                                                    Instructions for Filling Out the

                            Government Purchase Card (GPC) Order Exceeding $2,500

Item 1 - Insert Order Number.  This is a locally generated number developed by the activity or organization for purchases exceeding $2,500.  For example:  MM-EURO-0001.

Item 2.  Insert today’s date,  DD-MMM-YYYY.

Item 3.  Insert the point of contact and telephone number for information about the purchase order.  This would be the cardholder making the purchase order transaction.

Item 4.  Insert Unit or Organization’s official mailing address.


Item 5.  Insert Unit or Organization’s mailing address to include a building number and a delivery POC along with a telephone number.  

Item 6.  Insert name and address of the merchant or vendor the purchase order is being placed with.

Item 7.  Reserved.

Item 8.  Insert number items sequentially as required.

Item 9.  Insert a good descriptive narrative of the supply or service being purchased.

Item 10.  Insert quantity amount.

Item 11.  Insert the unit description i.e. EA, LOT, BOX, KIT, etc.

Item 12.  Insert the unit price in the local currency amount.

Item 13.  Insert the amount by multiplying Item 10 by Item 12 to obtain the amount.

(For Items 8 through 13, add an additional page to the order if required to list all supplies and services purchased).

Item 14.  Insert the “bulk” funding classification line provided by the Resource Manager or Budget Officer.

Item 15.  Insert the total award amount of all items purchased under this order.  The award amount should include applicable shipping and handing fees.

Item 16.  Insert the official procurement activity that delegated the cardholder the procurement authority to purchase, i.e. Wiesbaden Contracting Center or the applicable Regional Contracting Office.

Item 17a.  The cardholder with the procurement authority to make the purchase order must sign under 17a.

Item  17b.  Please type or print the name of the purchase cardholder.

Item 17c.   Insert today’s date, DD-MMM-YYYY.

Item 18a.   Indicate the appropriate status of the supplies or services by placing an X in the appropriate block under 18a.

Item 18b.  The Government employee must sign this block if its other than the cardholder in block 17b.

Item 18c.  Insert today’s date, DD-MMM-YYYY.

Item 19a. and Item 19b. The approving certifying officer for the cardholder must execute the responsibilities regarding the purchase order.

Item 19c.  Place the official agency stamp in this block.

Item 19d.  Insert today’s date, DD-MMM-YYYY.

