PURCHASE AUTHORIZATION REQUEST

Check off each item as it is completed. Retain this form as a record of purchase.
PURCHASE AUTHORIZATION REQUEST

Check off each item as it is completed. Retain this form as a record of purchase.

Comments


Requestor:

1.
(
Requested by: ___________________________ .
2. 
(
Brief description (check one or both):


( Item or fee (registration, etc): 









( Travel – event: _____________________________________ Date: ______________

3.
(
Check each person involved in review, approval, or commitment of funds:
· Any purchase (including travel)

Requestor: Gathers/assembles/enters required documentation/information. Tracks routing progress through receipt (to include bar-coding, if required).

· Purchase with Department funds (including travel)

Financial Officer: Review for budgeting. Approval if less than $100.
· IT items, regardless of funding source
Systems Committee Chair: Review for integration with department systems/NADN.
· Minor Property items
Minor Property Manager: Add to tickler for bar-coding on receipt.
(
ASDP Investment items, any purchase $100 or greater, travel

CS Department Chair: Review and approval.
· Purchase with Department, Gift, or Reimbursable funds (including travel)

Secretary: Obtains authorization signatures, uses purchase card, and records the purchase.
4.
(
Note the routing sequence (as appropriate):
1. Systems Committee Chair

2. Financial Officer

3. Minor Property Manager

4. CS Department Chair

5. Secretary

5.
( 
Identify the funding source (check one):



( Material (CS Dept operating budget).


( ASDP Investment. Enter the ASDP Project name: ____________________________


( Gift. Enter the source: __________________________________(e.g.: Class of 1948)


( Reimbursable (research).
Enter account number to charge: _____________________
6.
(  
Assemble all documentation needed to purchase each item. For example:
· URL (purchase sites, conference registration information, etc., as appropriate)

· Items, quantities, descriptions, vendors, costs, etc.
· If this is an ASDP Investment purchase request, complete and include ALL documentation required by ITSD (see “Investment Package Documentation” at budget.usna.edu).
7.
( 
Package forwarded: Date __________ .
Estimated total cost: __________________ .
    
Comments (if any) are noted on page 3.

Systems Committee Chair:
(
Reviewed for systems integration. Forwarded.

Initials: ____
Date: ____________

Comments (if any) noted on page 3.

Minor Property Manager:
( Items tickled for bar-coding on receipt.


Initials: ____
Date: ____________
Secretary:

Necessary for routing and tracking purposes

Initials: ____   Date: ____________
Department Financial Officer:

( 
Reviewed for budgeting.




Initials: ____
Date: ____________

Forward with approval if less than $100
Comments (if any) noted on page 3.

Department Chair:
(
 Reviewed and approved.




Initials: ____
Date: ____________


Comments (if any) noted on page 3.

Secretary:
1.
( Purchase request received. 





Date: ____________

2.
( Authorization to obligate funds:

( Material funds:

· Purchase Request Form signed by Dept Financial Officer.

· AC Dean Budget Office approval obtained.


Date: ____________
( Gift funds:

· Purchase Request Form signed by Dept Chair.
· Comptroller’s Accounting Officer approval obtained.

· AC Dean Budget Office approval obtained.


Date: ____________

( Reimbursable (research) funds:

· Purchase Request Form signed by Research Office. 

Date: ____________
3.
( Actual purchase made.






Date: ____________
4.
( (If applicable) Product arrives.





Date: ____________

( Minor Property bar-coded.    Minor Property Manager Initials: ____
Date: ____________

(
Items transferred to person with final cognizance over the items.




Recipient Name: __________________________




Received and custody accepted:    Recipient Initials: ____
Date: ____________
5. ( Records filed (comments page is not retained).



Date:_____________
Requestor

Department Financial Officer
Systems Committee Chair
Department Chair
1. Government travel credit card is obtained.

2. Defense Travel System (DTS) account is obtained.
3. Request is made to activate Government travel credit card (x3-1616)

4. Enclosure (1) of COMPSCIDEPTINST 7130 (Purchase Authorization Request) is forwarded to the Department Secretary with Conference Registration information.

5. Login to DTS to complete the following as needed:

a. Initiate travel orders.

b. Make reservations for flight, hotel, and car rental.

6. When notification is received via email that orders have been approved:

a. Login to DTS to print orders.

b. Forward a copy to the Department Secretary.

7. Confirm travel card is activated prior to commencing travel.

8. Upon travel completion:

a. Login to DTS to submit a travel voucher.

b. Fax travel receipts as indicated in DTS.


Page 1 of 2
Enclosure (1)


Page 2 of 2
Enclosure (1)


Page 3 (not retained)
Enclosure (1)


