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Instructions for completing the Program Purchase Request (PPR)

PURCHASE REQUEST TYPE:
· Funded PR:
· Used for new purchase orders, contracts, BPA calls, task orders, delivery orders and Inter-Agency Agreements.  
· Post Award PR:
· Used for post award changes to purchase orders, contracts, BPA calls, task orders, delivery orders and Inter-Agency Agreements. This includes: Increase of funds, cost code/accounting information changes.
· Grants Funded PR:
· Used for new Grants and Cooperative Agreements.
· Post Award Grants PR:
· Used for post award changes to Grants and Cooperative Agreements. This includes:   Increase of funds, cost code/accounting information changes.
· Auto Choice PR:
· Used for vehicles acquired through Auto Choice.
· Post Award Auto Choice PR:
· Used for post award changes to Auto Choice orders.
· Unfunded PR:
· Used only for BPA Setups and IDIQ Setups.

GENERAL INFORMATION:
· Requested By and Phone Number:
· Person outside FBMS filling out the PPR and their office phone number.
· Requesting Program/Station Name:
· The program or station where the PPR is initiated.
· Internal Reference Number (If applicable):
· Any internal number used by program or station.
· Technical POC:
· The person with the most knowledge of the goods or services being ordered who can be contacted in the case of any questions.

GOODS AND/OR SERVICES INFORMATION:
· Description shall include:
· What is being ordered?  Explain in detail
· Who is the good or service being ordered for?
· How is the good or service being paid for? (i.e.: IPP or Charge Card).
· Is this off of an IDIQ or BPA order?  If yes, what is the number?
· Is this a GSA order?  If yes, what is the GSA contract number?
· Is this a post award change?  If yes, what is the original contract number and what is the modification for?
· Is this an IT purchase? 
· Yes or no.  If Yes, Enter end user name (mandatory) and Footprints ticket number (provided by ITM, if known).
· Delivery Date (for goods only):
· What reasonable date is the good needed for?
· Period of Performance (for services only):
· The start and end dates of the service.
· FBMS Receiving Official (if known):
· The FBMS user with ACQ_COR role who will complete the GR/SES for the good or service.



DELIVERY INFORMATION:  (Note:  All IT equipment that needs configuration, (i.e. laptops, desktops, iPads) is required to be delivered to the RO ITM.)
· Station Name:
· Where is the good or service being delivered?
· Point of Contact:
· Optional field-use if additional POC is needed for delivery purposes.
· Mailing  Address, City, State and Zip:
· Address where goods will be delivered or where services will be performed.

SIGNATURES:  (Note:  Signatures must be acquired outside FBMS, they must be hard copy signatures, NOT electronic.)
· Fields that are mandatory for all PPRs:
· Requisitioner
· Supervisory Approver
· Funds Certifier
· Fields that can be used on an as needed basis (Required on all construction projects):
· Cultural Resources
· Safety/Occupational Health
· Regional Engineer

ITEM(S) OVERVIEW:
· Good or Service:
· Use EA to identify a good and AU to identify a service being ordered.
· Short Text Description: 
· Short text about what is being ordered (i.e.: “computer”, “cleaning service”).
· Quantity:
· How many? (Note: services are always a quantity of 1).
· Unit Price: 
· For a good use price per each item.  For service use total cost of service.
· User Product Code (UPC):
· https://inside.fws.gov/go/post/FBMS-BP_ACQ
· Line Total:
· The total of all items being ordered.

ACCOUNTING INFORMATION:
· Enter Cost Center(s), Partial Fund(S) and WBS Element(s) OR Work Order Number(s) the Purchase Requisition should be allocated to. 

SUGGESTED VENDOR INFORMATION:
· Enter vendor name, DUNS number, FBMS vendor code, and point of contact (name and number) if known.

ATTACHMENTS:
· Identify any documents the FBMS user (ACQ_REQ) should be aware of to upload as attachments when entering the Program Purchase Requisition (PPR).

FOR FURTHER INSTRUCTIONS AND GUIDANCE:
· Most current Field Training Manual
· https://inside.fws.gov/go/post/FBMS-Training_FT
· Most Current Technical Bulletins
· https://inside.fws.gov/go/post/FBMS-BP_ACQ
