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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?tabld=0 .
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Emergency Operations Training Academy Government Purchase Transaction Worksheet

DOE/NNSA/NA-40/EOTA 5
Transaction Date: Transaction Number: 3
Call Number: 505-842-7109 Estimated Purchase Total 5000 2
Government Purchase Card Information =
|Appropriation: (year) B&R Code: DP4011030 Fund Type: 00900 Reporting Entity: 100316 =
|Allotment Symbol: 01 Object Class: 26010 Program Code: 2221056 Cardholder Fax #: 505-724-3316 S
TAS Identifier: 89-0240 S
Purchase Card Authorization <
Phone #: Signature: Printed Name: Date:
Purchase Card Holder
Phone #: Signature: Printed Name: Date:
Review of required Sources of Supplies or Services - FAR Part 8
GSA Advantage or [ otner source was reviewed, and the required items are 1 aenot  []
available; therefore, the items were solicited through the open market as detailed below (include comments):
Comments:
Check Code Purchase Code
i “Green
Item # S| &|+Green cat Item D tion (include Vendor EPEAT rating for IT purchases) Purch. Info_|QTY. Unit Unit Price Estimated Total
.00
.00
.00
.00
.00
.00
.00
.00
.00
.00
.00
.00
.00
.00
.00
.00
Discount: Identify discount type and enter total discount as negative value in estimated total column (i.e. -#####)
Discount type: Discount amount —
“Green Category:Green Purchase Categories; Biobased (B), Paper (P), Non-Paper Office (NP), Recycled content required (RC),or Toner (T). Include all that apply, Subtotal | Shipping __[Tax Grand Total
enter N/Afor all others $0.00 $0.00| $0.00 $0,
*Green Purchase Information (GPI): Green purchase options for each item; Energy Star (E), Biobased (B), Recycled (R), or NIA. Include all that apply
Vendor Is this a micro purchase < $2,5007 [Yes o
Name: Phone: If yes, is the price reasonable? res o
1f no, complete the applicable boxes for items 1-3;
(Address Fax: 1. Sole Source Justification attached [ oravsuac
of = 2 quotes attached 2. Price Reasonableness/
City: State: Zip: Email Competition form attached 3. 8(A) Small Business form
attached or Small Business set-aside
Point of Contact Name: DUNS Number: Vendor Business Classification: 8(a) Hub
smal[ ] very small[ ] Non-Profit
‘GSA Contract Number’ Preferred Vendor Category: woman-owned[ | Disadvantaged
Other]|
D¢ Y pi FOB Point: | [Destination (charges included in price) | Jorigin
Requestor Name: Delivery Location: ~ Emergency Operations Training Academy, 2201 Buena Vista Dr. SE, Suite 203, Alb. NM 87106
Date of scheduled delivery: Date of actual delivery:
Requestor signaure verifying was delivered and met Cardholder signature verifying receipt

(Additional Comments:

Government Purchase Card Purchase Transaction Worksheet User Instructions
FMT Completed Section:
Transaction Date: Date purchase is executed
Transaction Number: Assigned based on next transaction number from Government Purchase Card Log (maintained by cardholders).
Estimated Purchase Total: this field s tied to the Grand Total cell in the Purchase Information section.
Government Purchase Card Information: these numbers are the same for all GPC purchases, (found in contract/budget documentation)
Review of required Sources of Supplies or Services - FAR Part 8: To be completed by FMT.
Purchase Information Section:
Item #: Vendor identification for item (if applicable)
Product/Service indication: Identify whether the purchase is for a product or service

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
at htm

item Description: Clearly identify product or service

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 s available from the vendor's listing for the
product.

Quantity and Unit Price: Self-explanatory.
Estimated Total: The spreadsheet will complete this calculation.

Discount Description and Discount Amount: If a discount applies to any item on the form, identify the item and discount type (reason for discount). Enter the discount amount in the identified cell as a negative number (i.e. -
5.00)

‘Shipping and Tax: If shipping cost or taxes apply enter the amount. With few exceptions there are no taxes applied to products purchased by the federal government. The federal government does pay taxes on services and
software, but these are often included in the vendor's original fee. If a product vendor insists that taxes are due, or need assitance in getting a tax certificate, refer them to the FMT.

Grand total; This cell wil be calculated automatically to include al items, shipping, tax, and discounts. Verify the total against any quotes from the vendor and investigate the reason for any variance from vendor expectations
of compensation.

Vendor Information Section:
GSA Contract Number: If the vendor has an active GSA contract enter the number here.

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.govICCRSearch/Search.aspx.
Coordinate with the FMT before proposing purchase If the vendor does not have a DUNS number.

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, Miitary 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 o 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.

Micro Purchase and Price box: This will be completed by the FMT.

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

Delivery/Receipt Information: upon receipt of product or service the requestor will provide applicable information and sign to indicate that the product/service was properly provided. The GPC cardholder responsible for the
transaction will also verify receipt.
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