MCCS HENDERSON HALL PURCHASE REQUISITION FORM
	1. Branch/Dept:  
	 2. Requestor/POC:
	3. Phone # or Ext:
	4. Date:
	Page:

	                                 
	 
	 
	 
	1 of ____


	5. Ship-to Location:
	6.  Required Delivery Date:
	 

	     Marine Corp Community Services
	 

	     H&S Bn, HQMC Henderson Hall 
	

	    1555 Southgate Road 
	[   ] On           [   ] By

	    Building # 26 - Marine Corps Exchange
	7.  Ship Via:
	 

	    Arlington, Virginia 22214
	
	

	POC:
	 
	Phone:
	 
	
	

	8.  Cost Center:
	9.  Ckey:
	10.  Account:
	11.  Sub Account:
	12.  Department / Branch

	 
	 
	 
	 
	 

	13.  Check Type of Funding
	 

	Fiscal Year _____________
	[   ] Revenue Generating     

	[   ] NAF Funds    
	[   ] GWOT Funds Eligible, Code __ __ __

	[   ] UFM Funds     [   ] UFM Funds - S     
	[   ] Prepayment require, explain in section 24

	14.  Fixed Asset Determination
	 

	[   ] Fixed Asset (Item Value of $2500+)
	Number of years useful life : [    ] Years

	[   ] Fixed Asset (Project Value of $2500+)
	Item is insurable property:  [   ] Yes [   ] No

	New Purchase [   ] or Enhancement to Existing Asset [    ]
	 

	 
	 
	 
	 
	 
	 
	 

	15. Item #
	16.  Quantity
	17.  Detailed Description of Item or Service (Attach Statement of Work (SOW) or additional information as needed)
	18.  Unit of Measure
	19.  Estimated Unit Price
	20.  Extended Price

	
	
	
	
	
	

	 
	
	 
	 
	 
	$0.00

	 
	 
	 
	 
	 
	$0.00

	 
	 
	 
	 
	 
	$0.00

	 
	 
	 
	 
	 
	$0.00

	 
	 
	 
	 
	 
	$0.00

	 
	 
	 
	 
	 
	$0.00

	 
	 
	 
	 
	 
	$0.00

	 
	 
	 
	 
	 
	$0.00

	 
	 
	 
	 
	 
	$0.00

	 
	 
	 
	 
	 
	$0.00

	 
	 
	 
	 
	 
	$0.00

	 
	 
	 
	 
	 
	$0.00

	21.  Estimated Freight Charges
	 

	22.  Grand Total
	$0.00
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	23.  Recommended Sources of Supply or Service:

	Vendor:  
	Vendor: 
	Vendor

	
	
	

	POC: 
	POC:
	POC:

	Address: 
	Address:
	Address:

	 
	 
	 

	 
	 
	 

	 
	 
	 

	E-mail: 
	E-mail:
	E-mail:

	Telephone: 
	Telephone:
	Telephone: 

	Fax:
	Fax:
	Fax:

	24.  Additional information or comments.

	 

	 

	 

	   

	25.  Attachments:
	[   ] Market Research
	[   ] Additional “Ship To” Locations

	 
	[   ] Specifications or Statement of Work
	[   ] Single or Sole Source Justification

	 
	[   ] Additional Sources
	[  ] Other _______________________

	26.  APPROVAL BLOCKS:   

	(Check the block(s) in the first column as appropriate to indicate routing and approval requirements for this procurement.)

	 
	Requesting Branch/Department Manager certifies consent to procure this item, funds are available, and the requirement is approved.
	Signature:       

	
	
	Date:

	
	
	Printed Name & Title:

	 
	Information Technology Branch approval for computer software, hardware, or related items. 
	Signature:       

	
	
	Date:

	
	
	Printed Name & Title:

	 
	MCCS Director for purchases over $1000.00.  Must be signed by Branch or Department Manager prior to this step.  
	Signature:       

	
	
	Date:

	
	
	Printed Name & Title:

	 
	Finance Branch approval for (CFO)
	Signature:       

	
	a.      Fixed Asset procurements 
	Date:

	
	b.      UFM/GWOT Funding
	Printed Name & Title:

	 
	Approving Contracting Officer
	Signature:       

	
	
	Date:

	
	
	Printed Name & Title:

	Assigned to:                                                                                                                                     Date:
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