 
of conference. 
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Training: Federally mandated military or civilian training required or 
strongly desired for the performance of primary work duties. This includes 
all formal military training, government agency-run training, and full-time 
government contracted training (e.g., Federal Acquisition Institute, etc.) if 
the training is held on a regularly recurring basis in order to provide 
certification or designation in certain areas of expertise. DHS has pre-
approved this training and is therefore exempt from the conference 
approval process. However, training conducted at a conference constitutes 
a conference activity for the purposes of this guide even if it meets the 
definition of training under 5 CFR 410.404 (see note below). 

Workshop: A workshop is a gathering for educational and/or work 
sessions to concentrate on defined areas of concern. The workshop 
emphasizes exchange of ideas and the demonstration and application of 
techniques, skills, etc. In some cases a workshop works on a project or 
produces a product or a paper. Typically, a workshop is a type of 
conference. 

NOTE: 

§ 410.404 Determining if a conference is a training activity:  
Agencies can sponsor an employee's attendance at a conference as a 
developmental assignment under section 4110 of title 5, United 
States Code, when -  

• The announced purpose of the conference is educational or 
instructional;  

• More than half of the time is scheduled for a planned, organized 
exchange of information between presenters and audience which 
meets the definition of training in section 4101 of title 5, United 
States Code;  

• The content of the conference is germane to improving 
individual and/or organizational performance; and  

• Development benefits are derived through the employee's 
attendance. 

A.10.b.  
Conference 
Instructions 

The Requiring Activity is responsible for conference requests. The 
Customer routes all conference request documents for approval prior to the 
submission of a PR (at least 65 days for those requests requiring approval 
higher than the unit), as these documents are used to support the PR. 
Information regarding conference request procedures, sample templates, 
and approval thresholds can be found on the USCG Conference 
Management Team website: 
https://cgportal2.uscg.mil/communities/interim-conference-
requests/SitePages/Home.aspx 

https://cgportal2.uscg.mil/communities/interim-conference-requests/SitePages/Home.aspx
https://cgportal2.uscg.mil/communities/interim-conference-requests/SitePages/Home.aspx


 

   
3-19 

 

The Customer ascertains all applicable costs related to the conference 
request to assist with completing the required request (fees, per diem, 
lodging, transportation, travel, and total attendance costs. The Customer 
completes the applicable forms (e.g. conference attending, hosting, roster, 
cost comparison)). 

The Customer follows approvals per conference guidelines on the USCG 
Conference Management Team website: 
https://cgportal2.uscg.mil/communities/interim-conference-
requests/SitePages/Home.aspx 

The Customer attaches the approved supporting documents to the PR 
package. Supporting documents can include Approved Conference Request 
Form(s) and Approved Conference Attendance Request Form. 

A.11. HAZMAT The 'Table of Federal Standards 313C' in reference (a) Head of Contracting 
Activity (HCA) Simplified Acquisition Procedures (SAP) Guidebook 
provides a listing of HAZMAT the unit’s PPC reviews and approves prior 
to submission of the PR to the P&C Department. 

GSA HAZMAT Management website (including a link to the Federal 
Standard 313 that establishes HAZMAT requirements): 
https://www.gsa.gov/portal/content/101201 

A.11.a.  
HAZMAT 
Instructions 

When purchasing supplies/materials which could possibly be hazardous, it 
is necessary to obtain certain information relative to the hazard which can 
be introduced into the workplace by the supplies acquired. 

A PPC approved statement of essential need (SEN) is required if the item 
being purchased is not on the HAZMAT list (with exception of fuel 
products, housekeeping, and janitorial). It is the responsibility of the 
Requiring Activity to provide the required information for compliance of 
this request. 

The Customer attaches approved SEN to PR Package. 

NOTE: 

Vendors and contractors are required to submit HAZMAT data 
(e.g. Material Safety Data Sheet (MSDS)) whenever the supplies 
being acquired are identified as HAZMAT per reference (b) 
Federal Acquisition Regulation (FAR) and reference (n) USCG 
Hazardous Waste Management Manual (COMDTINST 16478.1 
(series). 

  

https://cgportal2.uscg.mil/communities/interim-conference-requests/SitePages/Home.aspx
https://cgportal2.uscg.mil/communities/interim-conference-requests/SitePages/Home.aspx
https://www.gsa.gov/portal/content/101201
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A.12. Vehicles/ 
Trailers 

A vehicle is self propelled or drawn by mechanical power, designed and 
operated principally, but not exclusively, for highway transportation of 
property or passengers, but does not include military designed motor 
vehicles (such as tanks) or vehicles not covered by 41 FMR 102-34. 
Trailers are considered vehicles and follow the policies for vehicles per 
reference (o) Motor Vehicle Manual COMDTINST M11240.9 (series). 

GSA fleet lease is the preferred method of acquiring vehicles for USCG 
use. A commercial lease is an agreement with any vendor for the services 
of a vehicle for 60 days or more. This includes the use of the Commercial 
Vehicle Lease Schedule. A short term rental vehicle is a rental agreement 
for 59 days or less for surge requirements. Do not use consecutive short 
term rentals to circumvent the need for a commercial lease (greater than 59 
days). 

NOTE: 
The Government P-Card is not authorized for gasoline, oil, repairs, 
tires, other attachments/equipment, vehicle retrofit, or vehicle 
maintenance for department owned/commercially leased vehicles. 

A.12.a.  
Vehicles 
Instructions 

The Customer coordinates all requests for vehicles with the Motor Pool 
Managers (MPMs). MPMs ensure USCG vehicles are in good condition, 
used for official use, and within the unit’s vehicle allowance list. The 
Customer coordinates and approves any maintenance and repair of vehicles 
through the MPM. 

MPMs establish priorities and maintain a record of unit vehicles within 
their area of responsibility (AOR), including coordinating rental 
arrangements with GSA for leases. Unit personnel/MPMs inform Regional 
Motor Fleet Managers (MFMs) immediately when vehicles and trailers are 
assigned to the unit. MPMs coordinate obtaining vehicle tags and 
enrollment of the vehicle into the Federal Motor Vehicle Registration 
System (FMVRS) report. 

NOTE: 
Vehicles are acquired for official use only per reference (o). 
Therefore, every vehicle the USCG owns or manages must have a 
justification based on an operational or administrative requirement. 

 In most cases, a Customer purchases a trailer rather than leasing one. 
Purchase trailers, including utility trailers, pollution response trailers, and 
mobile command post trailers through GSA contract whenever possible. If 
GSA cannot support USCG needs, open market purchase of trailers is 
authorized using normal contracting methods. The Customer documents 
GSA's non-support. 
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NOTE: Vehicles and trailers are considered personal property. Notify the 
unit APO of their pending acquisition. 

 GSA has contracts in place for over-the-road trailers and is the first option 
for purchasing trailers. 

For GSA Fleet Leases, the unit MPM coordinates the transaction with GSA 
and the Customer provides information to assist the MPM with obtaining 
GSA information/documentation to support the PR. GSA authorizes unit 
MPMs to obtain costs and pricing information to reserve and request 
vehicles. This includes providing information on the: 

• Vehicle needed (van/sedan/truck); 

• Purpose (training/transit/towing); 

• Time period of need (1 day, 1 week, 2 weeks, etc.); 

• Funds available; 

• POC; and 

• Number of vehicles needed. 
The MFM forwards the information to the Customer (costs, vehicle type, 
dates required, etc.) to assist with drafting the PR upon obtaining the 
information needed to use the vehicle. The Customer uses this information 
to develop the PR for the approval process and includes all documents to 
support. 

The Customer obtains MFM approval for vehicles. Contact the MFM if a 
new vehicle is needed. MFMs coordinate all issues related to vehicles with 
the Shore Facilities Capital Asset Management (SFCAM) Division (CG-
434). 

NOTE: 

The annual USCG Appropriations Bill limits the number of 
passenger vehicles that can be acquired through purchase, transfer 
of property from any source, or lease contract with a commercial 
vendor for 60 days or more.  
Purchases above the limit of the Appropriations Bill are considered 
an Anti-Deficiency Act (ADA) violation and could result in loss of 
purchase authority of employees involved and possible 
reimbursement of funds by the employee to the Federal 
government. 
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GSA determines when a vehicle replacement occurs via replacement 
standards. However, USCG approves the type of replacement vehicle. The 
chain of command for the latter goes through SILC, CG-435, and DHS.  

Additional information on GSA Fleet Leases can be found: 
http://www.gsa.gov/portal/content/100792  

Contact the unit MPM via electronic correspondence to lease a vehicle 
from the GSA Fleet. The MPM contacts GSA for availability and obtains 
pricing information. If a suitable vehicle is not immediately available, the 
request is logged onto a waiting list and the MPM notifies the Customer. 

The Customer provides the following information to the MPM as well as 
annotating on the PR: 

• Anticipated duration of the assignment and projected utilization in 
miles per month; 

• Statement certifying that the unit has funds to pay for the vehicle 
assignment; 

• Statement certifying that the MPM concurs with the request; 

• Unit office or division the vehicles are assigned to, a POC name, 
address, and telephone number; 

• Reason for the vehicle (i.e. purpose); and 

• Vehicle quantities, types, locations, and date required. 
The Customer attaches documents the unit MPM provides along with any 
other supporting documents relating to the request to the PR package. 

 

Figure 3-10 GSA rental request quotes 

http://www.gsa.gov/portal/content/100792
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Figure 3-11 GSA rental quote email 

 Only USCG Regional MFMs or individuals in the Logistics Program 
Management Division (CG-441) are approved and authorized to submit 
purchase orders (POs) (including use of the automated system) to the GSA 
Automotive Division for purchase of vehicles. 

All vehicle purchases, commercial leases, and transfers to USCG (such as 
from the Department of Defense (DoD) or GSA excess programs) require 
prior approval from Logistics Program Management Division (CG-441). 
Purchase all new vehicles through the GSA Automotive Division 
unless GSA grants a waiver for open market purchase. An open market 
purchase without obtaining a waiver from the GSA Automotive Division is 
subject to the congressional ratification process. Trailers are considered 
vehicles and follow the policies for vehicles. 

Acquisition of passenger vehicles by means other than GSA Fleet Lease 
requires Logistics Program Management Division (CG-441) require 
approval prior to initiation of procurement procedures per reference (o) 
Motor Vehicle Manual COMDTINST M11240.9 (series). The unit 
requesting to acquire the vehicle consults the Office of Logistics (CG-44) 
prior to vehicle purchase, commercial lease of vehicles (greater than 59 
days), or acquisition from sources such as GSA excess, DLA Disposition 
Services, or donations. 

All new vehicle purchases go through GSA Automotive Division. GSA 
Automotive Division can grant waivers when GSA deems it is in the best 
interest of the government to allow an agency to purchase vehicles via 
open market contract. USCG P&C personnel cannot authorize open market 
purchases of new vehicles without obtaining a waiver from GSA 
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Automotive Division prior to preparing procurement documents. Send all 
GSA Automotive Division waiver requests through Logistics Program 
Management Division (CG-441) for endorsement. 

A.13. Forward to 
Supervisor 

Upon compilation of all applicable supporting documents, the Customer 
drafts and releases the PR and all supporting documents to the Supervisor 
for review and approval. 
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Chapter 4:  
Reviews 

 

Introduction This chapter discusses the processes of reviewing a micro-purchase P-Card 
PR. 

In This Chapter This chapter contains the following section: 

Section Title Page 

A Required Reviews 4-2 
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Section A: Required Reviews 
  

A.1. Supervisor The Supervisor validates the presence and accuracy of the following: 

• TAS (block 3 or block 9); 

• Suggested vendor information (block 4); 

• Routing (approvers & unit ID) (block 5); 

• Shipping cosigner and destination (block 6); 

• RDD (block 7); 

• GFE/GFP (block 8) (Property Office review annotated in block 9): 
 Tangible assets owned/leased to the Government held by a 

contractor/subcontractor); 

• Personal Property (GFE/GFP, sensitive item, etc.): 
 All tangible property, including vessels, aircraft, boats, small arms, 

vehicles, electronics, art work, models, and artifacts, with the 
exception of real property and records of the Federal Government; 

• Need (verify regular or emergency) (block 9b); 

• Item information (block 9b); 

• Price (block 9); 

• Shipping cost (separate line item) (block 9); 

• Priority (RDD justification) (block 9b); 

• Accounting data/LOA (object classes are found in reference (h) USCG 
Financial Center (FINCEN) Standard Operating Procedure (SOP), 
Chapter 8: http://cgweb.fincen.uscg.mil/) (block 10); 

• FY quarter (block 10); 

• Supporting documentation and special approvals (including 
AAMS/Excess and MILSTRIP source verification, IT CCB, 
conferences, HAZMAT, and justifications of purchase priority, etc.); 

• Quantity (block 9c);  

• Unit Cost (block 9e); and 

• Unit of Issue (block 9d). 
The Supervisor can reject the PR due to lack of supporting documentation, 
incorrect PR data, incomplete fields, incorrect item/service/construction, 
etc. If the Supervisor rejects the PR, they notify the originator via 
electronic correspondence. 

http://cgweb.fincen.uscg.mil/
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The Supervisor signs/approves the PR either electronically or manually, 
depending on the format of the submitted document. 

The Supervisor forwards the PR to the FM for funding validation and 
additional review based on unit policy. This can be either electronically 
within the financial system or via hard copy. 

NOTE: 

The Supervisor provides all supporting documentation immediately 
so the P&C Department can process in a timely manner. Failure to 
provide supporting documents can result in a delay in processing or 
rejection. 

A.2. Funds 
Manager (FM) 

The FM validates the presence and accuracy of the following: 

• Justification of purchase (support); 

• Line item cost (including shipping) (block 9); 

• Appropriation of funds (see reference (h) USCG Financial Center 
(FINCEN) Standard Operating Procedure (SOP)); 

• TAS (block 3 or block 9b); 

• Correct accounting data/LOA (assigning as needed, including object 
class, task number, and unit specific project code) (object classes are 
found in reference (h), http://cgweb.fincen.uscg.mil/) (block 10); 

• Potential Property (block 8 and block 9): 

 Determine if item/material is a potential USCG property (including 
GFE/GFP) candidate. If so, forward the PR and supporting 
documentation to the unit APO to review and forward to the 
Property Office for final determination. The Property Office 
reviews, provides determination, and forwards PR package to P&C 
Department for processing; 

• Routing (P&C Shop Unit ID and approvers (block 3/block 5 of PR)); 
and 

• Funds availability/budget impact: 
The FM takes the following actions, as necessary: 

• Sends PR to APO via email if they determine the material meets 
property requirements: 

 Based on type of Property (sensitive in nature) or the monetary 
threshold as defined in reference (g) Personal Property 
Management Manual (PPMM), COMDTINST 4500.5 (series); 

http://cgweb.fincen.uscg.mil/
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• Accepts or rejects funding increases; 

• Verifies proper PR numbering is used, per reference (h) USCG 
Financial Center (FINCEN) standard operating procedure (SOP).  

• Approves electronic PRs in the financial data system; or 

• Signs approved hard copy PRs and ensures they are entered into the 
financial system as certified (for example, when system is down). 

The FM validates the Procurement Shop Unit ID on the PR (block 3). This 
ensures the PR is routed to the proper procurement agent (Buyer) and 
allow proper tracking of the PR throughout the procurement process after it 
leaves the unit. 

Upon FM approval within the financial system, the PR is automatically 
released to the P&C Department as identified on the PR for processing. 
The FM immediately forwards supporting documents via electronic means 
to the P&C Department as specified within P&C Department guidelines. 

A.3. P&C 
Department 
Gatekeeper  

The P&C Department validates the presence and accuracy of the 
following: 

• Supporting documentation (including AAMS/Excess and MILSTRIP) 
(may reject if missing or incorrect) (supporting docs); 

• Customer, Supervisor, FM, and The Gatekeeper are all separate 
individuals (rejected if missing or incorrect) (block 5); 

 The Buyer rejects as a last resort. The Buyer contacts the Requiring 
Activity to make corrections and allows 48 hours for the Requiring 
Activity to submit requested information in the case of minor errors 
(incorrect/missing data). The PR can be rejected if the Customer 
does not provide information within 48 hours; 

• Authorized purchase (prohibited item) (rejected if missing or incorrect) 
(block 9); 

• Accounting data/LOA (object classes are found in the reference (h), 
Chapter 8: http://cgweb.fincen.uscg.mil/) (block 10); 

• TAS (block 3 or block 9); 

• Special approvals (supporting docs); 

• GFE/GFP (block 8); 

• RDD (block 7); and 

• Priority (RDD justification) (block 9b). 
 
 

http://cgweb.fincen.uscg.mil/
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The Gatekeeper takes the following actions, as necessary: 

• Acts as a conduit between unit supply stakeholders (including the 
Property Office) and the procurement shop; 

• Ensures procurement packages are routed/assigned to the Buyer upon 
receipt and that requisition responsibilities are accomplished by 
establishing a schedule to monitor all on-going tasks; 

• Manages procurement shop communications and reminders; 

• Identifies any additional errors in requests routed to The Gatekeeper 
and works to mitigate with subordinate units; 

• Reviews every procurement package and makes certain review has 
been provided by the proper unit approvers (i.e. separate individuals 
(Supervisor and FM)) and all requisitions have been routed to the 
Buyer for further processing and Buyer approval as accurate and 
complete unless a waiver is included; 

• Ensures sufficient information is provided in the procurement package 
before routing to the Buyer; 

• Evaluates the procurement package for completeness and identifies any 
other potential issues within the request; 

• Assists the supported units by guiding, answering questions, and 
providing training on requirements for complete, accurate, and timely 
procurement packages. Coordinates with the Comptroller to provide 
unit training to Customers, Supervisors, and FMs to ensure quality 
submission of procurement packages; or 

• Uses the USCG Common Core PR Tracker to log PR: 
https://cg.portal.uscg.mil/communities/cgcc/SitePages/MASTER%20C
ONTENT%20-%20PROCUREMENT%20-
%20PR%20TRACKERS.aspx  

Prior to the acquisition, the Gatekeeper makes a determination on whether 
the assets are reportable property (general purpose or pilferable assets) and 
then categorizes appropriately. Since most purchases under the MPT do 
not meet the Accountable Property Threshold as defined within reference 
(g) Personal Property Management Manual (PPMM), COMDTINST 
4500.5 (series), the Property Office determines if the material meets the 
sensitive item (by asset type) definition. The FM initially screens PR 
packages for property and coordinates with the Property Office for final 
determination of whether an item meets the sensitive item definition and 
needs to be added to property. The Property Office coordinates with the 
P&C Department Buyer to properly document items required to be in the 
property system. 

