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Financial Assistance Purchase Requisition Tip Sheet
Data entry requirements specific to creating a Financial Assistance Purchase Requisition (PR):
Requisition Type:  
· Select ‘Grants Purchase Request’ or 'Post Award Grants PR' only
Header Info:
· Text:  Should always start with "FA", then include a brief description of the requisition.  The Header Text section is limited to 2000 characters, which includes when the user hits the enter (return) key.  Longer Header text entries will prevent the Purchase Requisition from interfacing to PRISM.  If longer text is required, include it as as separate attachment to the PR.
Item Overview:
· Line Item:  Leave blank, this field will autopopulate
· Item Category:  Always enter ‘D’ (Services) on Grant PR lines
· Short Text:  Enter a short description of the line
· Quantity Requested:  Always enter ‘1’

· Unit of Measure:  Always enter ‘AU’ (Activity Unit)
· Valuation Price: Leave blank, this field will populate based on future entry on Item Detail>Limits screen

· Purchasing Group:  Select your Bureau purchasing group code.  Do NOT user Purchasing Group L000, S000, M000, or G000; be sure to select a specific site, i.e. LAF, S10, M30, or GAK.
· Plant:  Select your Bureau plant code.
Item Detail > Customer Data:
· PR Title:  Enter a short title for the PR
· COR/Receiving:  AS COR/Receiving role is not relevant to the FA post-award process, a generic "Grants" User ID was created for Bureaus to use to populate this required PR field.  Bureaus can also populate the field with an actual Bureau COR user ID, if desired.
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· Originating Office:  To search for an originating office, select the Search icon then enter your Bureau acronym bracketed by the wild card symbol * in the 'Name' field (Example: *USGS*).  Hit the green check icon.  This will return a list of your Bureau's Deliver Addresses.  Select the desired originating address from the list.  
· Supervisor:  Select from the list of PR Supervisors (Approvers)
· UPC:  Select one of the following UPC codes ONLY:
· 411G0000
Grant (no property)
· 411C0000
Cooperative Agreement (no property)
Item Detail > Limits:
· Overall Limit and Expected Value:  $ value of the line (enter the same amount on both lines).  The value entered on these lines will also populate the Valuation Price field on the Item Overview screen.
Item Detail > Account Assignment:

· Search for and select the desired account assignment values
Item Detail > Texts:

· Should start with ‘FA’ then enter a short description of the line
Item Detail > Delivery Address:

· To search for a delivery address, select the Search icon then enter your Bureau acronym bracketed by the wild card symbol * in the 'Customer Name' field (Example: *USGS*).  Hit the green check icon.  This will return a list of your Bureau's Deliver Addresses.  Select the desired delivery address from the list. 
For FA, an appropriate Delivery Address might be the program office location where financial and performance reports are to be submitted.

Item Detail > Public Sector:
· Enter line item Period of Performance Start and End dates.
