	REQUEST FOR PURCHASE
	 (1) NO.



	 (2) INSTALLATION
     323 EXPEDITIONARY WING, TANGO AB, OCEANA
	 (3) DATE
            20060620

	 (4) TO:  

     323 EXPEDITIONARY CONTRACTING SQUADRON
323 EXPEDITIONARY CONTRACTING SQUADRON
	 (5) CLASS


	 (6) THROUGH:
     323 EXPEDITIONARY COMPTROLLER SQUADRON
	 (8) CONTRACT, PURCHASE ORDER

  OR DELIVERY ORDER NO.

	 (7) FROM:  (Insert RC/CC, If applicable)
     323 AIR EXPEDITIONARY WING / CES
	

	IT IS REQUESTED THAT THE SUPPLIES AND SERVICES ENUMERATED BELOW AND IN THE ATTACHED LIST BE

	 (9) PURCHASED FOR
     323 EMSG / ECES
	 (10) FOR DELIVERY TO
     323 ECES / Airman Snuffy / x2034
	 (11) NOT LATER THAN
       20060620

	(12) ITEM
	(13) DESCRIPTION OF MATERIAL OR SERVICES TO BE PURCHASED
	(14) QUANTITY
	(15) UNIT
	(16) ESTIMATED 

UNIT PRICE
	(17) ESTIMATED

TOTAL COST

	1



	TONER CARTRIDGE, PRINTER

- MODEL: XEROX

- MAKE:    DocuPrint P8ex

   BRAND NAME OR EQUAL
  Suggested Source

Zeppelins Trading Post

Tango, Oceana
	2
	EA


	$140.00


	$280.00



	(18) TOTAL
	$ 280.00

	(20) PURPOSE

        REPLENISH TONER FOR REQUIRED PRINTERS, OPERATION SILVER STEED SUSTAINMENT 

	  DATE  

     20060620


	  TYPED NAME AND GRADE OF REQUESTING OFFICIAL
	  SIGNATURE


	
	     JOE SNUFFY, Amn, USAF
	  TELEPHONE

         x 2034

	  DATE
     20060620
	  TYPED NAME AND GRADE OF APPROVING OFFICIAL
     A. APPROVING, SMSgt, USAF

     323 ECES Superintendent


	  SIGNATURE



	
	
	  TELEPHONE

      x 2035

	I certify that the supplies and services listed above and in the attached list are properly chargeable to the following allotments, the available balances of which are sufficient to cover the cost thereof, and the funds have been committed.

	 (23) ACCOUNTING CLASSIFICATION

	 (24) AMOUNT
  $ 

	 (25) DATE

	 (26) TYPED NAME AND GRADE OF CERTIFYING OFFICIAL

	  SIGNATURE


AF FORM 9, MAR 77 (EF)
	REQUEST FOR PURCHASE
	  (1) NO.



	 (2) INSTALLATION
     323 AIR EXPEDITIONARY WING, TANGO AB, OCEANA
	 (3) DATE
            20060620

	 (4) TO:  
     323 EXPEDITIONARY CONTRACTING SQUADRON
	 (5) CLASS


	 (6) THROUGH:
     323 EXPEDITIONARY COMPTROLLER SQUADRON
	 (8) CONTRACT, PURCHASE  

 ORDER OR DELV ORDER NO.

	 (7) FROM:  (Insert RC/CC, If applicable)
     323 AIR EXPEDITIONARY WING / SVS
	

	IT IS REQUESTED THAT THE SUPPLIES AND SERVICES ENUMERATED BELOW AND IN THE ATTACHED LIST BE

	 (9) PURCHASED FOR
     323 EMSG / ESVS
	 (10) FOR DELIVERY TO
     323 ESVS / MSgt Dining / x2002
	 (11) NOT LATER THAN
       20060620

	(12) ITEM
	(13) DESCRIPTION OF MATERIAL OR SERVICES TO BE PURCHASED
	(14) 

QTY
	(15) 

UNIT
	(16) EST 

UNIT PRICE
	(17) ESTIMATED

TOTAL COST

	
1


	SERVICES, NONPERSONAL:  Contractor to furnish all labor, tools, parts, materials, equipment, transportation, and other incidentals necessary to accomplish services listed below:

Mess Attendant Services in accordance with the attached performance work statement for the period of one day.   Estimated number of meals:  1,000 

    Suggested Source

     ZEPPELIN’S CAFÉ

TANGO CITY  
	1
	JB


	$3,500.00


	$3,500.00



	 (19) DEMAND CODE
	 (18) TOTAL 

$ 3,500.00

	(20) PURPOSE

             FEED THE TROOPS IN SUPPORT OF Operation SILVER STEED 

	  DATE  

     20060620

	  (21) TYPED NAME AND GRADE OF REQUESTING OFFICIAL
	  SIGNATURE


	
	      I.B. DINING, MSgt, USAF
	  TELEPHONE

         DSN: 2002

	  DATE
     20060620
	  (22) TYPED NAME AND GRADE OF APPROVING OFFICIAL
     WING KING, Colonel, USAF

     323 AEW/CC

	  SIGNATURE



	
	
	  TELEPHONE

      DSN: 2035

	I certify that the supplies and services listed above and in the attached list are properly chargeable to the following allotments, the available balances of which are sufficient to cover the cost thereof, and the funds have been committed.