 
 

https://cg.portal.uscg.mil/communities/cgcc/SitePages/MASTER%20CONTENT%20-%20PROCUREMENT%20-%20PR%20TRACKERS.aspx
https://cg.portal.uscg.mil/communities/cgcc/SitePages/MASTER%20CONTENT%20-%20PROCUREMENT%20-%20PR%20TRACKERS.aspx
https://cg.portal.uscg.mil/communities/cgcc/SitePages/MASTER%20CONTENT%20-%20PROCUREMENT%20-%20PR%20TRACKERS.aspx
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Upon initial review and tentative acceptance of the PR package, the 
Gatekeeper logs the PR requisition number in the unit PR Tracker, 
assigning the Buyer and forwards to the applicable Buyer for further 
processing. 
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Chapter 5:  
Review of the PR Package 

 

 

Introduction This chapter discusses the role of the Buyer in determining the 
completeness and accuracy of a PR package for acceptance to process the 
purchase. 

In This Chapter This chapter contains the following section: 

Section Title Page 

A PR Package Acceptance Process 5-5 
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Figure 5-1 Micro-purchase P-Card Processing process map 
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Figure 5-2 Micro-purchase P-Card Processing process map 
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Section A: PR Package Acceptance Process 
  

A.1. Receive PR 
Package 

The Buyer receives the PR package (the PR and all supporting documents) 
from the Gatekeeper. 

A.2.  ALMIS/ 
NESSS Purchase 

If the PR is an Aviation Logistics Management Information System 
(ALMIS) or Naval and Electronic Supply Support System (NESSS) 
purchase, follow ALMIS/NESSS guidance as directed by ALC and SFLC. 
Follow reference (a) Head of Contracting Activity (HCA) Simplified 
Acquisition Procedures (SAP) Guidebook. If the PR is not an ALMIS or 
NESS purchase, the Buyer verifies complete and accurate PR package and 
processes the acquisition within the appropriate USCG financial system. 

A.3. Verification Upon receipt of the PR package from the Gatekeeper, the Buyer 
determines if the PR package is accurate and complete by verifying all 
applicable information, supporting documents, and required approvals are 
included. The PR package is only then accepted and the purchase initiated. 
PALT begins with this acceptance and ends once the order is submitted 
(does not include time required for delivery). 

See Chapter 1:Section B for more detailed information on PALT and the 
Priority Table. 

A.3.a. Separation 
of Duties 

No one individual is allowed to control more than one key aspect of a 
transaction per reference (a): 

• A Buyer cannot certify funds for a purchase which they conduct; 

• A Field Organization Program Coordinator (FOPC) cannot be a Buyer 
under their own hierarchy; 

• An AO cannot be a Buyer under their own hierarchy; and 

• Neither the Buyer nor the AO can accept or receive goods. 
In circumstances that do not allow for separation of duties, obtain a waiver 
from the Component Primary Organization Program Coordinator (CPOPC) 
and maintained in each file. 

A.3.b. Initial 
Review 

The Buyer starts initial review of the PR package, ensuring PR is 
completed correctly with applicable signatures. Accounting data, special 
approvals, and all supporting documents (as required) are included and 
endorsed. Supporting documentation that can be required to make a 
complete PR package includes:  
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• LOA; 

• Other accounting information to include TAS, quarter, and FY; 

• Approvals (Supervisor, FM) (The Supervisor, Customer, and FM 
cannot be the same individual); 

• Detailed description of item or service; 

• SOW, specifications and drawings, etc.; 

• RDD (with justification); 

• Priority (1, 2, or 3; 1 and 2 require justification) 

• Suggested source; 

• POC (unit and vendor); 

• AAMS verification; 

• GSAXcess® verification; 

• MILSTRIP verification; 

• Special approvals: 

 Approved SEN; 

 Section 508 compliance documentation; 

 Approved IT CCB; 

 Green purchase consideration documentation; 

 Membership documentation (approved memo); 

 Organizational clothing documentation; 

 Office furniture/machine documentation (approved memo);  

 Approved conference documentation; and 

 Any other special approvals the local P&C Department guidelines 
require. See P&C Department Supervisor for guidance. 

• Market research for supplies, IGE for supplies and an IGCE for 
service/construction. Prior to award, the PR reflects at least the amount 
of the IGE or IGCE. Funding in excess of the award amount is 
acceptable; 

• Shipping and handling cost (as applicable); and 

• One PR per vendor used. 
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The Buyer verifies that no items are prohibited or restricted (see reference 
(d) Department of Homeland Security (DHS) Purchase Card Manual for 
examples). The Gatekeeper performs a cursory review for restricted items, 
but the Buyer is ultimately responsible and performs a more in-depth 
review. Relay all questions regarding the requirement to the Customer for 
further clarification. 

If there are issues, the Buyer contacts the Requiring Activity and attempts 
to resolve the issue within P&C Department guidelines for discrepancies to 
be resolved (e.g. missing supporting documentation) before they reject any 
PR. The P&C Department can reject the PR per their P&C Department 
guidelines if discrepancies cannot be corrected. Contact the P&C 
Department Supervisor with any questions. 

The Buyer deems the PR package ‘complete and accurate’ (PALT begins) 
only after the Buyer has a clear and concise understanding of the 
Customer’s requirements and all applicable supporting documents are 
within the PR package. 

The Buyer documents all correspondence (emails, phone logs, etc.) in the 
PR package. The Buyer notes any vendor contact or changes within the PR 
package and relays the information to the Requiring Activity. 

NOTE: 

The Buyer verifies if the PR is an ALMIS or NESSS purchase by 
the item nomenclature, stock number, and Requiring Activity 
requirements. This normally applies to specific units (ALC/SFLC) 
and is not an issue for other field SK’s/P&C Departments. The 
order is out of scope for this guide if all items fall under NESSS or 
ALMIS. Only proceed with this guide if there are items remaining 
on the order that cannot be purchased via NESSS or ALMIS. 

A.4. Purchase 
Card 
Transaction 
Worksheet DHS 
Form 1501, 
USCG Deviation 

The Buyer uses the DHS Form 1501 throughout the procurement process 
to assist in ensuring the proper steps are taken to complete a compliant 
transaction. The Buyer completes a DHS Form 1501 for each transaction. 
Inaccurate or incomplete forms will be deemed noncompliant with DHS 
standards and during DHS component Post Payment Audit Reviews. 

The Buyer obtains AO approval on the DHS Form 1501 prior to 
initiating a purchase. 

A.4.a. Buyer 
Activities 

On the DHS Form 1501, the Buyer: 

• Completes blocks 1-20 (“See PR” is acceptable in blocks 6-20, 25-29, 
and, if there is FM approval on the PR, block 34); 

• Checks the applicable boxes in Sections A, B, and D (as supporting 
documentation validates); 
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• Fills in the names of officials in blocks 32, 33, and (only if “see PR” is 
not used) 34; 

• Signs and dates block 32; and 

• Forwards the DHS Form 1501 and the PR to the AO. 

A.4.b. AO 
Review 

The AO: 

• Reviews, signs, and dates in block 33; and 

• Forwards the DHS Form 1501 to the Buyer. 

NOTE: 

The Alternate AO can act as the AO if the AO is absent for an 
extended period. However, the AO follows the procedures outlined 
in Purchase Card Notice (PCN) 01-19-2016 to ensure the Buyer 
obtains proper supporting documents. For all questions regarding 
this policy, contact the FOPC. 

A.4.c. Buyer 
Activities 
Continued 

The Buyer updates blocks 14-20, 21a-c, sections B and C, and blocks 35, 
36, and 37 as applicable throughout the procurement process to ensure 
compliance with P-Card standards. 

NOTE: 

Check EACH source box within blocks 21a & b up to the point 
where a source is used. DO NOT only check the box that applies to 
the source used. Check the applicable box in block 21c as it pertains 
to the purchase. 

A.4.d. Special 
Consideration 
Items 

Special consideration items are materials or circumstances that require 
additional control, handling, or are not procured through normal 
procedures within the P&C Department. 

Examples of special considerations include: 

• Printing and related supplies; 

• Shipment of team gear; 

• Meals ready-to-eat (MREs); 

• Purchases during declared emergencies; 

• Emergent missions; 

• Purchases during deployments; 

• Survival/life preserving situations; and 

• Deployment kits for procurement personnel. 
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If the Buyer ascertains that special considerations apply, they follow the 
guidelines as identified within reference (a) Head of Contracting Activity 
(HCA) Simplified Acquisition Procedures (SAP) Guidebook and any local 
P&C Department procedures.  

A.4.e. Mandatory 
Sources 

If the requirement does not have special considerations, consider 
mandatory sources in the order of precedence as identified within reference 
(a). 

The Buyer determines if the PR is for Supplies/Service/Construction (i.e. a 
physical item, material, or something to be done or performed or 
constructed) based on the Requiring Activity’s requirements. 

A.4.f. Definitions The following are relevant terms defined by reference (b) Federal 
Acquisition Regulation (FAR): 

Supply: All property except land or interest in land, includes (but is not 
limited to): 

• Public works, buildings, and facilities; 

• Ships, floating equipment, and vessels of every character, type, and 
description, together with parts and accessories; 

• Aircraft and aircraft parts, accessories, and equipment; 

• Machine tools; and 

• The alteration or installation of any of the foregoing. 
Service: Contract that directly engages the time and effort of a contractor 
whose primary purpose is to perform an identifiable task rather than to 
furnish an end item of supply. A service contract can be either a non-
personal or personal contract. It can also cover services personnel perform 
whether on an individual or organizational basis, dismantling, demolition, 
or removal of improvements where no follow construction is required. 
Service contracts include the following: 

• Maintenance, overhaul, repair, servicing, rehabilitation, salvage, 
modernization, or modification of supplies, systems, or equipment; 

• Printing and related supplies, i.e. editing, printing, duplicating, 
copying, and binding – Government Purchasing Office (GPO) is the 
mandatory source for printing requirements; 

• Routine recurring maintenance of real property; 

• Housekeeping and base services; 

• Advisory and assistance services; 
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• Operation of Government-owned equipment, real property, and 
systems; 

• Communications services; 

• Architect-Engineering; 

• Transportation and related services; and 

• Research and development. 
Construction: The construction, alteration or repair, painting and 
decorating of public buildings and public works included in this definition 
are improvements of all types. 

NOTE: Dismantlement, demolition, or removal of improvements where no 
follow-up construction is required is a service. 

 

 



 

6-1 

Chapter 6:  
Supplies 

 

Introduction This Chapter discusses the Buyer’s role in purchasing supplies. 

In This Chapter This chapter contains the following section: 

Section Title Page 

A Mandatory Sources 6-2 
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Section A: Mandatory Sources 
  

A.1. Mandatory 
Sources 

Mandatory sources are the sources agencies must consider when acquiring 
supplies and services per reference (a) Head of Contracting Activity 
(HCA) Simplified Acquisition Procedures (SAP) Guidebook and reference 
(b) Federal Acquisition Regulation (FAR). Use these sources in descending 
order of precedence before proceeding with a purchase from an open 
market commercial source for supplies: 

Supplies:  

1. Requiring Agency Inventory; 

2. Excess from other agencies; 

3. Federal Prison Industries (FPI, commonly called UNICOR) (not 
applicable under the MPT); 

4. Ability One; 

5. Wholesale supply (MILSTRIP); 

6. Mandatory DHS-wide contracts; and 

7. Commercial sources. 

Services: 

1. Ability One; 

2. Mandatory DHS-wide contracts;  

3. Commercial sources; and 

4. Other mandatory sources (see Chapter 7:A.6; example: printing (GPO), 
vehicles, and utilities). 

NOTE: 

GPO is the mandatory source for printing requirements and the 
USCG has a Simplified Purchase Agreement (SPA) with GPO for 
purchases under $10,000. A Buyer must successfully complete the 
GPO SPA training before making a purchase under this program. 
Upon receipt of the PR package, the Buyer completes the SF-1, 
submits requirements, and places orders under the SPA Program. 
See reference (a) for information regarding the procedures to 
obtain GPO certification to use this program. Any deviation from 
this policy can result in the purchase being deemed a 
NONRATIFIABLE commitment. 
The GPO SPA can be found at: 
http://www.gpo.gov/Customers/spa.htm  

http://www.gpo.gov/customers/spa.htm
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NOTE: 

Payment for services cannot be made until service is complete per 
reference (a) Head of Contracting Activity (HCA) Simplified 
Acquisition Procedures (SAP) Guidebook. The Buyer verifies 
evidence of receipt and acceptance (supplies and services) before 
making payment. 

A.2. Agency 
Inventory/Excess 

AAMS and USCG ICPs maintain Agency Inventory, such as the SFLC in 
Baltimore, MD, and ALC in Elizabeth City, NC. AAMS is the front-end 
screening application to GSAXcess® and lists DHS specific material. 
Screening AAMS suffices for a review of internal (USCG) sources as 
agency inventory in addition to reviewing USCG ICP's as listed above. See 
Figure 2-5. 

Reusing excess property saves considerable funds and resources. In most 
cases, only handling and transportation costs are incurred. In lieu of 
acquiring new supplies, all USCG personnel are required to review internal 
(USCG) sources via AAMS and USCG ICPs, and external sources via the 
GSAXcess® system, for excess property listings for supplies that can 
fulfill the unit’s requirements while reducing the costs of acquisition per 
reference (a) and reference (b) Federal Acquisition Regulation (FAR). 
Buyers verify the Requiring Activity check these sources. See Chapter 
2:B.2 for AAMS procedures to access this system and verify availability. 

The Requiring Activity provides supporting documentation that the 
material was not available from AAMS or USCG ICP's. This 
documentation is usually a printout from AAMS stating the item(s) was 
not found, or correspondence from an ICP Inventory Manager indicating 
the item(s) were not available. 

The Buyer verifies the Requiring Activity documents and enters the 
items/requirement into AAMS and documents this verification in block 
21a on the DHS Form 1501. See Chapter 2:B.2. 

If the Buyer discovers the item(s) are available via Agency 
Inventory/Excess, they contact the Requiring Activity to initiate other 
forms of acquisition. If supplies are not available via excess from other 
agencies, supplies can be available via GSAXcess®. 

Neither the Customer or the Buyer receives a personalized login access to 
AAMS/GSAXcess® (http://gsaxcess.gov/) (access is limited to designated 
members of the Property staff). The Customer and the Buyer instead use 
generic passwords to assist the APOs and P&C staff in screening assets 
already entered into the system. 

 

http://gsaxcess.gov/
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The read only access permissions to personnel with a ‘.gov’ or ‘.mil’ 
address are:  

DHS AAMS: 
Login: 70AAMS 
Password: DHSAAMS 

GSAXcess®: 
Login: GOVUSE 
Password: GOVUSE 

A.3. Excess from 
other Agencies 

The USCG uses the GSAXcess® system as a primary external source for 
excess property from other agencies. GSAXcess® is the electronic system 
of record for reporting, searching, and selecting excess personal property 
throughout all Executive Federal Agencies. GSA operates, manages, and 
oversees GSAXcess® Requiring Activities and Buyers use to verify and 
obtain material to meet the mandatory source guidelines. See Chapter 
2:B.2.a for GSAXcess procedures to access this system and verify 
availability. 

The Requiring Activity provides supporting documentation that the 
material is not available from other government agencies as excess. This 
documentation is usually a printout from GSAXcess® stating the item(s) 
was not available. See Figure 2-7. 

GSAXcess® link: 
https://gsaxcess.gov/  

The Buyer verifies Requiring Activity documents and enters the 
items/requirement into GSAXcess® and documents verification in block 
21a on the DHS Form 1501. 

If the Buyer discovers the item(s) are available via GSAXcess® from other 
agencies, the Buyer contacts Requiring Activity for possible property 
transfer via their APO. If supplies are not available via excess from other 
agencies, supplies can be available via Ability One.  

A.4. Excess 
Documentation 
and 
Confirmation 

If the Buyer identifies the item as available via Agency Inventory or 
Excess, they contact the Requiring Activity to ascertain if the item meets 
their requirements. If the Requiring Activity deems the item does not meet 
their requirements, they provide a statement (usually an email) confirming 
that fact to the Buyer. 

The Buyer enters this documentation in the PR package and proceeds with 
other mandatory sources per reference (a) Head of Contracting Activity 
(HCA) Simplified Acquisition Procedures (SAP) Guidebook. 

https://gsaxcess.gov/
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NOTE: There is no need to reprint supporting documents if the Buyer 
validates it. 

 If the Customer determines the requirements can be met by the Buyer’s 
AAMS/GSAXcess® research, the Buyer obtains written confirmation to 
change the status of PR (hold, reject) from the Customer. 

Initiating a property transfer process is out of scope for this process guide 
and is a property function the Requiring Activity completes. 

NOTE: 

While FPI (UNICOR) is listed in block 21 of the DHS Form 1501 as 
a required source, for purchases under the MPT, FPI is NOT 
mandatory per reference (a) Head of Contracting Activity (HCA) 
Simplified Acquisition Procedures (SAP) Guidebook. The Buyer 
annotates “N/A” in this block. 

A.5. Ability One Following the descending order of precedence outlined above, per 
reference (a), the government is required to purchase all supplies or 
services, if available, from the Procurement List of Ability One. The two 
central nonprofit agencies under Ability One are National Industries for the 
Blind (NIB) designed to represent people who are blind and 
SourceAmerica designed to represent people with severe disabilities. The 
websites are:  

Ability One (Figure 6-1): 
http://www.abilityone.gov/ 

NIB (Figure 7-1): 
http://www.nib.org  

SourceAmerica (Figure 7-2): 
http://www.sourceamerica.org/ 

GSA Advantage!® also includes Ability One supplies. 

The Buyer verifies the Requiring Activity’s requirement against Ability 
One’s Procurement List of products using the link below and orders 
against the source provided if the item is available. The Buyer verifies and 
documents required sources in block 21a on the DHS Form 1501. See 
Figure 6-2 and Figure 6-3. 

http://www.abilityone.gov/
http://www.nib.org/
http://www.sourceamerica.org/
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Figure 6-1 Ability One home page 



 

 6-7  
 

 
Figure 6-2 Ability One search success 

 

 
Figure 6-3 Ability One search non-availability 
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A.6. Purchase 
Exception 

While supplies can be available via Ability One, there can be a purchase 
exemption that precludes the Buyer from using this source (Ability One 
cannot provide the supplies or services within the time required, and other 
sources can provide them significantly sooner in the quantities required or 
quantity required cannot be produced or provided economically by the 
Ability One participating nonprofit agencies). The Buyer clearly articulates 
requirements and the reasons for requesting an exemption and submits this 
request to the Ability One producing agency (supplier) for approval. For 
further assistance, the Buyer contacts Ability One directly at 800-433-2304 
or Customercare@abilityone.com. The Buyer prints the exemption upon 
approval and encloses it in the file, initiates purchase action within 15 days 
following the date of the exception by Ability One, and provides a copy of 
the solicitation to the central nonprofit agency when it is issued. The Buyer 
uses Ability One if the exemption is not approved. 

