	BPA TRAINING CERTIFICATION DOCUMENT

	BPA NUMBER:
FAXXXX-
	BPA TITLE:


	ORDERING OFFICER’S PRINTED NAME & RANK:

	UNIT ASSIGNED:

	TEL & FAX NO.:

	FOL DEROS:


	ITEMS DISCUSSED AND UNDERSTOOD
	INITIALS

	1.	SET UP FILES
	

	A.	Standard File Index (required documents)
	

	B.	Approved price list/Ordering Officer
	

	C.	Approved list of authorized persons
	

		D.  File will be reviewed annually by Contracting 
	

	2.   FUNDING
	

	A.	Certified AF Form 9/AF 616/MIPR/Letter
	

	3.	MONTHLY CALL REGISTER:
	

	A.	Checkbook concept.
	

	B.	Understand procedures to assign and track call numbers Customer must use a new call number each time a new order is placed.
	

	4.	ORDERING OFFICER PROCESS:
	

	A.	List requirements on call sheet, place order, log call in, and receive item.
	

	B.  Receive, verify item and price, and process invoice. 
	

	5.	PROHIBITED PRACTICES:
	

	A. $2,500 maximum per call or have Contracting Officer place call.  No split purchases to avoid dollar threshold.
	

	B.	No unauthorized purchases.  Only order from approved price list.
	

	6.	COMPLIANCE/ETHICS:
	

	A.	Briefed and comply with ethics regulation (DoD 5500.7-R)
	

	B.  Gratuities, gifts, lunches, and presents are NOT ALLOWED
	

	7.    Challenge high priced items.  Consider mission critical timing.
	

	8.     Received copy of Blanket Purchase Agreement Handbook.
	

	

	

	Training on Blanket Purchase Agreement procedures and Ordering Official’s responsibilities is hereby provided to the above mentioned individual on this date.

	CONTRACTING OFFICER NAME:
John M. Doe
	SIGNATURE
	DATE:

	I hereby certify that I have received training on the above mentioned Blanket Purchase Agreement.  I understand the proper procedures and the Ordering Official’s responsibilities.

	ORDERING OFFICER/TRAINEE NAME:

	SIGNATURE
	DATE:





