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DOCUMENT NAME: Procurement Request
DOCUMENT TYPE: 21

1. Description: A Procurement Request is used as the basic requesting document
for most types of procurements. It is also used for requesting modifications to a
procurement.

2. Primary Forms: DOT F-4200.1, Procurement Request

3. Related Forms: CG-5398 (or OF-347), Order for Supplies or Services

4. Document Number: Standard Number - unit assigned.

SAMPLE: 2106906FABO01

Document FY Procurement FY Contract Program Document
Type Funded Site Originated Region Element Sequence Suffix
21 15 90 5 F AB 001

5. Accounting Line: If multiple accounting lines are used, a different suffix is
required for each accounting line starting with 000.

SAMPLE: 2/F/501/136/30/0/AB/12345/2674

6. FINCEN Critical Processing Requirements: All Procurement Requests are
transmitted from FPD to the accounting system. Units will not send a copy of the
Procurement Request to the FINCEN.

7. Other Information: The contracting site number will be the number of the office
preparing the procurement request.

8. FPD Information:

a. All commitments for this document type will transfer to FINCEN.

b. All Procurement Requests are entered in FPD via the Requisitions Module using
either the Record Spending Module or the Purchase Request Module.

(1) Purchase Request - The Requisitions Module in FPD can be used to
prepare this document. When the document is approved, FPD will create
the valid document record and the commitment accounting line. This
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8. b. (1) (contd) procurement request can then be used to create a purchase order
in the Purchase Order Module.

9. Document Flow:

Purchasing
Unit Unit FINCEN
DOT 4200.1 Original and FPD to
Used to create 1 copy of Accounting
Thepurchase J | DOT »  System
Document 4200.1

Figure 12D-5 Procurement Request

a. Figure 12D-5 describes the procedures for processing the Procurement
Request.

b. The unit prepares an original and one copy of DOT F-4200.1 or a FPD
generated Procurement Request. The copy remains in the unit procurement
file, while the original is forwarded to the purchasing unit.

c. A document type 21 can "Never" be used on the final procurement document
because document level processing edits in the accounting system will force the
transaction to error. The document type 21 must be changed to the final
document type when the final procurement document is created (i.e., 23 for a
Purchase Order, 24 for a contract).

10. Sample Forms: See Figure 12D-6.

References:
a. COMDTINST M4200.13, Small Purchase Handbook.
b. COMDTINST M4200.19, Coast Guard Acquisition Procedures (CGAP).
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