NOTE: All exemptions are on a one time basis for that particular request. 

A.7. Wholesale 
Supply/ 
Supply/Defense 
Logistics Agency 
(DLA) 

Supplies available via Wholesale Supply/DLA (MILSTRIP) are out of 
scope for this process and the Customer initiates the MILSTRIP process. 
See reference (c) P&C: MILSTRIP Process Guide. If supplies are not 
available via Wholesale/DLA, supplies could be available via mandatory 
DHS-wide contracts, FSS/GSA Government-wide Acquisition Contract 
(GWAC), multi-agency contracts (MACs), and Federal Strategic Sourcing 
Initiative (FSSI).  

The Requiring Activity provides supporting documentation that the 
material was not available from wholesale sources or justifies why they 
could not use this source (delivery time, minimum order requirements, 
etc.). This documentation is usually a printout from the applicable logistics 
information system (FEDLOG, Web Federal Logistics Information Service 
(WebFLIS), CGPART, DoD EMALL, etc.) indicating the item(s) was not 
available or an email statement indicating the reasons why this source 
could not be used.  

The Buyer verifies Requiring Activity documents and confirms the item(s) 
are not available via an applicable logistics information system by entering 
the item/requirement into the system and documenting this verification in 
the PR package. The Buyer checks the applicable block 21a on the DHS 
Form 1501. 

NOTE: 
If the Requiring Activity has an NSN listed on the PR, it is probably 
available via these sources and the Customer provides 
documentation that these sources could not meet the requirements. 

mailto:customercare@abilityone.com
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A.8. Initiating 
MILSTRIP 
Process 

If supplies are found via a MILSTRIP source, the Buyer contacts the 
Requiring Activity and confirms this is how to proceed, unless the 
Requiring Activity provides ample justification (in writing) that this route 
cannot be taken. If a MILSTRIP acquisition is acceptable, the Buyer 
instructs the Requiring Activity to provide authorization to cancel the PR 
(usually an email) and submit a Surf Requisition Form. Upon receiving 
written authorization, the Buyer can cancel the PR and retains all 
documentation in the PR package. 

A.9. Use of 
Other Sources 

If the Buyer is unable to satisfy requirements for supplies from the above 
sources, they use the following sources before proceeding to commercial 
sources (listed in order of precedence): mandatory DHS-wide contracts and 
Agreements (otherwise known as DHS Strategic Source Contract Vehicles 
(SSV)), FSS (also known as GSA & multiple award schedules (MAS)), 
GWAC, MACs, and any other procurement instruments intended for use 
by multiple agencies; i.e.: blanket purchase agreements (BPAs) under FSSI 
agreements. The Buyer compares suggested sources to mandatory source 
information. The Buyer can only proceed to commercial (open) market 
sources if supplies are not available via these mandatory sources. 

A.10. DHS Wide 
Contracts and 
Agreements 

The Buyer verifies Requiring Activity requirements against DHS-wide 
contracts (strategic source contract vehicles) to see if the supply is 
available. If so, they initiate a procurement against the appropriate source. 
The below link provides information regarding these types of contracts: 
https://www.dhs.gov/department-wide-contract-vehicles (Figure 6-4). 

The following are exceptions to using strategic source contract vehicles per 
reference (p) Homeland Security Acquisitions Manual (HSAM) 3017.7:  

• Emergency operations where the use of a strategic sourcing contract 
vehicle would have a significant impact on the mission;  

• The use would compromise national security;  

• The use would constitute an intra-agency acquisition;  

• Purchases from a non-strategic source contract vehicle are more 
advantageous than a strategic sourcing vehicle (e.g. price, delivery, 
etc.); and 

• Purchases where the use of a non-strategic sourcing vehicle is required 
by statute or where FAR Part 8 specifies the use of other sources. 

If the Buyer believes an exception applies that could prevent them from 
using a strategic sourcing contract vehicle, they obtain prior approval one 
level above their contracting officer. All exceptions include written 
documentation in the PR package that demonstrates one of the above 
authorized exceptions apply. If none of the exceptions above apply and the 

https://www.dhs.gov/department-wide-contract-vehicles
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Buyer still believes they require an exception, they obtain a waiver from 
the DHS Chief Procurement Officer via their P&C Department chain of 
command prior to purchase. Send questions and waiver requests regarding 
strategic sourced contract vehicles to the Chief Procurement Officer 
through the P&C Department chain of command to sspo@hq.dhs.gov.  

The Buyer verifies and documents required source in block 21a on the 
DHS Form 1501.  

In addition, the Buyer should become familiar with the DHS management 
directive (MD) 060-01-001 procedures. This directive can be found at the 
following link: 
http://dhsconnect.dhs.gov/policies/Pages/directives.aspx  

If the source is not available, the Buyer documents this on block 21a of 
DHS Form 1501, files documents, and proceeds to FSS. 

 

Figure 6-4 DHS-wide contract vehicles 

A.11. Federal 
Supply Schedule 
(FSS) 

FSS (also known as GSA schedules or MAS) are long-term government-
wide contracts GSA establishes with commercial firms to provide access to 
millions of commercial products at volume discount pricing. They are task 
order or delivery order contracts for products and services an agency 
establishes for government-wide use. GSA schedule contractors are 
required to accept the p-card for payments equal to or less than the MPT. 
Buyers can access GSA schedules via the following link:  

mailto:sspo@hq.dhs.gov
http://dhsconnect.dhs.gov/policies/Pages/directives.aspx
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GSA Schedules (Figure 6-5): 
http://www.gsa.gov/portal/category/100611  

The Buyer applies the Customer’s requirement to a special item number 
(SIN) to view categories of supplies available. SINs are a categorization 
method GSA uses that groups similar products, services, and solutions 
together to aid in the acquisition process.  

The Buyer searches the Customer provided suggested source to ascertain 
whether the vendor has a GSA contract by the following link and clicking 
'contractor directory' at the top left: 
http://www.gsaelibrary.gsa.gov/ElibMain/home.do  

The Buyer orders supplies directly from GSA Schedule contractors using 
the above information, and through the GSA Advantage!® online shopping 
and ordering system (Figure 6-6). The Buyer uses the 'advanced' search 
option within GSA to search for supplies available. 

GSA Advantage!® link: 
https://www.gsaadvantage.gov/advantage/main/start_page.do  

When using GSA Schedules and GSA Advantage!®, the Ordering Activity 
has the opportunity to meet small business goals, while promoting 
compliance with various environmental and socioeconomic laws and 
regulations.  

The Buyer checks the Requiring Activity’s requirement against GSA 
Schedules or GSA Advantage!® of available vendors using the links above 
and orders against the source provided if the supply is available. If a GSA 
Schedule vendor is not available, the Buyer considers a GWAC. The Buyer 
verifies and documents required sources in block 21a on the DHS Form 
1501. 

http://www.gsa.gov/portal/category/100611
http://www.gsaelibrary.gsa.gov/ElibMain/home.do
https://www.gsaadvantage.gov/advantage/main/start_page.do
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Figure 6-5 Federal Supply Schedule (FSS) 

A.12. GSA 
Advantage!® 

GSA Advantage!® is an electronic online shopping and ordering system. 
GSA Advantage!® provides online access to thousands of contractors and 
millions of supplies (products) and services (Figure 6-6). 

See Chapter 6:A.11 for how to use  GSA Advantage!® 

GSA Advantage!® provides the Customer product and ordering 
information including: 

• Maximum order provisions;  

• Geographic coverage (delivery area);  

• Contract prices or discounts;  
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• Quantity discounts;  

• Prompt payment terms;  

• Government P-Card terms;  

• Environmental attributes and energy efficiency;  

• Expedited delivery;  

• Ordering address(es);  

• Payment address(es);  

• Warranty provisions;  

• Export packing charges; and  

• Applicable terms and conditions of rental, maintenance, installation, 
and repair. 

In addition, GSA Advantage!® lists special programs (environmental, 
Ability One, FSSI, etc.) that can apply to particular products to assist 
Buyers with meeting mandatory sourcing requirements (Figure 6-7). 

NOTE: GSA Advantage!® lists parts/items from multiple vendors. 
YOU ARE ONLY AUTHORIZED ONE VENDOR PER PR. 
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Figure 6-6 GSA Advantage!® homepage 
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Figure 6-7 GSA Advantage!® search results 

A.13.  
Government-
wide Acquisition 
Contracts 
(GWAC) and 
Multi-Agency 
Contracts 
(MAC) 

A GWAC is a contract between a commercial service or product vendor 
and the US government that consolidates the procurement of solutions 
across multiple Federal agencies. A GWAC is a multiple-award, indefinite 
delivery, indefinite quantity (MA/IDIQ) contract, meaning that Federal 
agencies can purchase products under a single GWAC during a specified 
period of time. Using a pre-competed GWACs helps your agency acquire 
solutions more efficiently and economically. However, the Buyer must 
follow certain procedures to use GWACs per (a) Head of Contracting 
Activity (HCA) Simplified Acquisition Procedures (SAP) Guidebook. If an 
agency is contemplating use of a GWAC contract order, then a written 
determination of "best procurement approach" is required (Figure 6-8). 

For more information regarding GWACs, use the following link: 
http://www.gsa.gov/portal/content/104874  

If supplies are available via a GWAC, the Buyer compares the suggested 
source to the mandatory source information. If supplies are not available 
via a GWAC, the Buyer verifies availability through the other sources 
(BPAs under FSS contracts (e.g., FSSI). The Buyer verifies and documents 
required sources in block 21a on the DHS Form 1501. 

MACs, not necessarily Multiple Award Contracts where the same acronym 
occurs, are task order or delivery order contracts established by an agency 
for use by government agencies to obtain a variety of supplies. If an 

http://www.gsa.gov/portal/content/104874
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agency is contemplating use of a MAC contract order, then a written 
determination of "best procurement approach" is required as outlined in 
reference (b) Federal Acquisition Regulation (FAR) 17.502. The Buyer 
uses the Interagency Contract Directory (ICD) for assistance in searching 
MACs.  

The ICD is a central repository of Indefinite Delivery Vehicles (IDV) 
Federal agencies award where the IDV is available for use at both the intra 
agency and interagency levels. IDVs include GWAC, MACs, Other 
Indefinite Delivery Contracts (IDC), FSS, basic ordering agreements 
(BOAs), and BPA (Figure 6-9). 

Use this link to obtain information regarding possible other sources: 
https://www.contractdirectory.gov/contractdirectory/  

 

Figure 6-8 Government-wide acquisition contracts (GWAC) homepage 

https://www.contractdirectory.gov/contractdirectory/
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Figure 6-9 Interagency Contract Directory (ICD) 

A.14. Federal 
Strategic 
Sourcing 
Initiative (FSSI) 

FSSI solutions provide easy access to common procurement vehicles that 
offer greater discounts as volume increases, business intelligence, and best 
practice solutions. Federal government purchasing is decentralized and 
there are duplicative contracts over many organizational components. 
Procurement is limited by the number of contracts, the prices paid on the 
contracts, and the number of other existing government-wide or agency-
wide solutions. This results in significant price variations across the 
government for the same products and services, sometimes with the same 
contractor. FSSI solutions provide easy access to its procurement vehicles 
which offer business intelligence, best practice solutions, and greater 
discounts with volume increases (Figure 6-10). 

Current FSSI commodity solutions include: 

• Express and ground domestic delivery services;  

• Maintenance, repair & operations supplies;  

• Janitorial & sanitation supplies;  

• Office supplies;  

• Print management;  
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• Wireless; and  

• Information services (FSSI IS). 
See the below links for ordering procedures for Customer requirements not 
available via other mandatory sources and meet FSSI sourcing 
requirements. If the Customer’s requirements are not available via FSSI, 
the Buyer documents in block 21a on the DHS Form 1501 and proceeds to 
a commercial source (open market). 

FSSI links: 
https://strategicsourcing.gov/  
http://www.gsa.gov/portal/content/112561  

 
Figure 6-10 Federal Strategic Sourcing Initiative (FSSI) 

 

 

https://strategicsourcing.gov/
http://www.gsa.gov/portal/content/112561
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A.15.  
Commercial 
Source (Open 
Market) 

Open market items are supplies not offered via all other mandatory sources 
as listed above and available on the 'open market' (i.e.; local vendors, 
online vendors, and companies not listed within the mandatory sources). 
The supplies are also known as incidental items, non-contract items, and 
non-schedule items. The Buyer can proceed with an “open market” 
purchase only after the requirements are determined not available from the 
mandatory sources or the mandatory sources cannot satisfy the 
government’s needs. 

When purchasing supplies from commercial sources on the open market, 
the Buyer gains some knowledge regarding the vendor, the price, and 
quality of products which the Buyer wishes to obtain to ensure a fair and 
reasonable price. 

The Buyer determines the price is “fair and reasonable” even when the PR 
estimate is less than the MPT. A “fair and reasonable” price is the price a 
reasonable business person pays for an item under competitive market 
conditions, given a strategic knowledge of the marketplace, and assuming 
their prices are determined fair and reasonable. Determine fair and 
reasonableness based on information obtained from previous purchases, 
assuming their prices are properly determined fair and reasonable, but 
orders rotate among qualified vendors. Oral quotes are acceptable. See 
Chapter 5:A.1 for further guidance. 

The Buyer contacts vendors either by phone or by using online sourcing 
methods (email) to ascertain pricing and availability within the Customer’s 
requirements. If found and available meeting the requirements, the Buyer 
documents their findings (either listing the applicable information on the 
DHS Form 1501, annotating in the PR package, or printing out on-line 
documentation) and encloses or includes in the PR package. 

DHS has partnered with Amazon Business to take advantage of the wide 
selection and competitive prices of the Amazon marketplace. USCG 
Buyers register for a centralized DHS Amazon Business account. The 
Buyer contacts the CPOPC via their normal P&C Department chain of 
command for further guidance.  

Use the following links to view a series of short tutorial videos that guide 
the Buyer through setting up their account, placing orders, and 
administrative functions: 
https://www.amazon.com/b2b/info/howto?layout=landing 

DHS and Component Internal Policies still apply when making a purchase 
through Amazon Business site using the DHS P-Card. Amazon can be used 
to make official normal purchases once all of the required sources have 
been verified. If the item(s) cannot be located with any of the required 
sources, a commercial vendor such as Amazon Business can be used. P-

https://www.amazon.com/b2b/info/howto?layout=landing


 

 6-20  
 

 
 

Card records are still required to justify the use of a commercial vendor, 
especially if it is an item that the required source has available for 
purchase. See reference (a) Head of Contracting Activity (HCA) 
Simplified Acquisition Procedures (SAP) Guidebook. 

If the Buyer annotates Commercial Source (Open Market) on DHS Form 
1501, the Buyer compares suggested source to mandatory source of 
information. 

NOTE: 

Only after determining the requirements are not to be available 
from the mandatory sources, or the mandatory sources cannot 
satisfy the government’s needs, can the ordering office proceed with 
“open market” purchases. The Open Market is a last resort, which 
is used only if other sources as listed above are not available per 
reference (a). 

NOTE: 

AVOID UNAUTHORIZED COMMITMENTS (i.e. an agreement 
that is not binding because the Government representative making 
the agreement lacks the proper authority to enter into that 
agreement on behalf of the Government). In the case of MPT 
acquisitions, only an authorized KO or CH has delegated authority 
to obligate the government per reference (a). 

NOTE: 

As a best practice, end each vendor meeting/contact with the 
statement: “Nothing discussed in this meeting/contact authorizes 
you to work, start work, or bill for work. Any understanding on 
your part to the contrary is a mistake.” Follow-up in an email with 
this information. 
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Chapter 7:  
Services/Construction 

 

Introduction This chapter discusses the Buyer’s role in purchasing 
services/construction. 

In This Chapter This chapter contains the following section: 

Section Title Page 

A Mandatory Source 7-2 
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Section A: Mandatory Source 
  

A.1. Ability One The government is required to purchase all services, if available, from the 
procurement list of Ability One. (See Chapter 5:A.4.f of this guide for 
definition of services.) The two central nonprofit agencies under Ability 
One are NIB and Source America. The websites are: 

Ability One (Figure 6-1): 
http://www.abilityone.gov/  

NIB (Figure 7-1): 
http://www.nib.org 

SourceAmerica (Figure 7-2): 
http://www.sourceamerica.org/  

NOTE: 

GSA Advantage!® also lists Ability One services. Many items on the 
Procurement List are identified in the GSA Supply Catalog and 
GSA’s Customer Service Center Catalogs with a black square and 
the words “NIB/NISH Mandatory Source. 

 The Buyer checks the Requiring Activity’s requirement against Ability 
One’s procurement listing of available services using the links above and 
orders against the source provided if the service is available. If Ability One 
is not available, the Buyer proceeds to Mandatory DHS wide Contracts. 
The Buyer verifies and documents required sources in block 21b on the 
DHS Form 1501. 

When the order is for services (including construction) under the MPT, in 
most cases, it is most effective to appoint a POC as identified by the 
requisitioning office to assist the contractor to obtain access to the work-
site, observe work in progress, and report contractor actions to the P&C 
Department. The POC makes periodic inspections to verify the contractor 
is complying with the requirements of the order. The Buyer contacts the 
Requiring Activity/POC to provide any follow up status information and 
ensures the POC is aware to inform the Buyer of project status throughout 
the performance of the work being accomplished. 

http://www.abilityone.gov/
http://www.nib.org/
http://www.sourceamerica.org/
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NOTE: 

GPO is the mandatory source for requirements that involve 
printing (services or supplies). Printing and related supplies 
including printing, binding, and blank book work for the use of an 
executive department, independent agency, or establishment of the 
Government. Procedures for this type of service are addressed in 
section Chapter 5:A.4.d. 

 
Figure 7-1 National Industries for the Blind (NIB) website 
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Figure 7-2 Source America website 

NOTE: 

Oral quotations for SAP construction procurements are only 
acceptable up to the MPT. Document quotes on the SAP 
Construction File Table of Contents Checklist/SAP summary per 
reference (a) Head of Contracting Activity (HCA) Simplified 
Acquisition Procedures (SAP) Guidebook. 

