
ADMF-001, Purchase Authorization 09_0420

Definitions:

Green Purchase – Term used to identify that a purchase meets Federal environmental protection requirements, these requirements are 
identified on the instructions included on the Purchase Authorization form.

GPC Preferred Vendor – Vendor preference criteria associated with purchases executed using the Government Purchase Card GPC, this 
criteria is identified on the instructions included on the Purchase Authorization form.

GSA Approved Vendors – General Services Administration (GSA), a listing of vendors approved for use by government managed 
organizations.  All GSA approved vendors can be viewed at http://www.gsa.gov/Portal/gsa/ep/home.do?tabId=0 .  

Initial Release

Modified entire form for better documentation.  Form modified to have “fill-in” blocks.

Modified to reflect major changes in procurement process and transfer of form into Excel format.

Modified to reflect minor changes in vendor identification/data and to clarify specific items.09_0420
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Selection rating 1st 2nd 3rd Vendor Business Classification: check all that apply 8(a) Hub

Selection rating 1st 2nd 3rd Vendor Business Classification: check all that apply 8(a) Hub

Selection rating 1st 2nd 3rd Vendor Business Classification: check all that apply 8(a) Hub

Prime Contractor Program Manager                                                                               Signature:                                                                                  Date:                                     Forward     Cancel 

Federal Management Team Signature:                                                                                  Date:                                     Approved    Disapproved 

Purchase Card Approval Authorization Signature:                                                                                  Date:                                     Approved    Disapproved 

Government Purchase Cardholder Signature:                                                                                  Date:                                     Approved    Disapproved 

DOE/NNSA Contracting Officer Signature:                                                                                  Date:                                     Approved    Disapproved 
Cancellation/Disapproval Rationale:

Name of Approved Vendor: ________________________

Name

sdfsdf

Identify type:

Woman-owned

Small Very Small

Identify type:

*Total 0.00 *Total

*Green Category:  Green Purchase Categories; Biobased (B), Paper (P), Non-Paper Office (NP), Recycled content required (RC),or Toner (T).  
Include all that apply, enter N/A for all others

*Green Purchase Information (GPI):  Green purchase options for each item; Energy Star (E), Biobased (B), Recycled (R), or N/A. Include all that apply

Unit Cost

Purchase Authorization Number:

*GPI *GPI *GPI
Vendor #3Vendor #2Vendor #1

CostCost

Date Required:

 3 different vendor options (identify cost as total of all units)

CostItem Description (include Vendor EPEAT rating for IT purchases)
 Check if Sole Source for all items, if so additional vendor information is not required.

Emergency Operations Training 
Academy
DOE/NNSA/NA-40/EOTA

Quantity

Purchase Information

*Green 
Category

Purchase Authorization

Requested By:

Request Date:

Shipping 
Fee

Tax

Shipping 
Fee

0.00
 *If total is < $25, PA may be submitted with single vendor identifiedVendor Information

*Total 0.00

Shipping 
Fee

FAX
State/Zip

Tax Tax

EPEAT Rating

Other

Small Very Small Non-Profit

Woman-owned Disadvantaged

Disadvantaged

Woman-owned Disadvantaged

Other

Non-Profit

POC

Other

Non-ProfitPhone

Identify type:

Small Very Small

Email
Vendor #2 DUNS #

Address City

Name POC Phone
Address State/Zip

EPEAT Rating

Vendor #1 DUNS #

Name POC
Vendor #3 DUNS #

Email FAX

Phone
City

EPEAT Rating

City

State/Zip
Email FAX

Address

Government Purchase Card:  (for services less than $2.5K 
only.  Purchase values greater than cardholder limit need GPC 
Project Coordinator approval)

DOE/NNSA Procurement:  (ongoing services and products 
valued greater than $25K)

Approvals

Pre-purchase considerations:
Verified vendors do not appear on the Excluded Party List    
    www.epls.arnet.gov

Recycled content required items were identified 
    www.epa.gov/cpg/products.htm
DUNS #: https://www.bpn.gov/CCRSearch/Search.aspx
EPEAT rating: www.epeat.net  GSA: www.GSA.gov
Use back of this form to document Purpose, Justification, and/or 
Sole Source Justification.

