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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: 2106906FAB001

Document FY Procurement FY Contract Program Document
Type Funded Site Originated Region Element Sequence Suffix
21 06 90 6 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/601/136/30/0/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.
11. PES Report Sample:

None. Effective April 2006, commitments no longer post to PES Reports with the
implementation of CAS 3.2/FPD N39 builds.

12. References:
a. COMDTINST M4200.13, Small Purchase Handbook.
b. COMDTINST M4200.19, Coast Guard Acquisition Procedures (CGAP).
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READ INSTRUCTIONS ON NEXT PAGE NO CARBON REQUIRED PAGE10F 1 PAGES
R DEPARTMENT OF TRANSPORTATION g st
ROCUREMENT EQUEST 2194904 FAB0O1
HOCESS AP!DLY DATE RECEIVED
1.ul£mmmmmusmwm1amm 2. TYPE OF REQUEST (Check one)
SK1 John Smith, 396-5731 A [x]newreauest
3. GRIGINATING OFFICE DATA I
USCGC NEVERSAIL 6. [] FENDING PR NO.
4. ADOITIONAL INFORMATION (Suggested supply €0Urces, security data, eic.)
¢ MODIFICATION TO
IBM Direct C. CONTRACT OR
222 1BM's Way ORDER NO.
Portsmouth, VA 23705
5 APPROVALS & COHSIGNEE AND DESTINATION
APPROVING OFFICIALS l;ounm DATE WNTERMAL ROUTNG USCGC NEVERSAIL
" o - weae RouTma 1234 Coast Guard Blvd.
(1)) AUTHORIZED REQUISITIONER Portsmouth, VA 23703-2197
(Signature Required)
(I ACCOUNTING CERTIFICATION OFFICER
(Signature Required) et s
5]
01-15-94
“) M. GOVERMMENMT FURNISHED PROPERTY
Dm E wo (H"YES™ see par.Bof
Instructions on next page.)
8. DESCRIPTION OF ITEMS OR SERVICES
e ITEM OR SERVICE (Include Speciications and Special Inatructions) QUANTITY U ESTMATED COST
w ®) © (-] m o il
1 IBM Computers 10 |EA 25,000(250000.00
6. ACCOUNTING DATA (SUDNEad AGMIN/EUOr COmpIe(e shaded bIOCKs. g Branch ’ g blocks.)
CHECK APPUICABLE QUARTER Ewrmm anmulrral 3RO QUARTER mmm TOTAL $250000.00
e S e U AVALABLE DATE, R D e EEERAEE
é ACLI PRECT WE. ml::a Accounting Official) b
P § s al - e COST OBJECT
A ¢ E = g ACCOUNT ACCOUNT 2
Ig 1 E § s t s 0 OBLIGATION 1
NE|F : SEYeRY PROCUREMENT NUMBER AMOUNT :
- :
2| F 4 01/136/30/0/AB/1R345/2674 $250,000.00 ;
FORM DOT F 4200.1.1 (3-71)

Figure 12D-6 DOT F-4200.1, Procurement Request
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