A.2. Purchase 
Exception  

While services can be available via Ability One, there can be a purchase 
exemption that precludes the Buyer from using this source (e.g.: Ability 
One cannot provide the supplies or services within the time required, and 
other sources can provide them significantly sooner in the quantities 
required or quantity required cannot be produced or provided economically 
by the Ability One participating nonprofit agencies). The Buyer clearly 
articulates requirements and the reasons for requesting an exemption and 
submits this request to the Ability One producing agency (supplier) for 
approval. For further assistance, the Buyer can contact Ability One directly 
at 800-433-2304. Upon waiver approval, the Buyer documents exemption 
and encloses it in file, initiates purchase action within 15 days following 
the date of the exception by Ability One and provides a copy of the 
solicitation to the central nonprofit agency when it is issued. Use Ability 
One if the exemption is not approved. 
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NOTE: All exemptions are on a one time basis for that particular request. 

A.3. Mandatory 
DHS-wide 
Contract 

If the Buyer is unable to satisfy requirements for services from the above 
sources, they use the following sources before proceeding to commercial 
sources: 

• Mandatory DHS wide contracts and agreements (otherwise known as 
DHS SSV); 

• FSS; 

• GWAC; 

• MACs; and 

• Any other procurement instruments intended for use by multiple 
agencies (e.g. BPA under FSSI agreements and FPI). 

The Buyer compares suggested sources to mandatory source information. 
Only if services are not available via these mandatory sources can they 
proceed to commercial (open) market sources. 

The Buyer verifies Requiring Activity requirements against DHS-wide 
contracts (strategic source contract vehicles) to see if the service is 
available (Figure 6-4). If so, they initiate a procurement against the 
appropriate source. The below link provides information regarding these 
types of contracts: 
http://dhsconnect.dhs.gov/org/comp/mgmt/cpo/oss/Pages/StrategicSourcin
g.aspx  

There are exceptions to use strategic source contract vehicles per reference 
(p) Homeland Security Acquisitions Manual (HSAM) 3017.7:  

• Emergency operations where the use of a strategic sourcing contract 
vehicle would have a significant impact on the mission; 

• The use would compromise national security;  

• The use would constitute an intra-agency acquisition;  

• Purchases where the savings from a non strategic source contract 
vehicle would exceed the savings from the strategic sourcing vehicle; 
and 

• Purchases where the use of a non-strategic sourcing vehicle is required 
by statute or where reference (b) Federal Acquisition Regulation (FAR) 
specifies the use of other sources.  

 
 

http://dhsconnect.dhs.gov/org/comp/mgmt/cpo/oss/Pages/StrategicSourcing.aspx
http://dhsconnect.dhs.gov/org/comp/mgmt/cpo/oss/Pages/StrategicSourcing.aspx
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If the Buyer believes an exception applies that could prevent them from 
using a strategic sourcing contract vehicle, they obtain prior approval one 
level above their contracting officer. All exceptions must include written 
documentation in the PR package that demonstrates that one of the above 
authorized exceptions apply per reference (p) Homeland Security 
Acquisitions Manual (HSAM) 3017.7. If none of the exceptions above 
apply and the Buyer still believes they require an exception they must 
obtain a waiver from the DHS Chief Procurement Officer via their P&C 
Department chain of command prior to purchase per reference (p). 
Questions and waiver requests regarding strategic sourced contract 
vehicles can be sent to the Chief Procurement Officer through their P&C 
Department chain of command to sspo@hq.dhs.gov.  

The Buyer verifies and documents required source in block 21b on the 
DHS Form 1501.  

In addition, the Buyer becomes familiar with the DHS MD 060-01-001 
procedures. This directive can be found at the following link and identifies 
the use of Strategic Sourcing Contract Vehicles: 
http://dhsconnect.dhs.gov/policies/Pages/directives.aspx 

If source is not available, the Buyer documents this on block 21b of DHS 
Form 1501, files documents, and proceeds to FSS. 

A.4. Use of 
Other Sources 

FSS (also known as GSA schedules or MAS) are long-term government-
wide contracts GSA establishes with commercial firms to provide access to 
millions of commercial products and services at volume discount pricing. 
They are task order or delivery order contracts for products and services 
established by one agency for government-wide use. GSA Schedule 
contractors are required to accept the P-Card for payments equal to or less 
than the MPT. The Buyer can access GSA Schedules via the following 
link:  

GSA Schedules (Figure 7-3): 
http://www.gsa.gov/portal/category/100611  

Buyers apply the Customer’s requirement to a SIN to view categories of 
services available. SINs are a categorization method GSA uses that groups 
similar products, services, and solutions together to aid in the acquisition 
process.  

Buyers can also search the Customer provided suggested source to 
ascertain whether the vendor has a GSA contract by the following link and 
clicking 'contractor directory' at the top left (Figure 7-4): 
http://www.gsaelibrary.gsa.gov/ElibMain/home.do  

 

mailto:sspo@hq.dhs.gov
http://dhsconnect.dhs.gov/policies/Pages/directives.aspx
http://www.gsa.gov/portal/category/100611
http://www.gsaelibrary.gsa.gov/ElibMain/home.do


 

   
7-7 

 

 
Order services directly from GSA Schedule contractors using the above 
information, and through the GSA Advantage!® online shopping and 
ordering system. Buyers use the 'advanced' search option within GSA to 
search for services that are available (Figure 7-5 and Figure 7-6). GSA 
Advantage!® link: 
https://www.gsaadvantage.gov/advantage/main/start_page.do  

GSA Advantage!® is an electronic online shopping and ordering system. 
GSA Advantage!® provides online access to thousands of contractors and 
millions of services. 

GSA Advantage!® provides Customers product and ordering information 
including: 

• Maximum order provisions;  

• Geographic coverage (delivery area);  

• Contract prices or discounts;  

• Quantity discounts;  

• Prompt payment terms;  

• Government P-Card terms;  

• Environmental attributes and energy efficiency;  

• Expedited delivery;  

• Ordering address(es);  

• Payment address(es);  

• Warranty provisions;  

• Export packing charges; and  

• Applicable terms and conditions of rental, maintenance, installation, 
and repair. 

In addition, GSA Advantage!® lists special programs (environmental, 
Ability One, FSSI, etc.) that can apply to particular products to assist 
Buyers with meeting mandatory sourcing requirements. 

When using GSA Schedules and GSA Advantage!®, ordering activities 
have the opportunity to meet small business goals, while promoting 
compliance with various environmental and socioeconomic laws and 
regulations.  

The Buyer checks the Requiring Activity’s requirement against GSA 
Schedules and/or GSA Advantage!® list of available vendors using the 
link below and orders against the source provided if the service is 

https://www.gsaadvantage.gov/advantage/main/start_page.do
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available. If GSA Schedule vendor is not available, the Buyer considers a 
GWAC. The Buyer verifies and documents required sources in block 21b 
on the DHS Form 1501. 

 

Figure 7-3 GSA schedule list 

 
Figure 7-4 GSA contractor search 
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Figure 7-5 GSA Advantage!® advanced search 
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Figure 7-6 GSA Advantage!® advanced services search 

A.5. Government
Wide Acquisition 
Contract 
(GWAC) 

A GWAC is a contract between a commercial service or product vendor 
and the US government that consolidates the procurement of solutions 
across multiple Federal agencies. A GWAC is a multiple-award, MA/IDIQ 
contract, meaning that Federal agencies can purchase an unlimited number 
of products or service hours under a single GWAC during a specified 
period of time. Using pre-competed GWACs helps your agency acquire 
solutions more efficiently and economically. However, the Buyer must 
follow certain procedures to use GWACs per reference (b) Federal 
Acquisition Regulation (FAR). If an agency is contemplating use of a 
GWAC contract order, then a written determination of "best procurement 
approach" is required (as outlined in reference (b) 17.502).  

For more information regarding GWACs use the following link (Figure 6-
8): 
http://www.gsa.gov/portal/content/104874  

If services are available via a GWAC, the Buyer compares the suggested 
source to the mandatory source information. If services are not available 
via a GWAC, the Buyer verifies availability through the other sources 
(MACs, BPAs under FSS contracts (e.g. FSSI agreements and FPI 
(UNICOR). 

http://www.gsa.gov/portal/content/104874
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MACs are task order or delivery order contracts established by one agency 
for use by government agencies to obtain a variety of supplies and services. 
If an agency is contemplating the use of a MAC, GSA directs the user to 
complete a written determination by drafting a "best procurement 
approach" see the below links for guidance. The Buyer uses the ICD for 
assistance in searching MACs.  

For more information regarding the use of other sources listed above use 
the following links: 
http://www.gsa.gov/portal/category/100611 
http://www.gsa.gov/portal/content/104874 

If a GWAC or MAC is not available, the Buyer documents this on block 
21b of DHS Form 1501, files documents, and proceeds to FSSI. 

NOTE: 

Agencies satisfy requirements for the following supplies or services 
from or through specified sources, as applicable, (see reference (a) 
Head of Contracting Activity (HCA) Simplified Acquisition 
Procedures (SAP) Guidebook for additional guidance): 

• Public Utility Services  

• Printing and related supplies  

• Leased Motor Vehicles  

• Strategic and Critical Materials (e.g., metals and ores) from 
inventories exceeding Defense National Stockpile requirements: 
http://www.dla.mil/HQ/Acquisition/StrategicMaterials.aspx  

• Helium—(Acquisition of Helium) 

A.6. FSSI FSSI solutions provide easy access to common procurement vehicles that 
offer greater discounts as volume increases, business intelligence, and best 
practice solutions. Federal government purchasing is decentralized and 
there are duplicative contracts over many organizational components. 
Procurement is limited by the number of contracts, the prices paid on the 
contracts, and the number of other existing government-wide or agency-
wide solutions. This results in significant price variations across the 
government for the same products and services, sometimes with the same 
contractor. FSSI solutions provide easy access to its procurement vehicles 
which offer business intelligence, best practice solutions, and greater 
discounts with volume increases. 

 

 

 

http://www.gsa.gov/portal/category/100611
http://www.gsa.gov/portal/content/104874
http://www.dla.mil/HQ/Acquisition/StrategicMaterials.aspx
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Current FSSI commodity solutions include: 

• Express and ground domestic delivery services;  

• Maintenance, repair & operations supplies;  

• Janitorial & sanitation supplies;  

• Office supplies;  

• Print management;  

• Wireless; and  

• Information services (FSSI IS). 
FPI (commonly referred to by its trade name UNICOR) is a wholly-owned 
government corporation established by Congress on June 23, 1934. Its 
mission is to protect society and reduce crime by preparing inmates for 
successful reentry through job training. UNICOR produces over 80 types 
of products and services for sale to the Federal Government. Agencies are 
encouraged to consider FPI as a source for services. 

FPI link: 
https://www.unicor.gov/index.aspx  

The ICD is a central repository of IDV Federal agencies award where the 
IDV is available for use at both the intra agency and interagency levels. 
IDVs include GWAC, MACs, other IDC, FSS, BOA, and BPA. 

Use this link to obtain information regarding possible other sources (Figure 
6-9): 
https://www.contractdirectory.gov/contractdirectory/  

See the below links for ordering procedures for Customer requirements not 
available via other mandatory sources and meet FSSI sourcing 
requirements. If the Customer’s requirements are not available via FSSI, 
the Buyer documents in block 21b on the DHS Form 1501 and proceeds to 
using a commercial source (open market). 

FSSI links: 
https://strategicsourcing.gov/  
http://www.gsa.gov/portal/content/112561  

A.7. Commercial 
Sources (Open 
Market) 

Open market items are services not offered via all other mandatory sources 
as listed above and available on the 'open market' (i.e.; local vendors, 
online vendors, and companies not listed within the mandatory sources). 
The services are also known as incidental items, non-contract items, and 
non-schedule items. The Buyer proceeds with an “open market” purchase 
only after the requirements have been determined not to be available from 
the mandatory sources or the mandatory sources cannot satisfy the 
government’s needs. 

https://www.unicor.gov/index.aspx
https://www.contractdirectory.gov/contractdirectory/
https://strategicsourcing.gov/
http://www.gsa.gov/portal/content/112561
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When purchasing services from commercial sources on the open market, 
the Buyer gains some knowledge regarding the vendor, the price and 
quality of the services in which the Buyer wishes to obtain to ensure a fair 
and reasonable price is obtained. 

Even when the PR estimate is less than the MPT (except for construction), 
the Buyer is encouraged to solicit three competitive quotes before making a 
open market selection, but multiple quotes are not required as long as the 
price can be determined “fair and reasonable”. A “fair and reasonable” 
price is described as the price that a reasonable business person would pay 
for a service under competitive market conditions, given a strategic 
knowledge of the marketplace and assuming their prices were properly 
determined fair and reasonable. Fair and reasonableness can be determined 
based on information obtained from previous purchases (assuming their 
prices were fair and reasonable), but orders rotate among qualified 
vendors. Oral quotes are acceptable. See Chapter 5:A.1 for further 
guidance. 

The Buyer contacts vendors either by phone or by using on-line sourcing 
methods to ascertain pricing and availability within the Customer’s 
requirements. If found and available meeting the requirements, the Buyer 
documents findings (listing the applicable information on the DHS Form 
1501, annotating in the PR package, or printing up on-line documentation) 
and encloses in the PR package. 

The Buyer annotates the Commercial Source (Open Market) on DHS Form 
1501 and compares the suggested source to mandatory sources of 
information. 

NOTE: 

Commercial sources (Open Market) include educational and 
nonprofit institutions per reference (a) Head of Contracting 
Activity (HCA) Simplified Acquisition Procedures (SAP) 
Guidebook. 

NOTE: 

AVOID UNAUTHORIZED COMMITMENTS (i.e. an agreement 
that is not binding because the Government representative making 
the agreement lacks the proper authority to enter into that 
agreement on behalf of the Government). In the case of MPT 
acquisitions, only a Buyer can commit the Government per 
reference (a). 
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NOTE: 

As a best practice, end each vendor meeting/contact with the 
statement: “Nothing discussed in this meeting/contact authorizes 
you to work, start work, or bill for work. Any understanding on 
your part to the contrary is a mistake.” 
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Chapter 8:  
Vendor Selection/Order Preparation 

Introduction This chapter discusses the Buyer selecting the vendor and preparing the 
order for supplies, services, or construction.  

In This Chapter This chapter contains the following section: 

Section Title Page 

A Source Comparison 8-2 
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Section A: Source Comparison 
  

A.1. Suggested/
Mandatory 
Source 
Comparison 

The Buyer making purchases up to the MPT is not required to obtain 
quotes from more than one merchant, but they are encouraged to compare 
value among merchants. The Buyer ensures the price paid for any good or 
service is fair and reasonable. This is achieved through comparing prices 
among merchants or personal knowledge of the items. 

Once a complete PR package has been received, make a determination 
made on which SoS best meets the needs of the government during vendor 
selection. The Buyer compares the Customer’s suggested source 
information (price, delivery, availability, etc.) to mandatory source 
information to make this determination. See reference (a) Head of 
Contracting Activity (HCA) Simplified Acquisition Procedures (SAP) 
Guidebook for further guidance. There are several ways the Buyer can 
compare price reasonableness (as defined in Chapter 6:A.15 and Chapter 
7:A.7): 

• Compare competitive quotes obtained from potential vendor(s). 

• Use an online commercial catalog/published price list. Ensure that 
published price lists reflect prevailing competitive rates. Contact 
potential vendors (via phone or email) to verify the factors (cost, 
availability, etc.) to determine price reasonableness. 

• Compare previous similar purchases with current prices. Obtain this 
information from previous purchase documents/files. Previously paid 
prices cannot be used to determine price reasonableness unless there is 
proof the prior purchase was fair and reasonable. 

• Compare with the price/cost provided by the Customer (this could also 
be the IGE). Use this method when price comparisons with previous 
purchases are not possible. Do not assume because the quoted price is 
the same as or less than the government estimate that the quoted price 
is reasonable, as there could be fluctuations in the market. 

Document price fair and reasonable on DHS Form 1501 Block c2 under 
Determinations. Enclose all documentation in the PR package. 

A.1.a. Split 
Purchase 

Per reference (a), requirements shall NOT be split into two or more 
separate requirements to avoid exceeding the single purchase limit (SPL). 
A “split purchase” is also strictly prohibited. A split purchase occurs when 
a CH intentionally places two or more separate orders for a supply/service 
to avoid exceeding their SPL or competition threshold. The “requirement” 
is the quantity known at the time of the buy. If the Buyer conducts a 
purchase and subsequently becomes aware of another similar requirement, 
each requirement stands alone. If the Buyer consolidates requirements at 
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the end of the day (i.e. PRs, contract service maintenance agreements, 
invoices), the requirement becomes the total number of PRs 
known/received at the time of the transaction. A Buyer that deliberately 
violates the FAR requirements regarding split purchases or splitting 
requirements can have their card accounts cancelled. 

NOTE: 

Split purchases include PRs with different LOA's the Buyer is 
aware of at the time of the buy. If the vendor is the same and each 
PR has a different LOA, it is still considered a split purchase. The 
Buyer consolidates the PRs per reference (a) Head of Contracting 
Activity (HCA) Simplified Acquisition Procedures (SAP) 
Guidebook. 

A.1.b.  
Unauthorized 
Commitments 
(UAC) and 
Ratifications 

An unauthorized commitment is any action by any other participant 
(including the COR), such as approving either expressed or implicit 
modifications the Contractor proposes or taking any other action that 
changes a contract’s cost or terms and conditions. If an individual does not 
hold a KO’s warrant or is not a designated Buyer, a delegation of 
procurement authority does not exist. Additionally, a KO or Buyer could 
also direct an unauthorized commitment if the value is over the respective 
warrant or Buyer authority. Only an authorized KO or Buyer has delegated 
authority to obligate the Government. 

• Creating an unauthorized commitment violates Executive Orders, 
Federal law, or Federal, DHS, and USCG regulations (to include 
USCG Standards of Ethical Conduct); 

• An unauthorized commitment is a non-binding agreement on the 
Government; and 

• An unauthorized commitment is between the individual and the 
Contractor: 

 The individual can be subject to disciplinary action; and 

 The individual can be held personally and financially responsible. 

A ratification is the act by which an unauthorized commitment can be 
approved. The COCO is the delegated authority as the ratifying official to 
approve/disapprove UAC. 

A.2. Selecting 
Potential Vendor 

The Buyer identifies a potential vendor based on criteria (e.g. 
requirements, costs (price reasonableness), shipping, delivery 
date/availability) and information that was obtained through the mandatory 
sourcing requirements. The Buyer contacts the vendor and ascertains other 
criteria before initiating a purchase. 
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A.3. System of 
Award 
Management 
(SAM) 

SAM is a worldwide website GSA provides as a public service for the 
purpose of efficiently and conveniently disseminating information on 
parties excluded from receiving Federal contracts, certain subcontracts, and 
certain Federal financial and non-financial assistance and benefits, and 
each agency's codification of the Common Rule for Non-procurement 
suspension and debarment. To verify any vendor exclusion, the Buyer 
accesses the SAM website through the following link (Figure 8-1): 
https://www.sam.gov/portal/SAM/#1 

For purchases under the MPT, the Buyer confirms the vendor is not listed 
on the SAM excluded parties list (EPL) before finalizing their vendor 
selection. If the Buyer confirms the vendor is ineligible for Government 
award via SAM, the Buyer selects another potential vendor. 