Prime Contractor procurement:  (Government reimbursed 
Subject Matter Expert services)

Procurement Method

  Purpose/Justification and/or Sole Source Rationale

EOTA Purchase Authorization User Instructions

PA Number: Assigned by OLSS, requires an entry for the PA on ADMF-004, Purchase Authorization Log

If procurement action is urgent coordinate with EOTA management (Program Manager or FMT) to assess the need for  rapid purchase action and abbreviated PA documentation

Green Category:  Certain purchases fall under the government initiative to make environment conscious decisions.  If an item falls under one of the categories, identify 
it in this column using the codes from the note on the form; some examples of these items are:  Non-paper office - binders, envelopes, file folders, etc; biobased - 
Cleaners, lubricants, functional fluids.  Other categories are self-explanatory.  Check for recycled content requirements at www.epa.gov/cpg/products.htm

Description: Identify the item using general terms (not product name)

Estimated Cost Section: *Note: If total for all purchases is less than $25.00, there is no requirement to include more than one vendor on PA
   Vendor Cost:  Enter the individual vendor's cost for the item, round-up to nearest dollar.  If the purchase is from a Sole Source only enter information for one vendor. 
Sole Source requests must also include a compelling rational explaining why there is only one vender that can supply the product or service (i.e. SME).
   GPI: "Green Purchase Information:  Identify if the item meets Green Purchase requirements using the codes from the Green Purchase Information section of the 
form. This information is available from the vendor's listing for the product.

Vendor Information Section:
   List all requested information for each prospective vendor, all information must be completed.
EPEAT Rating:  This is an industry rating identifying the environmental impact of electronic
   products sold by the vendor, the rating will be Gold, Silver, or Bronze. This information is available through 
   the vendor.
DUNS Number:  this is an identifyer for companies doing business with the government. If the vendor does 
   not know the number it can be located by doing a search at https://www.bpn.gov/CCRSearch/Search.aspx.
   Coordinate with the FMT before proposing purchase If the vendor does not have a DUNS number.
   
Selection Rating:  Vendor ranking compared to the other vendors proposed  (1st  2nd & 3rd preference)

Approved Vendor Identification line:  The FMT will complete this line to identify which vendor has been approved for the identified purchase.

Disapproval Action Process:  If a purchase is disapproved, the disapproval authority will identify the rational and return it to the Requestor.   Tthe disapproved 
Purchase Authorization will be retained by the OLSS and the entry in ADMF-004, Purchase Authorization Log will be updated.

Purpose/Justification and/or Sole Source Rational:  Use if required based on vendor selection or to present rational for procurement. 

Procurement Method:  To be completed by the Program manager or FMT

Vendor Business Classification:  This information is available through the vendor, or may be found at www.gsaadvantage.gov if the vendor has created a profile.

Preferred Vendor Category:  Selection of vendors must comply with this list of preferred vendor types, in order of preference:

Supplies
Agency Inventories (NNSA SC Warehouse)
Excess from other agencies
Federal Prison Industries *Furniture
People Who Are Blind/Severely Disabled (Ability One/JWOD) *Office Supplies
Wholesale Supply Sources (GSA, DLA, VA, Military Inventory)
Federal Supply Schedule (GSA or Multiple Award Schedule)
Commercial Sources *small businesses over large

Services
People Who Are Blind/Severely Disabled
Federal Supply Schedule (GSA or Multiple Award Schedule)
Federal Prison Industries
Commercial Sources *small businesses over large
    If the product/service is not availaible from the first vendor type, move down the list until you find a vendor type that can provide it.  Identify the preferred 
vendor category once selected.

Pre-Purchase Considerations:
 Verify vendor is not listed on Exculded Party Listing, and indicate if product is  identified as requiring recycled content.  this section contains web addresses for 
some vendor and product information that may be of use.
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