 Purchase Process Over $2500

Is supply/service obtainable from pre-priced government contracts such as Unicor, GSA, BPA, DAPS, VA or FSS delivery order?

_____Yes
Continue 

_____No
Gov Purchase Card cannot be used

Have you obtained and documented three (3) price comparisons from GSA sources?

_____Yes
Continue

_____No
Obtain necessary price comparisons and document file.



Provide Program Coordinator copy of documentation

Is total price $25,000 or less, or in the case of DAPS service $100,000 or less?

_____Yes
Continue 

_____No
IMPAC cannot be used

Do you have ample funds for this transaction? (AF Form 4009)?

_____Yes
Continue 

_____No
Increase funding document or cancel purchase transaction

Is purchase authorized IAW AFI 64-117?
_____Yes
Continue

_____No
GPC cannot be used

Is the supply/service already available under base contract (i.e., janitorial, grounds maintenance, copier, audio visual)?

_____Yes
Utilize contract to obtain supply/service

_____No
Continue

If applicable, have you obtain necessary prior authorization (i.e. computer purchase, hazardous material, CE type items, etc.)?

_____Yes
Continue purchase, file authorization with GPC Log

_____No
Obtain required authorization paperwork for file

If applicable, obtain approval required IAW AFI 117-64 AF Government Wide Purchase Card Program.  Determine Best Value, consider Priority of Sources, consider rotation of sources, consider recycled materials, and make purchase.  Document transaction log, sign and file receipts, and file supporting documents if applicable.  Maintain records by month, and keep on file for one year then discard appropriately by shredding all documents with account numbers listed on them.