Use the following steps to see if a vendor is subject to any active 
exclusions (e.g., suspensions, debarments) imposed by a Federal agency: 

1. Perform a search in SAM for the vendor’s name or Data Universal 
Numbering System (DUNS) number either from the homepage or from 
the Search tab; 

2. Type the vendor name or DUNS number into the search box to 
“Search”; 

NOTE: 

When performing a SAM search on an individual, individuals are 
not assigned DUNS numbers. If you are checking for an exclusion 
for an individual vs. a company name, search by typing in the name 
of the individual not the company name. 

 3. If no exclusion record is found for the vendor, the vendor does not have 
any active exclusions submitted in SAM by a Federal agency (Figure 8-
2); 

4. If an exclusion record is found, it shows in a box marked “Exclusion”; 
check the status in the top-right corner of the box. If the status indicates 
“Active”, there is an active exclusion on the vendor; 

NOTE: Just seeing if a vendor has an active exclusion is not sufficient. 
Continue to the next steps. 

 5. Open “View Details” to view the vendor’s dashboard for more 
information to verify the exclusion applicability to the award; 

6. Use the navigation links on the left side of the screen to review the 
vendor’s specific exclusion; 

https://www.sam.gov/portal/SAM/#1
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7. Review the “Active Exclusions” link to view all current exclusions; 

8. Select “View Exclusion” to view the data in the specific exclusion 
record; and 

9. Scroll through the exclusion record to review details. 

NOTE: 

As a Government awarding official you MUST review the “Effect” 
section of the exclusion record to determine exactly how to apply 
the exclusion to your specific award\modification per reference (q) 
SAM User Guide (www.sam.gov) (must have a user account to 
access). The language in the “Effect” section indicates if the vendor 
is excluded from procurement actions and/or non-procurement (e.g. 
grants, financial assistance) actions. 

 The vendor cannot be used if there is an Active Exclusion Record listed 
within the vendor’s profile and it applies to the purchase criteria. If an 
exclusion is found but does not apply to the purchase criteria, use the 
vendor with Supervisor authorization. For example, a vendor can have an 
exclusion, but only for purchases over a certain amount, if the amount of 
your purchase does not exceed the amount listed on the exclusion. Seek 
authorization from your Supervisor to use this vendor. If the vendor is not 
listed in SAM or they do not have any exclusion, they can be used as a 
SoS. The SAM list is continuously updated, which means the Buyer 
verifies the SAM record each time a purchase is made, even for vendors 
used on a frequent basis. 

For questions regarding SAM use, contact the P&C Department 
Supervisor. See reference (r) System for Award Management (SAM) User 
Guide – v5.0 June 2016. 

Upon verification of EPL, the Buyer checks box c1 and annotates the date 
verified on the DHS Form 1501. Only use vendors WITHOUT exclusions 
for P-Card transactions. 

http://www.sam.gov/
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Figure 8-1 System for Award Management (SAM) 



 

   
8-7 

 

 
Figure 8-2 System for Award Management (SAM) exclusion results 

A.4. Vendor 
Accepts 
Government P-
Card 

The Buyer contacts a potential vendor and inquires whether the 
Government P-Card is accepted and they do not use a third party processor 
(e.g. CC Bill, PayPal, SpeedPay, CCNow, 2Check, or iBill). If the vendor 
accepts the government P-Card and DOES NOT use a third party 
processor, they can proceed to use this vendor for the purchase. If the 
vendor uses a third party processor, the Buyer determines if the vendor 
accepts a PO before proceeding to another vendor that accepts a 
Government P-Card (Chapter 7:A.5). 

A.5. Vendor 
Accepts PO 

It is out of this process guide’s scope if the Vendor accepts a PO. If the 
vendor does not accept a PO or Government P-Card, the Buyer first 
attempts to find another merchant that does before proceeding to Chapter 
7:A.6 (Convenience Check (C-Check)). If no other merchant is available to 
provide the service or supply, the Buyer obtains written confirmation from 
the merchant/individual that the P-Card and PO are not acceptable before 
the Buyer pays the merchant using a C-Check. 
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A.6.  
Convenience 
Check (C-Check) 

The authorization to issue C-Check is out of scope for this process guide. If 
CPOPC denies authorization to issue C-Check, the Buyer selects another 
potential Vendor. 

A.7. Tax Exempt The Buyer verifies if the vendor adds state or local taxes to the P-Card 
transaction. The Buyer contacts the potential Vendor and makes this 
determination. The Vendor can require a copy of the USCG Tax Exempt 
form (Figure 8-3) and the USCG tax exempt number (TEN) B239641. If 
so, the Buyer completes the form and provides to the vendor (retaining 
correspondence in the PR package). If the merchant refuses to remove the 
tax, the Buyer locates another merchant that does not add tax to the 
purchase price. If no other vendor is available the Buyer notifies their P&C 
Department chain of command to negotiate a resolution through the 
CPOPC. 

Government purchases using the P-Card for payment are normally tax-
exempt. For further information on items that can be taxed, refer to the 
P&C Department Supervisor. Vendors can require the purchasing 
personnel to present the USCG TEN at time of purchase to claim the 
exemption. The US Tax Exempt Certificate SF1094 can also be used for 
this purpose. 

An employer identification number (EIN) is also known as a Federal Tax 
Identification Number (TIN), and is used to identify a business entity. A 
TIN is required by all businesses. The USCG’s TIN is 54-6010204. 

For more information regarding state tax, Buyers use the GSA Smart Tax 
link (Figure 8-4): 
https://smartpay.gsa.gov/content/state-tax-information 

As a best practice, if the proposed tax is $10 or less, ask if the merchant 
will grant a tax exemption without requiring a tax exemption letter. If so 
document this to file. 

https://smartpay.gsa.gov/content/state-tax-information
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Figure 8-3 USCG tax exempt form 
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Figure 8-4 GSA Smart Tax Information 

A.8. Surcharge Surcharges are fees a retailer adds to the cost of a purchase when a 
Customer uses a charge/credit card. A surcharge is usually a percentage of 
the value of the sale. Since January 27, 2013, vendors in the United States 
and US Territories have been permitted to impose a surcharge on 
consumers when they use a credit card. Surcharges can be no more than 
4% per reference (a) Head of Contracting Activity (HCA) Simplified 
Acquisition Procedures (SAP) Guidebook. 

Additional information regarding surcharges, including maximum 
surcharge rates, can be accessed at: 
https://usa.visa.com/support/consumer/visa-rules.html  

Per reference (a), if a surcharge is applied, vendors must disclose surcharge 
policies before the purchase is made. This disclosure must also be on 
invoice/receipt. The Buyer obtains clear disclosure practices, ensures that 
the vendor itemizes surcharge on invoice/receipt, and documents this 
information within the PR package. 

https://usa.visa.com/support/consumer/visa-rules.html
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NOTE: The surcharge can increase the cost of the PR and require 
additional funding approval by the FM. 

A.9. Bill Upon 
Shipment 

The Buyer ensures vendors understand they cannot charge the P-Card until 
all items are shipped and NOT before. In addition, per reference (a) Head 
of Contracting Activity (HCA) Simplified Acquisition Procedures (SAP) 
Guidebook, the Buyer must not place orders for items/services that are not 
billed in arrears (billed after the service is rendered; i.e. cable or satellite 
service).  

If the vendor communicates the items/material is backordered or there is a 
delay effecting the Customer’s RDD, the Buyer confirms this is acceptable 
to the Customer by contacting (email is preferred) before proceeding with 
an order. If the backorder/delay is acceptable to the Customer and the 
vendor is aware that they cannot charge the P-Card until shipment, the 
Buyer can proceed with ordering procedures. The Buyer documents this to 
the PR package and the appropriate PR log (or tracker) as defined by the 
P&C Department procedures. If the Customer does not accept the 
backorder/delay, the Buyer prints this verification, inserts in the PR file, 
and identifies another potential vendor. 

NOTE: Ensure a separate carrier receipt is issued for freight bills of more 
than $100. 
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Chapter 9:  
Order Placement 

Introduction This chapter discusses procedures for the Buyer to place the order. 

In This Chapter This chapter contains the following sections: 

Section Title Page 

A Placing the Order 9-2 

B PR File Contents 9-6 
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Section A: Placing the Order 
  

A.1. Determine 
Total Price 

Before placing an order, the Buyer confirms total price of the PR 
(including item/service cost, shipping/handling charges, tax, and surcharge 
fees), delivery time(s) and address (destination), and any vendor return 
policies. In addition, the Buyer inquires if the vendor offers any discounts 
for U. S. Government purchases. If so, the Buyer annotates the PR and 
makes financial adjustments accordingly. After confirming this 
information and the total does NOT exceed the amount the PR is 
authorized, the Buyer initiates ordering procedures. 

NOTE: 

If, after contacting the vendor there are factors that increase the 
cost of the purchase that exceed the amount authorized on the PR, 
the Buyer contacts the applicable FM to authorize the increased 
amount. For additional guidance, the Buyer contacts their P&C 
Department Supervisor for local procedures that can apply for FM 
approval. 

A.2. Placing the 
Order 

The Buyer can place the order in person, via telephone, or over the 
Internet, however, the Buyer exercises caution in communicating their P-
Card information. Never transmit a copy of the card via electronic means 
(scanned via Internet or via fax), or allow a vendor to maintain a copy of 
the card (card on file). 

If ordering by phone, the Buyer contacts the vendor and: 

• Confirms the ordering information (either via a quote number or by 
contacting the vendor POC that the order information was confirmed 
with previously); 

• Places the order with the vendor POC, provides the last five numbers 
of the PR, and requests that this number be used on shipping and 
invoice documents;  

• Requests the vendor list the USCG POC on shipping and invoice 
documents; and 

• Retains all correspondence in the PR package. 

NOTE: 

Before completing an order, the Buyer ensures the purchase is with 
the Buyer limit. The Buyer must not split requirements or exceed 
their monthly cycle limit per reference (a) Head of Contracting 
Activity (HCA) Simplified Acquisition Procedures (SAP) 
Guidebook. 
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If placing an order via Internet, the Buyer: 

• Navigates to the applicable vendor page; 

• Confirms the ordering information and ensures the vendor site is 
encrypted or entrusted (usually a padlock icon) prior to proceeding 
with an order. If the vendor site is not encrypted or entrusted, DO NOT 
place order, document this to file, and use another vendor; 

• Completes the vendor order online order form; and 

• Prints/retains a copy of the online order form in the PR package (noting 
the vendor’s confirmation number). 

When ordering, ask the vendor for the total including any shipping and 
handling charges at FOB destination (this means the merchant is 
responsible for loss of or damage to the shipment during transit to the 
delivery point). Also, request that a copy of the charge slip be delivered 
with the item and that a packing slip is included if the order is shipped. 

NOTE: 

Buyers ensure the vendor knows the invoice date is after the 
shipment date, unless it is an online order (e.g.  GSA Advantage!® ). 
In those cases, the invoice date or e-mail confirmation date can also 
be used as the shipment date. See reference (d) Department of 
Homeland Security (DHS) Purchase Card Manual. 

 After placing an order, the Buyer:  

• Creates the obligation document in the financial system by transferring 
all relevant information from the PR to the obligation document; 

• Annotates the following information on DHS Form 1501: 

 Obligation document number in block 22; 

 Checks block B; and 

 Writes the order total in block 32. 

• Updates the Procurement Tracker; 

• Contacts the Customer via electronic correspondence to notify the 
order was placed (document to file) and provides any shipping and 
order status known at time of correspondence; and 

• Contacts the Customer at any point once they obtain status changes. 
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NOTE: Do not show the P-Card account number on the shipping label 
under any circumstances. 

NOTE: 
PALT ends upon order placement and acceptance/confirmation by 
the vendor. 

NOTE: The Buyer documents all correspondence and changes to a PR and 
encloses it in the PR package. 

A.3. Declined 
Transactions 

If the transaction is declined during the card authorization process, the 
Buyer determines the reason for the declined transaction and contacts their 
P&C Department Supervisor for guidance. 

The Buyer: 

• Ascertains whether the transaction amount exceeds their single 
purchase limit or the monthly limit. If either limit is exceeded, the 
transaction will be declined;  

• Checks the card expiration date to determine if the card is still valid; 

• Asks the merchant to verify that it has recorded the account number 
and expiration date correctly for telephone or online purchases that do 
not use electronic card readers; 

• Contacts the servicing bank using the toll-free number on the card and 
tries to determine why the transaction was declined; or 

• Contacts the FOPC (via the P&C Department chain of command) to 
determine the reason the transaction was declined. The merchant 
category code (MCC) can have been blocked by default as an ineligible 
business type for use with the card under the SmartPay® Program. 
Some merchants can have a different MCC assigned to their business, 
which the servicing bank can block. If the merchant has a blocked 
code, but upon review is determined to be a valid business for use with 
the card, the Buyer contacts the CPOPC through their P&C Department 
chain of command and requests to have the restriction temporarily 
lifted. Only the FOPC can request the CPOPC to make the change. 

A.4. Arrange 
Delivery 

The Buyer establishes the delivery times based on the priority/RDD the 
Customer provides and coordinates with the vendor: 

For supplies, the Buyer provides: 

• Clear and precise shipping instructions for delivery of the item 
including the last 5 digits of the PR. This can include the Customer or 
Buyer name, office/building, complete address, phone numbers, and 
email addresses; and 
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• Confirmation of the vendor’s ability to comply with the required or 
proposed delivery. 

For services/construction, the Buyer provides: 

• Place of performance (specify the location of service to be performed, 
USCG POC, office/building number, complete address, phone numbers 
and email addresses); 

• Unit POC who ensures work is completed per the SOW. The Buyer 
provides the SOW that details the actual work to be performed and the 
unit POC ensures work is performed per the SOW; and 

• Period of performance (hours of the day, days of the week, etc.). 

NOTE: 
The Buyer ascertains any security concerns (base access) and relays 
information to the USCG POC (as required) to facilitate the work 
to be performed. 

 The Buyer confirms with the vendor:  

• The method of shipment (USPS, FEDEX, UPS, etc.); and 

• Any inspection and acceptance criteria (as applicable). 
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Section B: PR File Contents 
  

B.1.  
PR package 
Contents 

Maintain detailed files containing the documentation for each P-Card 
transaction per reference (a) Head of Contracting Activity (HCA) 
Simplified Acquisition Procedures (SAP) Guidebook. The Buyer maintains 
all applicable required transactional information relating to the purchase. 
An accurate and complete PR package provides an accurate road map of 
the purchase for others not involved with the purchase (other Buyers, 
Supervisors, AOs) and assist the Buyer with audit requests. 

Contents of an accurate PR package could be the following documents as 
applicable: 

• DHS Form 1501, (required); 

• DHS Component Purchase Card Transaction Review (19 Attribute 
list); 

• Obligation document, (required); and 

• Other documents, including: 

 Accurate and complete PR, (required); includes complete and 
accurate accounting information, valid approvals, one PR for each 
vendor, vendor and destination information, and a valid RDD; 

 Increased funding approval (as applicable);  

 Requirements/SOW (required); requirements are clear and precise 
description of item/material needed including model/stock 
numbers, quantities, etc. SOW's clearly define the work or scope of 
work and the time-line required for the vendor to execute the work. 
SOW's direct the vendor specifically how to do the job; 

 Special approval documents (HAZMAT, IT CCB, Office 
furniture/Organizational Clothing Memo, Property, etc.) (required, 
as applicable); 

 Evidence of Mandatory source verification (required) (Chapter 6);  

 Documentation of a fair and reasonable price determination 
(Chapter 8:A.1); and 

 Correspondence documentation (emails, phone logs, etc.) 
(required); The Buyer documents any correspondence that supports 
the purchase transaction and their actions throughout the purchase 
process. 
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B.2. DHS Form 
1501 Purchase 
Card 
Transaction 
Worksheet 

The DHS Form 1501 is required for an intended purchase and lists all 
items being purchased and the estimated total dollar value of the purchase. 
The Buyer uses it throughout the procurement process to ensure all the 
proper steps are taken to complete a compliant transaction, and provides an 
informal checklist to meet acquisition policies. It is essential to obtain all 
the information on the current DHS Form 1501, and the form is accurately 
and fully completed for each purchase. Inaccurate or incomplete forms are 
deemed non compliant with DHS standards as outlined in the reference (d) 
Department of Homeland Security (DHS) Purchase Card Manual and 
during DHS component P-Card transaction reviews. See DHS Form 1501 
for a completed example. 

NOTE: 

PR packages must always be complete and readily available for 
submission within 3-5 business days of an audit request per 
reference (a) Head of Contracting Activity (HCA) Simplified 
Acquisition Procedures (SAP) Guidebook. 

B.3.  Obligation 
Document 

Obligations are legally binding agreements to the USCG resulting in 
immediate or future outlays (payments) and are the amounts of orders 
placed, contracts awarded, services received, or similar transactions during 
an accounting period. Obligation documentation consists of a complete 
record of the transaction and created/maintained by the Buyer. 

The Buyer:  

• Completes the obligation document in USCG financial system by 
accessing the financial system and create the obligation document; and 

• Ensures all applicable information is listed within the financial system 
to ensure accountability and that the vendor is paid correctly and the 
proper steps have been initiated to ensure the Vendor is paid. The 
Buyer prints a copy of the obligation document and inserts it within the 
file. 

NOTE: The Buyer performs the maintenance on the PR package until the 
supplies/services are received and final payment made. 

B.4.  
Procurement 
Log 

The PR Tracker provides an tool for the Requiring Activity to ascertain the 
PR status, and provides a source of documentation for others in the P&C 
Department in case the Buyer is unavailable. In addition, it allows the P&C 
Department Supervisor to monitor status and hold personnel accountable. 
Buyers update the PR Tracker and contact the Requiring Activity 
throughout process as required to notify them of purchase status as per 
their local P&C Department policy. The PR Tracker sends the Customer an 
email when the Buyer places the order.  
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NOTE: The PR package is not closed until final charge and receipt actions 
are completed. 

NOTE: 

The acquisition related to the completed Form 1501 must be made 
within five business days of completion of the form per reference (a) 
Head of Contracting Activity (HCA) Simplified Acquisition 
Procedures (SAP) Guidebook. 
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Chapter 10:  
Updating the Purchase Card Application (PCA) 

Introduction This chapter discusses verifying the purchase after the order is placed. 

In This Chapter This chapter contains the following section: 

Section Title Page 

A Updates and PCA Verification 10-2 
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Section A: Updates and PCA Verification 
  

A.1.  Order 
Status Updates 

Accuracy and timely PR package updates are critical as they are subject to 
USCG, DHS Office of the Inspector General (OIG) audits. 

Modifications to purchase documents can be for relatively minor 
administrative issues or more substantial changes. Modifications are in 
writing and can include:  

• Omission of/change in information (i.e.: incorrect model number, 
description, etc.); 

• Change in the government’s accounting/appropriation or P-Card data; 

• Typographical errors; or  

• Change in any of the government’s internal information 
(requirement/scope, price or delivery). 

NOTE: 
The FM approves price changes that exceed the original amount of 
the PR. Contact the Buyer for local procedures after the Buyer 
receives the PR. 

 A follow-up’s intent is to make sure the order and PR package is complete 
and correct. 

After an award is made, it is important to ensure what is ordered is 
received within the stipulated time limits. Because of the large volume of 
buys or limitation on available time, the Buyer monitors scheduled 
delivery dates and follows up as necessary to ensure timely delivery and 
receipt actions are made.  

A follow-up can often be accomplished by a simple phone call to vendors, 
but can require a more detailed effort such as an email. It is important to 
keep the Customer informed on the status of purchases. The Buyer contacts 
the Requiring Activity via a traceable means to notify them of order 
statuses and shipping dates and documents this correspondence and status 
within the PR package.  

As a best practice, the Buyer uses the reminder feature in the Outlook 
calendar, flag emails for follow-up, or customize emails with an automatic 
follow-up on specific dates to prompt follow-ups. 
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A.2. Purchase 
Card 
Application 
(PCA) Updates 

PCA (Figure 10-1) is a system CG-913 maintains that maintains and 
generates monthly P-Card statements for the USCG. PCA allows the 
Buyer/unit to view their P-Card transactions, verify transactions, and 
reallocate the accounting line associated to a transaction by changing the 
Appropriation Code, Appropriation Code Limit, Program Element, Cost 
Center, and or Object Class. PCA certifications are required to be 
completed by the AO by the 26th of each month. Certifications that are not 
completed by the due date result in specific 'Tier' violations issued by CG-
913 (per reference (a) Head of Contracting Activity (HCA) Simplified 
Acquisition Procedures (SAP) Guidebook).  

Purchases made during the monthly billing cycle are reflected on a 
monthly statement for the Buyer and AO to verify and certify. The Buyer 
regularly reviews and updates the PCA statement to ensure all transactions 
and charges are correct.  

The Buyer verifies the PCA statement daily to update PCA for LOA issues 
(contact the P&C Department Supervisor for local procedures).  

Obtain information regarding PCA from the following link: 
https://cg.portal.uscg.mil/units/fincen/SitePages/PCA.aspx  

 
Figure 10-1 PCA CH entry 

https://cg.portal.uscg.mil/units/fincen/SitePages/PCA.aspx
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Figure 10-2 PCA CH statement access 

 
Figure 10-3 PCA CH verification 
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NOTE: Weekly PCA reviews save time, eliminate issues the Buyer can run 
into, and quickly identify potential unauthorized charges. 

 The Buyer accesses PCA and navigates to the 'cardholder' menu to view 
their monthly statement and verify P-Card transactions (Figure 10-1). 

The Buyer enters the last 10 digits of their P-Card number and the year and 
month of the applicable statement period or use the ‘LOV’ icon to access 
their statement (Figure 10-2) (i.e. 1608, for AUG 2016), and submit. 

This pulls up each statement under the particular P-Card number. 

Within the PCA CH transaction verification page, the Buyer:  

• Reviews and verifies each transaction by selecting either ‘verified’, 
‘disputed’ or ‘unknown’. (See reference (s) PCA User Guide for 
additional assistance) (Figure 10-3);  

• Completes the 'Purchase Description' field if the transaction is valid;  

• Verifies correct LOA is attached to the charge (use the credit card 
for multiple accounting lines but can allocate under a default account in 
PCA. In these cases, the CH needs to update manually); and 

• Updates the PCA record upon page verification. 

NOTE: 
As a best practice, enter the following information in the Purchase 
Description field: last 5 digits of PR number, brief description of 
purchase, and date of receipt. 

 See Chapter 10:A.3 for 'disputed' and 'unknown' transactions. 

A.3. PCA 
Discrepancy 

A discrepancy is a disputed or unknown transaction. It can be a clerical 
error by the vendor (i.e.: incorrect description of item/service, misspelling, 
or an unknown or false charge). The Buyer can be held personally liable 
for failure to dispute incorrect or improper charges, so it is imperative the 
Buyer reviews and updates the PCA regularly to ensure the vendors are 
billing promptly.  

If there is a discrepancy with PCA, the Buyer first contacts the vendor to 
attempt to resolve the issue. If not resolved then the Buyer commences 
dispute procedures. If there is not a PCA discrepancy, the Buyer updates 
the Unit PR log. A dispute only occurs if the Buyer and vendor are unable 
to resolve a questioned transaction. In this case, the servicing bank must be 
involved in the resolution per reference (a) Head of Contracting Activity 
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(HCA) Simplified Acquisition Procedures (SAP) Guidebook. 

A.4. Resolution The Buyer attempts to contact the vendor for resolution before disputing 
the charge within PCA. The Buyer contacts the vendor immediately to 
ascertain the reason for the discrepancy and attempts to resolve. The Buyer 
documents all communication with the vendor within the PR package. 

If not resolved with the vendor, the Buyer disputes the transaction with the 
servicing bank. The Buyer selects 'disputed' within PCA, and immediately 
notifies the AO (via email) and submits the statement verification (Chapter 
10:A.5). If the account has been compromised, the CH immediately 
notifies the servicing bank, AO, and FOPC. The Buyer documents all 
dispute correspondence within the PR package. 

For example, contact the vendor immediately if the Buyer receives a 
charge and has not confirmed shipment. As a general practice, vendors 
normally charge upon shipment or completion/acceptance of services 
because this invoice is needed to include the shipping cost (if applicable). 

If the vendor does charge prior to shipment, the Buyer contacts the vendor 
and obtains a credit against the charge and ensures that the vendor 
(re)charges upon shipment. If the vendor does not agree, the Buyer can 
dispute the charge via PCA and the servicing bank (if the charge is listed 
on the PCA report before receipt). The Buyer must communicate the issue 
with the P&C Department chain of command and document within the PR 
package per reference (a) Head of Contracting Activity (HCA) Simplified 
Acquisition Procedures (SAP) Guidebook. 

If resolved, the Buyer obtains the corrected documentation from the 
vendor, the Buyer documents to the file, and completes PCA verification 
(see reference (s) PCA User Guide). As a best practice, the Buyer notifies 
the P&C AO of all discrepancies and resolutions. 

A.5. Dispute If there is an error within PCA and it cannot be resolved with the vendor, 
the Buyer contacts the servicing bank and files a dispute with the servicing 
bank (see reference (a)) for additional information). 

The Buyer checks the dispute box with in PCA and completes the 
applicable bank dispute form and submits to the servicing bank, Forms are 
provided by USCG HQ, CG-913 (Office of Procurement Policy and 
Oversight): 
https://cg.portal.uscg.mil/units/cg9/1/CG913/CG9131/Purchase%20Card/P
ages/default.aspx  

The Buyer maintains all correspondence within the PR package. 

https://cg.portal.uscg.mil/units/cg9/1/CG913/CG9131/Purchase%20Card/Pages/default.aspx
https://cg.portal.uscg.mil/units/cg9/1/CG913/CG9131/Purchase%20Card/Pages/default.aspx
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NOTE: 
A disputed status cannot be changed once the statement has been 
certified by the AO. Make a note of dispute resolution and keep it in 
the unit files. 

 Some examples of disputes could be:  

• Incorrect transaction amounts; 

• Cancelled transactions not credited on your account; 

• Duplicate transactions; 

• Products/services ordered but never received; 

• Missing credits; and 

• Unrecognized charges. 
The Buyer resolves shipping charges and taxes with the vendor and cannot 
dispute these charges with the servicing bank.  

While the dispute is being processed, the servicing bank issues a temporary 
credit. Upon resolution, the servicing bank provides a written statement 
detailing the resolution. 

The Buyer contacts the P&C Department Supervisor for further guidance 
or sees reference (a) Head of Contracting Activity (HCA) Simplified 
Acquisition Procedures (SAP) Guidebook for additional information on 
dispute procedures and examples. 

NOTE: 

The Buyer has 90 days from the date the transaction was processed 
to notify the servicing bank of a disputed transaction. Failure to 
submit the dispute within the 90 day time frame can cause the 
Buyer to be held personally liable for the charge per reference (a). 

NOTE: 

SAP files are closed within 30 days upon evidence of receipt, 
acceptance, and final payment. 
Retain records related to all transactions paid for with the 
government P-Card and valued less than the simplified acquisition 
threshold (SAT), for six (6) years following the end of the FY in 
which the transaction occurred. See reference (t) Life Cycle 
Management Manual CIM5212.12 (series). 
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Chapter 11:  
Customer Receipt 

 

Introduction This chapter discusses the processes to receive shipments. 

In This Chapter This chapter contains the following sections: 

Section Title Page 

A Receiving/Delivery of Item 11-5 

B Inspection 11-10 

C Discrepancies 11-12 

D Sending Receipt Documentation 11-15 
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Figure 11-1 Micro-purchase P-Card Receiving process map 
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Figure 11-2 Micro-purchase P-Card Receiving process map continued 
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Section A: Receiving/Delivery of Item 
  

A.1. Process 
Start 

The Micro-Purchase P-Card receiving process begins when the shipment is 
delivered to the Customer or USCG warehouse facility. 

A.2. Definitions Receiving – Taking the delivery of an item. 

Acceptance – Verifying a shipment is inspected, is in good condition, and 
conforms to the terms of the purchase documentation. It is an official 
acknowledgment by an identifiable individual that supplies delivered or 
services performed conform to what was ordered or contracted (such as 
work performed for repairs, installations, etc.). Forward all receiving and 
acceptance documents to the P&C Department by the fifth calendar day 
after acceptance. 

Receipt – Documentation of acceptance. 

A.3. Receiving The receiving process consists of taking into custody the supplies or 
service at the destination. Receiving for simplified acquisitions usually 
takes place at destination (i.e. the government facility designated as the 
receiving point). 

There are two potential locations for receiving shipments: 

1. Delivery at the Customer’s unit; or 

2. Delivery at a USCG warehouse facility. 

The Receiver inspects the box/packaging for damage. 

The Receiver verifies the shipment was delivered to the correct location 
(verify address). 

The following information is required on or with a receiving document or 
delivery ticket as provided by the vendor or shipping company: 

• Carrier name; 

• Vendor name; 

• Purchase number or other delivery authorization;  

• Item description, unit of measure, and quantity received;  

• Dates of receipt and acceptance; and 

• Name of the accepting person, title, telephone number, and signature 
(or electronic alternative). 
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NOTE: 

Receipt and acceptance is not required for shipping (e.g. FedEx), 
subscriptions, training, or similar purchases. Receiving at a USCG 
warehouse facility can not include a robust inspection of supplies 
(i.e. opening packages). Acceptance and receipt does not occur until 
the actual Customer receives the shipment and inspects the item(s) 
for condition/conformance to the order.  

 Items or services received directly at requesting unit are to be immediately 
received and inspected to include third party signature. 

A.4. Inspection 
and Receipt 

Acceptance is ordinarily evidenced by execution of an acceptance 
certificate on an inspection, receiving report form, or commercial shipping 
document/packing list. Acceptance is verifying that a shipment has been 
inspected, is in good condition, and conforms to the terms of the purchase 
document. 

The person accepting the delivery CANNOT be the Buyer or AO (i.e. third 
party rule). Timely inspection and receipt of materiel reduces the risk of 
loss or theft and maintains and/or improves operational readiness by 
ensuring materiel is available for use. Unit personnel sign and date receipt 
documents (include printed name and title) when materiel is received at 
final destination. Keep shipments in a safe and secure location between 
receiving and acceptance. 

Receiving personnel examine and count all containers and pieces received 
in each shipment (i.e. boxes). Check each item as it is unloaded, prior to 
departure of the delivery carrier when possible, to record any damage.  

NOTE: 
When a container shows evidence of damage or pilferage, call it to 
the delivery carrier's attention and segregate damaged items from 
other items being unloaded to ensure that a proper record is made. 

 Keep a record of count and condition of supplies when shipment is 
received. This record shows shipment identification, delivery carrier's 
equipment number, time, date, seal number, condition of seals (as 
applicable), and receiver's name. Use consignee’s copy of bill of lading, 
packing slip, or other approved forms for this purpose. 

Complete the following actions when receiving a product from a shipper: 

• Receipt of supplies; 

• Verify the shipper delivered to the correct location (verify address); 
 



 

   
11-7 

 

• Verify the delivery receipt lists the date and time the delivery carrier 
arrived for unloading, the date and time the carrier departed, and the 
number of pieces unloaded (as applicable); 

• Verify the delivery carrier vehicle checked seal integrity prior to 
opening the trailer and seal numbers are written down on the delivery 
carrier delivery receipt (as applicable); 

• Verify labels on all containers to ensure the property belongs to the 
consignee and the labels match the piece, Transportation Control 
Number (TCN), and weight as shown on the delivery carrier delivery 
receipt or the government bill of lading (GBL)/commercial bill of 
lading (CBL); 

• Check each container for possible damage and immediately notify the 
delivery carrier of all damage (see section B.1 for further guidance); 

• Annotate the delivery receipt with the number of pieces damaged or 
short, along with the TCN number and type of damage (e.g., bent, 
crushed, leaking, etc.) (take pictures if possible); 

• Have the Customer (if available) verify the number of cartons, packs, 
or pieces received against shipping documents and check for damage 
and note any damage, shortage, or overage on all copies of the receipt 
document; 

• Count and supplies material against receiving documents; 

• Compare the description (model number, stock numbers, part 
numbers), quantity, vendor name/PR, etc. (as applicable); 

• Compare the product(s) delivered with what was ordered to ensure that 
the proper item(s) was received and is not damaged or defective (if 
known); and 

• Note all issues or discrepancies on shipping document. 

For receipt of service/construction (takes place at Requiring Activity/unit 
that submitted the PR): 

• The designated POC verifies that the service or work corresponds to 
the description of work within the requirement (PR, SOW, etc.) 
including the period of performance. 

For service or work deemed not acceptable, see Chapter 11:B.1. 

NOTE: The completion of block 35 on DHS Form 1501 is acceptable 
documentation to demonstrate receipt of goods or services. 
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If any discrepancies are discovered during the inspection process, follow 
the instructions outlined in the following section. 

 If no discrepancies are discovered, the Customer signs and dates the receipt 
document and prints the name of person receiving the applicable supplies 
or service in BLOCK letters. 

Within five calendar days of materiel being received at the USCG 
warehouse or Requiring Activity, sign the receipt documents, date, and 
forward to the P&C Department. 

Receipt documents can be the following: a receiving report form, 
commercial shipping document or packing list, or an e-mail indicating that 
the items listed (and only those listed) are present in the delivery. 

NOTE: 

The Buyer works with the Customer to ensure that the third party 
making acceptance compares the product(s) delivered with what 
was ordered to ensure that the proper item(s) was received and is 
not damaged or defective. 

 Units retain copies of all receipt documents until forwarded to the P&C 
Department or as long as the unit deems necessary to update any unit 
logs/files related to the purchase. 
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Figure 11-3 Packing List 
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Section B: Inspection 
  

B.1. Inspection 
of Item at 
Destination 

The Customer or receiving unit can act as receiver and inspector. Accurate 
and timely acceptance and receipt processing, coupled with the retention of 
documentation directly supports, and is essential to achieving and 
maintaining audit compliance. 

To perform these steps, the Customer at the final destination opens the 
package and inspects the contents. 

The Customer performs inspection duties at final destination. For example: 

• Verify against what was ordered to ensure proper supplies or service 
was received; 

• Verify quantity (amount ordered was received); 

• Check for damage; and 

• Verify operability (if readily determinable). 
Upon delivery or pickup, the Customer verifies the number of items 
received, checks for damage, and records all discrepancies on the receipt 
documents. 

The Customer compares description (model number, stock numbers, part 
numbers) and quantity to receipt documents and unit ordering documents 
(if available). 

During the inspection process, if discrepancies are recorded, notify the 
P&C Department directly to resolve.  

NOTE: 
At no point is the Customer to contact the vendor. The P&C 
Department is the sole interface with the vendor for redressing 
discrepancies. 

 For services or construction at the unit, the Customer or POC verifies 
service or construction was completed as per the SOW or ordering 
document and compares to the requirement documents, and signs 
acceptance documents. 
 
Contact the P&C Department for further guidance if damage or 
discrepancies are discovered. 
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NOTE: 

In the case of supplies or services, Customers or POCs CANNOT 
instruct contractors/vendors to do something which results in a 
change to the terms of purchase or has an impact on item 
(replacement), quantity, price, or continued performance beyond 
the terms of the purchase requirements. Customers or POCs closely 
monitor services while on site to ensure the work is authorized. The 
Buyer authorizes any deviations from original ordering 
requirements. 

 The ability to account for supplies upon receipt to accurately reflect any 
changes is not routine and is limited to a minimum number of personnel. 
Timely receipting of supplies reduces the risk of loss or theft and maintains 
and/or improves operational readiness by ensuring supplies are accounted 
for and available for immediate issue or to fill a requirement of the USCG 
unit, and ensures timely financial transactions are accounted for by the 
P&C Department. 

Each unit maintains a roster of personnel who are trained and have the 
ability to physically receipt supplies and provide this list to the P&C 
Department. By designating specific receipt functions to personnel, units 
are able to reduce security gaps, fraud, theft, or human, procedural, or 
system errors that create errors in receipting actions and financial data. 

 

 



 

11-12 
 

Section C: Discrepancies 
  

C.1. Shipment 
Damaged/ 
Defective/ Non-
Conforming 

Potential problems could include, but are not limited to: 

• Shortages; 

• Overages; 

• Wrong item; 

• Damaged item; or 

• Nonconformance to requirements document (i.e. ordering document or 
SOW). 

Customers confirm receipt of the supplies or services. When the items have 
been received, the Customer provides the required third party signature and 
the appropriate supporting documentation to the P&C Department in the 
form of signed receiving report forms, commercial shipping document or 
packing list, or invoices, and e-mails confirming receipt and delivery. 
Rather than just submitting the packing slip noting a discrepancy, the 
Customer immediately contacts the P&C Department upon discovery for 
further guidance and immediately forward the receiving documents as 
instructed by the P&C Department. 

C.2.  
Documenting 
Discrepancies 

The Customer annotates any/all issues on receipt documents (i.e. missing 
items/damaged items and what kind of damage (takes pictures to 
document) or incorrect items and what was substituted (if provided)), 
signs, prints name in BLOCK letters, dates the receiving document, and 
retains copies as unit procedures require. 

It is important to document receipt actions throughout the process because 
when the delivery carrier holds a clear delivery (accepted with no 
annotations of discrepancies) receipt for goods later found to have been 
short or damaged, the receipt cannot be construed as final since the terms 
of the receipt can be varied by the facts developed during receipt between 
the warehouse and final destination (unit). The actual facts can be 
explained through the use of signed statements or affidavits made by 
personnel who executed such clear receipt and then discovered the 
shortage or damage. This way, it can be possible to prove the discrepancy 
did, in fact, exist at the time of delivery.  

Concealed damage claims require almost undeniable proof of delivery 
carrier/vendor responsibility for the damage, especially if any significant 
amount of time has elapsed between the delivery and the discovery of the 
damage. The burden of proof is upon the owner of the property (USCG 
unit) to overcome the evidence of the clear delivery receipt. This can be 
done only by development of the most complete factual data to establish 
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where, how, and in whose possession the property was when the damage 
occurred. Signed statements or affidavits by transportation or shipping and 
receiving personnel that provide complete details about the time, place, and 
circumstances of delivery acceptance at origin and concealed damage 
discovery from the warehouse to destination are required to support a claim 
of delivery/vendor liability. This documentation greatly assists the P&C 
Department with working with vendors to obtain a favorable resolution. 

C.3. Damage/ 
Shortage 

For damaged or short orders, the Customer: 

• Acknowledges the shortage or damage notation on the delivery receipt 
(both the delivery carrier driver (when possible) and the person 
receiving); 

• Takes photographs of all damaged supplies, shipping containers/boxes 
(before and after opening); 

• Ensures the delivery carrier representative (driver) inspects damaged 
property and retains a record of the name of the driver, date, and time 
of their response; 

 If a delivery carrier chooses not to inspect damaged property, 
contact technically qualified personnel at your activity to perform 
an inspection; 

• Immediately reports the damage to the delivery carrier representative, 
obtains statements from personnel who found the damage, and reports 
this information to the warehouse Supervisor (as applicable) and P&C 
Department; 

• Reports all discrepancies to the warehouse Supervisor (as applicable) 
and P&C Department immediately upon discovery; and 

• Immediately forwards all receiving documentation (including 
photographs) to the P&C Department. 

C.4. Contacting 
the P&C 
Department 

The Customer immediately (within 5 days) notifies the P&C Department 
via electronic correspondence of discrepancies and provides appropriate 
documents. If provided via hardcopy, the Customer follows up with an 
email to the P&C Department to confirm receipt of documents. Follow up 
any non-traceable report of discrepancy (i.e. phone call) by traceable 
means (i.e. email). 

C.5. P&C 
Department 
contacts Vendor 
to Resolve 

Only the P&C Department is authorized to contact the vendor regarding 
discrepancies. In order to prevent potential UAC, the Customer shall not 
contact the vendor per reference (a) Head of Contracting Activity (HCA) 
Simplified Acquisition Procedures (SAP) Guidebook. The P&C 
Department Buyer informs the contractor of the discrepancy and the 
precise reasons for it. It is usually in the government’s best interest 
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contractor’s are provided an opportunity to correct or replace 
nonconforming supplies or services with the contract schedule and without 
additional cost to the government. The Buyer works with the contractor to 
arrive at a solution that works best for that supply or service. 
 
The Buyer contacts the vendor to confirm the issue and attempts a 
resolution. If item(s) cannot be replaced, an approved substitution 
provided, or the service cannot be completed in a reasonable amount of 
time that meets the Customer requirements, the Buyer starts dispute 
procedures. In these cases, the Buyer contacts the Customer to inform them 
of the issue and advise to draft a new PR with a different vendor.  

If the vendor agrees to replace the item, the Buyer requests a credit for the 
incorrect or damaged supplies and informs the Customer of status.  

In all cases, the Buyer consults the Customer to ensure all actions meet 
their requirements. 

The Buyer, whenever possible, obtains documentation from the vendor 
when returning supplies and attaches a copy of the documentation to the 
card statement on which the credit appears. If the vendor is unwilling to 
issue documentation, the Buyer notes the returned purchase(s) on the card 
statement and attaches a postal or shipping receipt indicating the item was 
returned. The Buyer files a dispute per reference (a) Head of Contracting 
Activity (HCA) Simplified Acquisition Procedures (SAP) Guidebook with 
the servicing bank in cases where the Buyer cannot obtain a resolution 
from the vendor.  
 
Buyer documents all correspondence with vendors and files within PR 
package. In addition, the Buyer notifies the Supervisor and Customer of 
the status of the issue(s), resolutions, and disputes. 

 

 



 

   
11-15 

 

Section D: Sending Receipt Documentation 
  

D.1. Sending 
Receiving 
Documentation 

If the destination unit and the P&C Department are NOT co-located at the 
same base, scan and send all receipt documents (e.g. receiving report form, 
commercial shipping document or packing list, or invoices) via electronic 
correspondence to the Buyer. For units co-located with their P&C 
Department, hand carry or forward receipt documents per local procedures. 
Contact the P&C Department for questions regarding the proper methods 
to forward receipt documentation. 
 
Upon receipt and acceptance of supplies, the Customer submits signed and 
dated receipt documents to the P&C Department. Ensure the name of the 
individual receiving the supplies are printed on receipt documents in 
BLOCK letters. 
 
Upon completion of service or construction work, the unit POC, if 
designated, submits a signed/dated acceptance for the supplies, services, 
construction or supplies to the P&C Department. Ensure name of 
individual receiving the supplies is printed on receipt documents in 
BLOCK letters. 
 
Within five calendar days of materiel received at the final destination, 
forward signed and dated receipt documents to the P&C Department. 
 
As a best practice, units retain copies of all receipt documents until 
forwarded to the P&C Department or as long as the unit deems necessary 
to update any unit logs/files related to the purchase. Email confirmation of 
receipt can be used (Figure 11-4). 
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Figure 11-4 Email receipt 
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Chapter 12:  
Receipt Verification 

 

Introduction This chapter discusses the processes for validating receiving documents 
and verification of purchases within the PCA. 

In This Chapter This chapter contains the following sections: 

Section Title Page 

A Validating Receiving Documentation 12-2 

B Purchase Card Application (PCA) 12-8 
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Section A: Validating Receiving Documentation 
  

A.1. Customer 
Receiving 
Documentation 
Verification and 
Vendor Invoice 
Validation 

Following the order delivery and receipt of receiving documents from the 
Customer, the Buyers verifies the documents and ensures the third party 
making acceptance has signed the receiving documents. If the Customer 
identified items as damaged or defective or does not match the order, only 
the Buyer contacts the vendor to resolve discrepancies. 

The Buyer confirms receipt of the supplies or services and maintains all 
receipt documents within the PR package. In addition, the Buyer monitors 
those purchases not received. 

The Buyer obtains all receipt documents related to PR from the receiving 
unit. Acceptable receipt documents are:  

• DHS Form 1501 with block 35 signed 

• Receiving report form 

• Commercial shipping document or packing list; or 

• E-mail from the Customer indicating receipt. 
The Buyer validates and verifies third party receipt/acceptance on all 
receipt documentation the Customer provides. The Buyer also validates 
receiving documents are signed and dated and the Receiver’s name is 
legibly printed. If not, the Buyer contacts the Customer and obtains 
required information. The Buyer verifies (received vs. ordered): 

• Destination; 

• Vendor name; 

• Quantity; 

• Description of supplies or task; 

• Pricing and extensions (if applicable); 

• Shipping costs (separate GBL if over $100); 

• Purchase number (as applicable); 

• Proper signature (including printed name); and 

• Date received. 
The Buyer verifies the shipping documents against the ordering documents 
for accuracy to ensure what was received met order requirements (what 
was received vs. what was ordered). 

If a supplier delivers supplies or performs services not conforming with the 
PO, use the decision table below to determine the correct course of action. 
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If Then 
The supplier replaces the items which are 
defective, or re-perform the service as 
requested, within a reasonable period of time. 

Reject the non-conforming 
supplies and let the supplier 
make the changes at its expense 
or re-perform the service. 

You elect to accept non-conforming supplies or 
services. 

Adjust the price prior to 
acceptance. 

The supplier cannot correct or replace the 
supplies, or re-perform the service within a 
reasonable period of time, and the item or 
service is readily available from another source. 

Reject the defective supplies or 
services and adjust the price 
and quantities accordingly. 

Table 12-1 Receipt Decision Table 

A.2. Vendor 
Invoice 

The Buyer obtains a valid receipt. 

The Buyer verifies vendor invoices to ensure they correlate with the 
ordering documents, and compares the invoices to the receiving documents 
the Customer supplies to verify what was billed for was shipped.  

The Buyer can receive invoices electronically from the vendor, via mail 
from the vendor, or from the Customer (if the receipt was included with the 
supplies when shipped). The Buyer ensures the invoice date is after the 
shipment date, unless it is an on-line order (e.g. GSA Advantage!®). In 
these cases, use the invoice date or e-mail confirmation date as the 
shipment date. Upon receipt of invoice, the Buyer verifies the following 
information against the obligation document/DHS Form 1501:  

• Billing address; 

• Vendor name; 

• Quantity; 

• Description of supplies or task; 

• Pricing and extensions (if applicable); 

• Shipping costs (Freight bills over $100 require a separate carrier 
receipt/invoice. Identify a separate PR or line item on a PR for freight 
charges (reference (a) Head of Contracting Activity (HCA) Simplified 
Acquisition Procedures (SAP) Guidebook)); and 

• Purchase number (as applicable). 

A.3. DHS Form 
1501 Receipting 
Documentation 

Annotate partial shipments on the receiving documents and the Buyer 
follows up with the vendor to confirm status of remaining items if not 
already known. The Buyer notifies the Customer of all status and 
documents correspondence in the PR package. 
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If the Customer provides a signed and dated receiving document, the Buyer 
completes block 35 of the DHS Form 1501 and writes “see signed packing 
slip/receipt”. 

A.4.  
Discrepancies  

It is usually in the government’s best interest that the contractor or vendor 
is given an opportunity to correct or replace non-conforming supplies or 
services with the contract schedule and without additional cost to the 
government. The Buyer works with the contractor to arrive at a solution 
that works best for that supply or service based on the Customer’s 
requirements. 

If a vendor delivers supplies or performs services not conforming with the 
purchase, the Customer identifies this to the Buyer, either on the receiving 
documentation or via documented correspondence. Examples of a 
discrepancy can be: 

• Incorrect quantity; 

• Damage to the supplies; 

• Work completed does not match requirement/obligation document; 

• Incorrect destination; 

• Unauthorized substitution; 

• Incorrect pricing (invoice only); or 

• Missing shipping information (cost, carrier, etc.). 
See the P&C Department Supervisor for specific unit guidelines that 
address discrepancies for receipt and invoicing.  

A.5. Initiating 
Corrective 
Actions 

The P&C Department, in conjunction with the Customer, works with the 
contractor to arrive at a solution that works best for the supply or service 
(Table 12-1). 

Before contacting a vendor, the Buyer reviews the receiving documents the 
Customer/POC provides and ascertains the following information:  

• Did the Customer elect to reject the non-conforming supplies/service? 

• Why did the Customer/POC reject (provided written explanation)? 

• Was the item damaged in shipment/defective (noted by the Customer)?  

• Did the Customer/POC elect to accept the non-conforming 
supplies/services? 

• Did the Customer/POC provided required/supporting documentation 
(i.e. was the issue documented accurately on receiving documentation 
provided by the Customer)? If not, contact the Customer/POC for 
information (statement, pictures, etc.). 
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• Did the item delivered meet the order requirements?  
If the Customer/POC did not provide the required documentation 
immediately, the Buyer contacts to obtain required documents or 
supporting information to assist with communications with the vendor.  

For all approved discrepancies, the Buyer contacts the vendor to resolve 
the issue and, if necessary, obtains adjustment to the price/costs and 
ensures the vendor issues a new receipt/invoice. 

The Buyer contacts the vendor via electronic communication and 
documents all correspondence to the PR package. The Buyer notes the 
following information within the PR package: 

• Restocking fees (as applicable, if a return is required, the Buyer ensures 
the vendor issues a credit.); 

• Person(s) spoken to (vendor); 

• Time and date of call; and 

• Time frame for shipment of replacement items, etc. 

NOTE: 
Restocking fees could increase the cost of the PR. If so, follow local 
P&C Department procedures to obtain FM approval for the 
increase in funds. 

NOTE: 
If the transaction is not a straight exchange, the Buyer resolves all 
funding issues. If there is a funding increase, the Buyer obtains FM 
approval and modifies obligation documents as required. 

 If the supplier delivers supplies or performs services not conforming with 
the purchase requirements, the Buyer uses Table 12-1 to determine the 
correct course of action.  

If the Customer/POC elects to accept non-conforming 
supply/service/construction, the Buyer ensures the terms of the original 
order are not modified in such a way to increase the cost of the purchase. 
Document all changes from the original order on receiving documentation 
and approved by the Customer or POC. 

The Buyer contacts the vendor to resolve any discrepancy if the receiving 
documentation differs from what was ordered or if the item is damaged or 
defective. 

For supplies or services the Customer/POC rejects, the Buyer contacts the 
vendor to initiate a credit to the P-Card and return procedures for the 
supplies (as applicable). Document all correspondence within the PR 
package. The Buyer initiates actions within the financial system to account 
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for all financial variances and contacts their P&C Supervisor for local 
procedures that can apply. 

NOTE: 

Any increases to cost must have funds approval prior to the 
obligation of additional funds per reference (a) Head of Contracting 
Activity (HCA) Simplified Acquisition Procedures (SAP) 
Guidebook. 

A.6. Update PR 
Tracker 

The Buyer ensures completion of any remaining/applicable fields in the 
procurement log to document the receipting action. Use the procurement 
log to provide Customers (requestor, Supervisor, APO, and FM) purchase 
status. 

A.7. Item/Supply 
Identified as 
Property  

The Buyer reviews the PR package (PR or DHS Form 1501) for property 
identification by the RPSO/Property Office. If the shipment was identified 
as property, the Buyer contacts the RPSO/Property Office.  

A.8. Contacting 
RPSO/Property 
Office for 
Required 
Actions  

The Buyer contacts RPSO/Property Office and supplies the documents as 
directed. Documents that can be required: 

• Original acquisition document (PR, obligation document); 

• Material Inspection and Receiving Report (signed/accepted receipt); 
and 

• Invoice.  
The Buyer ensures all correspondence with the Property Office is 
documented in the file to support acquisition rules that property 
action/requirements were met. 

The Buyer provides the Property Office with all documents as requested 
via electronic correspondence and records within the PR package (copies 
of e-mails, etc.). For any questions, the Buyer contacts their P&C 
Department Supervisor. 

NOTE: 

It is not the P&C Departments responsibility to provide item 
information (serial numbers, model numbers, etc.) other than the 
documentation related to the purchase. The RPSO/Property Office 
coordinates this information with the unit APO/Property 
Custodian. 
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A.9. Buyer Files 
Documents 
Related to 
Receipt in PR 
package  

The Buyer verifies all receipt documents received to date: 

• Related endorsed receiving documents; 

• Electronic correspondence (e.g. e-mails); 

• DHS Form 1501; 

• Obligation document;  

• Receipts/invoices; 

• Shipping documents; and 

• Any information related to receipt actions. 
The Buyer files all documents and correspondence relating to the 
acquisition within the PR package. 

NOTE: 

Freight bills over $100 require a separate carrier receipt. A 
separate PR or line item on a PR is identified for freight charges 
over $100 per reference (a) Head of Contracting Activity (HCA) 
Simplified Acquisition Procedures (SAP) Guidebook. 
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Section B: Purchase Card Application (PCA) 
  

B.1. Verifying 
PCA 

The PCA allows the Buyer to view their P-Card transactions, verify 
transactions, and reallocate the accounting line associated to a transaction 
by changing the appropriation code, appropriation limitation code, program 
element, cost center, and object class. The PCA can be used for the 
following actions: 

• Correct accounting line on card transactions; 

• Provides the Buyer with the ability to view their transactions via the 
USCG intranet;  

• Enables the Buyer to verify each transaction is valid or the bank 
disputed;  

• Allows the AO to view the transactions of each Buyer;  

• Enables the AO to certify statements of individual credit card accounts 
for each statement period; and 

• Allows the Buyer to reallocate the accounting line for each individual 
transaction. 

NOTE: 

The Buyer can make changes to appropriation code, appropriation 
limitation code, obligation date, cost center, program element and 
or object class. If the Buyer needs different values for other 
segments of the accounting line, the Buyer contacts the Comptroller 
Department. 

 For further guidance see the PCA User Guide. 

Buyers verify all transactions the servicing bank reports and reconcile them 
within PCA. The Buyer reviews the PCA account daily to ensure vendors 
are billing promptly and accurately and to ensure accurate information is 
readily available for the Comptroller. The Buyer reviews the monthly 
statement to ensure all of the listed transactions are correct. An incorrect or 
improper charge could be the result of a vendor’s clerical error, or it could 
be an indicator that the account is compromised. 

If the Buyer suspects an error and cannot resolve it with the vendor, the 
Buyer follows dispute procedures and notifies the AO via their P&C 
Department chain of command. Buyers can be held personally liable for 
failure to dispute incorrect or improper charges per reference (a) Head of 
Contracting Activity (HCA) Simplified Acquisition Procedures (SAP) 
Guidebook. 
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The AO accesses the CH menu in PCA to verify a CH(s) statement in 
his/her absence. Access the PCA via the following link: 
https://cg.portal.uscg.mil/units/fincen/SitePages/PCA.aspx  
 
P-Card statement certifications are due by close of business (COB) on the 
26th of each month. The Buyer ensures verification of all transactions for 
the respective billing cycle so the AO can successfully certify all 
outstanding statements. The suspension date for each cycle is shortly after 
the 26th of each month. For guidance on timelines for PCA statement 
verification deadlines, the Buyer contacts the AO via their P&C 
Department chain of command. 
 
The Buyer logs into the PCA program and chooses the 'Cardholder Menu' 
option to start their PCA review.  

 

Figure 12-1 PCA main screen 

 The Buyer chooses 'Transaction Verification and Reallocation - PE'. 

https://cg.portal.uscg.mil/units/fincen/SitePages/PCA.aspx
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Figure 12-2 opening PCA transaction page 

 The Buyer enters the year and month (YYMM) or the desired statement 
followed by the last 10 digits of the applicable P-Card or chooses the 
'LOV' option and chooses the applicable fields to access the P-Card 
statement.  

 
Figure 12-3 PCA CH statement access 

 The Buyer compares the P-Card documentation with information within 
PCA (document ID, amount, vendor, etc.) for each transaction listed to 
verify the statement. 
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NOTE: Complete the purchase description field before verifying the 
charge; otherwise the Buyer receives an error message. 

 If the transaction is valid, the Buyer verifies the statement and updates the 
PCA. If it is not valid and the Buyer has not resolved with vendor, the 
Buyer indicates disputed or unknown as applicable and updates the PCA. 

 

Figure 12-4 PCA transaction verification 

 Upon updating PCA, the Buyer selects the applicable statement to print 
(based on the billing cycle) by submitting in the last 10 digits of their 
account number. Once the statement is printed, the Buyer uses it to 
organize the PR packages for the AO to review. The Buyer places a printed 
statement on top of applicable billing cycle PR packages prior to 
submission to AO. 
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Figure 12-5 PCA statement 

 After PCA transaction updates are completed, the Buyer PRINTS verified 
PCA statement 

As a best practice, the Buyer prints a PCA statement, notates document 
number next to each transaction, and arranges folders in that order for AO 
review/certification. 

B.2. PCA 
Discrepancies  

Discrepancies can occur throughout the credit card transaction. However, 
the Buyer take steps immediately to correct the discrepancy to ensure the 
accuracy of the PR package. 

Examples of discrepancies can include (but are not limited to): 

• Incorrect transaction amounts - request the vendor issue a corrected 
invoice; 

• Duplicate transactions - request the vendor issue a corrected invoice; 

• Products/services ordered but never received - request vendor complete 
the order and obtain specific status update (e.g. when it will be 
shipped/delivered); 

• Credits never received - request vendor issue credit to card and forward 
credit documentation to Buyer; 
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• Fraudulent or invalid charges - verify charge authenticity with vendor; 
if fraudulent notify vendor and dispute charge. If invalid request vendor 
correct and re-issue invoice, if vendor does not agree, dispute charge; 

• Shipping one item but billing for another - request vendor issue credit 
and shipment instructions for item and obtain status of correct item 
shipment; and 

• Unrecognized charges - request vendor clarify charges and document 
on invoice. If still unclear or cannot obtain sufficient clarification from 
vendor, dispute charge. 

The Buyer contacts the P&C Department Supervisor for further guidance 
on discrepancies. 

First method of dispute resolution is with the vendor. If this action is 
unsuccessful, the Buyer contacts the credit card issuer to formally dispute 
the charge. Always keep the P&C Department chain of command informed 
as to issues/discrepancies/disputes within PCA. 

B.3. Contact 
Vendor to 
Resolve 

Before notifying the bank, the Buyer tries to resolve the dispute with the 
vendor.  
 
The Buyer contacts the vendor via phone or email to inform them of the 
issue and attempts to resolve the issue (see section B.2 above). The Buyer 
documents all correspondence that attempts to resolve the discrepancies. 
The Buyer informs the P&C Department Supervisor of all matters relating 
to vendor contact/resolution of discrepancies. 

B.4. Resolved The Buyer contacts the Customer via phone or email with the potential 
resolution and status to ensure they accept the solution. The Buyer requests 
the Customer reply via email so that written documentation exists of their 
acceptance. 

The Buyer documents all correspondence to the PR package and makes 
adjustments accordingly (amending purchase documents, financial system, 
etc.). 

NOTE: The FM approves any increases from the original approved 
funding. See P&C Department local procedures for guidance. 

B.5. Dispute 
Procedure  

Disputed transactions occur when the Buyer and the vendor are unable to 
resolve questioned transactions and the servicing bank must be involved in 
the resolution per reference (a) Head of Contracting Activity (HCA) 
Simplified Acquisition Procedures (SAP) Guidebook. A disputed charge is 
a transaction that is either pending credit, unauthorized or questionable by 
the Buyer; or a disagreement between the Buyer and vendor regarding a 
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transaction on the Buyer’s statement of account. 
 
If the vendor refuses to resolve the problem, the Buyer has 90 days from 
the date the transaction was processed to notify the servicing bank of a 
disputed transaction. After 90 days, the right to dispute the charge is lost. 
 
The Buyer contacts the servicing government P-Card bank to notify them 
of the issue with the vendor and completes/forwards a dispute form, as 
necessary.  
 
The Bank reaches out if they need more information. The Buyer monitors 
PCA for credit and call the bank if disputed charges are not credited in a 
timely manner. The Buyer informs the P&C Department Supervisor and 
AO of the status of the disputed transaction throughout the resolution. If 
the dispute resolution is not in the unit favor, the unit is responsible for the 
payment. 

Buyers that fail to submit the dispute within the 90 day time frame can be 
held personally liable for the charge. Report this infraction to the CPOPC 
through the P&C Department chain of command.  
 
Although the Buyer has 90 days, they implement dispute procedures as 
soon as possible and notify the P&C Department Supervisor and the AO. 

The servicing bank issues a temporary credit for the transaction while the 
dispute is being processed. Upon resolution of the dispute, the servicing 
bank provides the Buyer and vendor a written statement (i.e., resolved in 
favor of the vendor or Buyer). The Buyer makes the necessary adjustments 
to the PR package and encloses the servicing bank’s written statement 
within the PR package. The Buyer notifies the P&C Department 
Supervisor and AO of the resolution. 

NOTE: 

A dispute form (Figure 12-6), or anything beyond the initial call to 
dispute, is usually unnecessary unless the vendor challenges the 
dispute. The Buyer contacts their P&C Department chain of 
command for additional guidance. 
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Figure 12-6 Dispute form 
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Figure 12-7 Dispute form continued 

B.6. Preparing 
PR package for 
Review/ 
Approval (PCA)  

The Buyer maintains a complete and accurate file of all P-Card transaction 
files and documents (original or scanned) related to each purchase. Include 
the following supporting documents for each transaction (not an exhaustive 
list): 

• Completed DHS Form 1501;  

• AO ‘pre’ approval prior to purchase being made; 

• Approved PR;  

• Obligation document;  

• Signed/dated receiving documentation (including shipping 
documentation) by third party acceptance; 

• Property review (as required); 

• Invoices (if missing standard form of missing receipts is included) 
(Figure 12-8). Vendor name on invoice MUST match PCA statement 
per reference (b) Federal Acquisition Regulation (FAR); 

• Dispute documentation (as applicable); 

• All correspondence (emails/phone records); and 

• All other information related to the purchase (e.g. authorization of 
restricted MCC waivers, etc.).  

The Buyer documents a fair and reasonable price determination per 
reference (b). P-Card files must always be complete and readily available 
for submission within 3-5 business days of an audit request. Instances can 
occur which require a shorter response time. 
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The Buyer verifies all approvals (i.e. Supervisor, FM, AO) prior to 
purchase, maintains accurate and complete PR packages, and makes 
authorized purchases. The Buyer reviews all transactions reported by the 
servicing bank and reconcile them daily with PCA. The Buyer organizes 
the PR packages in order of the PCA statement per local P&C Department 
guidelines. 
 
As a best practice, the Buyer periodically reviews the file for accuracy - 
verifying documents, signatures/dates, etc. 

 

Figure 12-8 Statement of missing receipt 
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B.7. Forwarding 
PR package for 
Review and PCA 
Certification  

A printed PCA statement (Figure 12-5) acts as a cover page for all 
documents within the PR package. Upon the Buyer’s review and 
preparation of PR package, (following PCA verification) the Buyer ensures 
file organization and forwards applicable PR package(s) (corresponding to 
PCA Statement) to AO for review. 
 
Forward means to hand carry/deliver a physical file. If scanning is required 
at this point, a best practice is to scan and upload each file per local P&C 
Department guidelines for digital review, if AO is located remotely. The 
Buyer contacts their AO directly to obtain further guidance on how to 
arrange and deliver files. 
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Chapter 13:  
Review and Completion 

 

Introduction This chapter discusses the processes of final review and completion of the 
PR package. 

In This Chapter This chapter contains the following sections: 

Section Title Page 

A PR Package Review 13-2 

B PR Package Completion 13-6 
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Section A: PR Package Review 
  

A.1.  
PR package 
Review 

The AO reviews and approves transactions to ensure the transaction is 
legal, proper, mission essential, and per P-Card policy. 

The AO is at a higher grade level than the Buyer, but if circumstances do 
not permit this distinction, the AO can be at an equivalent grade or rank per 
reference (a) Head of Contracting Activity (HCA) Simplified Acquisition 
Procedures (SAP) Guidebook. 
 
The AO performs the duties described in reference (d) Department of 
Homeland Security (DHS) Purchase Card Manual and perform the 
following duties: 

• Ensure the Buyer verifies their statements and transactions in a timely 
manner; 

• Reconcile and verify the Buyer’s statements and transactions during 
Buyer absence; 

• Certify P-Card statements each month using the PCA System;  

• Ensure the Buyer has correct approvals and documentation for all 
transactions; 

• Provide prior approval of purchases; 

• Ensure the Buyer has correct approvals, separation of duties, and 
documentation for all transactions; 

• Resolve any questionable purchases with the Buyer; 

• Ensure the Buyer reconciles their statements and transactions in a 
timely manner; 

• Update and verify Buyer statements and transactions during Buyer 
absences; 

• Report any suspected cases of fraud and abuse to the FOPC; 

• Assist the Buyer with dispute resolution; 

• Validate and certify P-Card statements each month using the PCA 
System; and 

• Manage the disposal of all PR packages per reference (t) Life Cycle 
Management Manual CIM5212.12 (series). 

At the end of the billing cycle, the AO completes the PCA certification 
process of P-Card statements no later than the COB on the 26th of each 
month. 
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NOTE: 

AOs who are also Buyers must not approve their own transactions. 
An AO and a Buyer must not serve as each other’s Buyer and AO, 
respectively per reference (a) Head of Contracting Activity (HCA) 
Simplified Acquisition Procedures (SAP) Guidebook. 

 AOs verify the following documents within the PR package to ensure it is 
accurate, supported, and meets audit standards: 

• PR; required approvals; signed dated, FM approval, amounts match 
obligation document, accurate LOA, FY, quarter, shipping separate (as 
applicable); 

• Supporting documents, required special approvals, and all 
correspondence (emails, phone logs); 

• DHS Form 1501; prior AO approval (block 33), proper signatures and 
that form is completed properly (all applicable sections filed in and 
match the PR/obligation documentation; 

• Obligation documents; vendor and obligation amount match the PR; 

• Receiving and shipping documents (signed/dated with third party 
receipt); 

• Invoices/billing statements amount and vendor matches obligation 
document/PR, packing slips, commercial shipping documents; 

• Required signatures (PR and receipting, including unit POC acceptance 
for service/construction purchases); and 

Dispute forms or statement of missing receipts (as applicable). 

A.2. PCA 
Certification 

The AO certifies a statement, obtains a list of statements not verified, 
prints statements, and reviews unaudited items. In addition, the AO 
performs all Buyer functions within PCA if the Buyer is unavailable to 
verify their statements. 

At the end of the billing cycle, the AO completes the PCA certification 
process of P-Card statements no later than COB on the 26th of each month. 
AOs access PCA via the Approving Official Menu to certify statements, 
view statements not verified, print statements, and review unaudited items. 
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Figure 13-1 PCA AO menu 

 Within PCA, the AO performs the following actions to certify a P-Card 
statement: 

• Accesses their " Statement Certification" Inbox to retrieve statements 
to be certified; 

• Selects the applicable CH/Buyer statement;  

• Reviews the transactions against the applicable P-Card file; and  

• Certifies PCA statement based on review of file. 
If there is a discrepancy, the AO returns the PR package to the Buyer 
immediately for correction. The Buyer corrects and immediately returns to 
the AO for review and certification. 
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Figure 13-2 PCA AO statement inbox 

 

Figure 13-3 AO certification message 

NOTE: 
The AO is the first line of defense for audit compliance and reviews 
statements regularly to ensure Buyers submitted the required 
documentation to complete audit requests. 

A.3. Forwarding 
PR package 

The AO returns the PR package to the Buyer for file 
completion/finalization. 
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Section B: PR Package Completion 
  

B.1. Final 
Completion 

File Completion is the final stage of the procurement process. It begins 
when the purchase is complete, final payment made, all disputes settled, 
and all administrative actions required by reference (a) Head of 
Contracting Activity (HCA) Simplified Acquisition Procedures (SAP) 
Guidebook and reference (b) Federal Acquisition Regulation (FAR) and 
specific agency or P&C Department procedures accomplished. 

The Buyer verifies entire PR package and places in order as directed by 
P&C Department guidelines. 

Closing a purchase consists of verifying: 

• Any AO directed corrections were completed; 

• PR and supporting documentation are accurate and complete; DHS 
Form 1501, Special approval documents, Market Research, Obligation 
documents, property accounted for, correspondence, etc.; 

• Evidence of third party receipt (supplies or services have been 
received); 

• Acceptance (the supplies or services were in conformance with the 
purchase requirements); and 

• Final payment was paid to the vendor, to include any partial shipments. 
Upon receiving all items and final certification, close the file per reference 
(t) Life Cycle Management Manual CIM5212.12 (series). 

B.2. Filing Procurement records are required to be retained for 6 years after final 
payment (reference (a)). After this period, dispose records per P&C 
Department guidelines.  

For further guidance, P&C Department personnel refer to the following 
links: 

FAR: 
https://www.acquisition.gov/?q=/browse/far/8 

General Records Schedule (GRS): 
https://www.archives.gov/records-mgmt/grs.html#page-header 

  

https://www.acquisition.gov/?q=/browse/far/8
https://www.archives.gov/records-mgmt/grs.html#page-header
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Appendix A:  
Glossary and Acronyms 

AAMS Agency Asset Management System 

ADA Anti-Deficiency Act 

ALC Aviation Logistics Center 

ALMIS Aviation Logistics Management Information Systems 

AO Approving Official 

AOR Area of responsibility 

APO Accountable Property Officer 

BOA Basic ordering agreement 

BPA Blanket purchase agreement 

C-CHECK Convenience check 

CASREP Casualty report 

CBL Commercial bill of lading 

CCB Configuration Control Board 

CGPART USCG Parts Availability Research Tool 

CH Cardholder 

CO Commanding Officer 

COCO Chief of Contracting Office 
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COMDTINST Commandant Instruction 

CPOPC Component Primary Organization Program Coordinator 

DHS Department of Homeland Security 

DLA Defense Logistics Agency 

DoD Department of Defense 

DUNS Data Universal Numbering System 

EIN Employee identification number 

EIT Electronic and information technology 

EPL Excluded party list 

FAR Federal Acquisition Regulation 

FEDEX Federal Express 

FEDLOG Federal Logistics Record 

FEDMALL Federal Mall (replacing DoD EMALL) 

FINCEN Finance Center 

FM Funds Manager 

FMPS Financial Management and Procurement Services 

FMR Financial Management Regulation 

FMVRS Federal Motor Vehicle Registration System 

FOB Free on board 
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FOPC Field Organization Program Coordinator 

FPI Federal Prison Industries 

FSC Federal Supply Class 

FSS Federal Supply Schedule 

FSSI Federal Strategic Sourcing Initiative 

FTA Funds Transfer Authorization 

FY Fiscal year 

GBL Government bill of lading 

GFE Government furnished equipment 

GFP Government furnished property 

GPC Green procurement compilation 

GPO Government Purchasing Office 

GRS General records schedule 

GSA General Services Administration 

GSAXcess GSA Excess Property System 

GWAC Government-wide acquisition contracts 

HAZMAT Hazardous material 

HCA Head of Contracting Activity 

HVAC Heating, ventilation, and air conditioning 

  



 

 A-4  
 

ICD Interagency Contract Directory 

ICP Inventory Control Point 

ID Identification 

IDC Indefinite Delivery Contracts 

IDIQ Indefinite Delivery, Indefinite Quantity 

IDV Indefinite Delivery Vehicle 

IGCE Independent Government Cost Estimate 

IGE Independent Government Estimate 

IS Information services 

IT Information technology 

LOA Line of accounting 

MAC Multi-agency contract/multiple award contract 

MAS Multi Award Schedule 

MCC Merchant category code 

MD Management directive 

MFM Motor Fleet Manager 

MILSTRIP Military Standard Requisitioning and Issue Procedure 

MMC Master Medical Catalog 

MPM Motor Pool Manager 
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MPT Micro-purchase threshold 

MRE Meals, Ready-to-Eat 

MSDS Material Safety Data Sheet 

NIB National Industries for the Blind 

NESSS Naval and Electronics Supply Support System 

NMC Not Mission Capable 

NSN National Stock Number 

OAST Office of Accessible Systems and Technology 

OGA Other Government Agencies 

OIC Officer-in-Charge 

OIG Office of the Inspector General 

OPFAC Operating Facility Code 

P&C Procurement and Contracting 

P-CARD Purchase card 

PALT Procurement Action Lead-Time 

PCA Purchase Card Application 

PCTW Purchase Card Transaction Worksheet 

PMC Partially mission capable 

PO Purchase order 
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POC Point of contact 

PPC Pollution Prevention Coordinator 

PPE Personal protective equipment 

PPMM Personal Property Management Manual 

PR Purchase Request 

PSC Personal service contract 

PSD Personal Services Division 

RDD Required Delivery Date 

RPSO Regional Property Support Officer 

SAM System for Award Management 

SAP Simplified Acquisition Procedures 

SAT Simplified Acquisition Threshold 

SEN Statement of Essential Need 

SFCAM Shore Facilities Capital Asset Management 

SFLC Surface Forces Logistics Center 

SFTool Sustainable Facilities Tool 

SIN Special Item Number 

SLA Service Level Agreement 

SOP Standard Operating Procedure 
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SoS Source of Supply 

SOW Statement of Work 

SPPM Supply Policy and Procedures Manual 

SPA Simplified purchase agreement 

SPL Split purchase limit 

SSV Strategic Source Contract Vehicles 

TAS Treasury Accounting Symbol 

TCN Transportation control number 

TEN Tax exempt number 

TIN Tax identification number 

TISCOM Telecommunications & Information Systems Command 

TQC Training Quota Management Center 

UAC Unauthorized Commitment 

UNICOR Trade name for Federal Prison Industries (FPI) 

UPS United Parcel Service 

USCG United States Coast Guard. 

USPS United States Postal Service 

WebFLIS Web Fleet Logistics Information Service 
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Appendix B:  
Purchase Request (PR) 

 

Blank PR 
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Completed PR
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Appendix C:  
Sample Statement of Work (SOW) 
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Appendix D:  
SF-182 
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Appendix E:  
Statement of Essential Need (SEN) 
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Appendix F:  
Purchase Card Transaction Worksheet (PCTW),  

DHS Form 1501 
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Appendix G:  
19 Attribute List 
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