	 (23) ACCOUNTING CLASSIFICATION

	 (24) AMOUNT
  $ 

	 DATE

	 (25)  TYPED NAME AND GRADE OF CERTIFYING OFFICIAL

	  SIGNATURE


AF FORM 9, MAR 77 (EF)

Purchase Request (Air Force Form 9) 

Instructions and Samples

***USE THE METRIC SYSTEM FOR ALL REQUIREMENTS***

= REQUIRES YOU TO FILL IN INFORMATION
BLOCK 1 - Purchase Requisition Number. LEAVE BLANK, filled in by FM.

BLOCK 2 - Installation.  323 AIR EXPEDITIONERY WING, TANGO AB, OCEANA

BLOCK 3 - Date.  Date AF Form 9 was prepared.


BLOCK 4 – To.  Contracting Officer.  Enter the Contracting Office Sq and office symbol. 
                      323 EXPEDITIONARY CONTRACTING SQUADRON
BLOCK 5 - Class.  LEAVE BLANK.

BLOCK 6 – Through (Include the offices through which the PR passes for certification before arriving to contracting.)   323 EXPEDITIONARY COMPTROLLER SQUADRON

BLOCK 7 - From. (Your organization, office symbol and telephone number for POC)   
This information is vital, constant contact with the customer is essential to avoid delays.  
BLOCK 8 - Contract, Purchase Order or Delivery Order Number.  LEAVE BLANK.

BLOCK 9 - Purchased For.  YOUR UNIT AND OFFICE SYMBOL.

BLOCK 10 - For Delivery To.  Where (address including building number/room number) the commodity is to be delivered to or the service is to be performed. 

BLOCK 11 - Not Later Than.  Enter your required delivery date/time (if applicable) or when the service is to commensurate, for example  20 JUNE 2006 / AM

BLOCK 12 - Item.  Four position Line Item Number, starting with 0001 (0002, 0003, etc).

BLOCK 13 - Description of Material or Services to be Purchased.  Enter a valid stock number of up to 15 positions (IF APPLICABLE), an item description or specification of the item being requested or the service to be performed, a suggested source with address, telephone number, and fax if possible.  Also include authorization from the Office of Primary Responsibility (e.g. if communication or computer requirement, coordinate through Communication Squadron before turning the request in to contracting squadron).  


BLOCK 14 - Quantity.  ENTER THE QUANTITY desired of the specific line item.  

BLOCK 15 - Unit.  Enter two-position unit of issue code (use the metric system!), refer to "UNIT OF ISSUE DESIGNATIONS" ATTACHMENT, METRIC SYSTEM ONLY.
BLOCK 16 - Estimated Unit Price.  Enter a unit price estimate for each unit of the line item.  Base it on current market information or obtain it from catalogs, internet, etc.  If this information is not available, enter your best estimate, after all, you’re the technical expert! 

BLOCK 17 - Estimated Total Cost.  Enter the estimated total cost for each specific line item.

(Quantity multiplied by estimated unit price).


BLOCK 18 - Total.  Enter the total cost of all line items included in the purchase request.
BLOCK 19 - Enter Demand Code, Supplementary address six-position account code of the receiving activity if different from the requisitioner cited in the PR number, the signal code and the fund code.  LEAVE BLANK.
BLOCK 20 - Purpose.  State the specific purpose of the acquisition (Recurring or Nonrecurring).  If this requirement is specifically for repair of the AIRFIELD, state so (i.e., for AIRFIELD OPERATIONS), Contracting will make it a Priority One purchase.
BLOCK 21 – Include the Requesting Official Information, to include the date, grade, telephone number and signature of this individual.    


BLOCK 22 – Include the Approving Official Information, to include date, name grade and signature of the person.  SEE ATTACHMENT "APPROVING OFFICIALS"
BLOCK 23 - Funding Certification.  Customers obtain accounting classification from resource advisors. The complete fund citation must be certified by the comptroller’s office before the purchase request is submitted to contracting.  LEAVE BLANK.
BLOCK 24 - Amount.  Should be the same as Total in block 18.  This is the total amount that will be certified by comptroller squadron.  LEAVE BLANK.
BLOCK 25 - Funds Certification.  This is the name, grade and signature of the person certifying the funds, and the date the funds were certified. LEAVE BLANK.
PURCHASE DESCRIPTIONS 

Purchase descriptions serve two purposes.  They allow the buyer to determine what to buy and where, as well as allow the vendor to quote properly and deliver the correct item.  Adequate item descriptions ensure you get what you need at the best value possible.  Item descriptions, specifications, and technical requirements should always be clear and concise.  Describe your requirement in sufficient detail to leave no room for doubt.  Ambiguous descriptions delay contracting action and can lead to the purchase of the wrong product or service.  Correcting discrepancies is time consuming and expensive, it wastes your valuable time and the CCOs.

Item descriptions set forth the essential physical and functional characteristics of the supplies or services required.  The minimum requirements of the government should be expressed in the description.  However, do not confuse minimum requirements with minimum descriptive data.  Include as much information as possible to describe exactly what you need.  The principal features of a purchase description may be determined by answering such questions as:

· What is it?

· What is it made of (paper, wood, plastic, etc.)?

· What are its principal descriptive characteristics (size, color, shape, etc.)?

· What does it do?

Preparing a Purchase Description
A generic purchase description is written in simple language, such as you would use in your own private purchases.  Brand names are prohibited without separate written justification.  A generic description is the most desired, in that it clearly identifies what is required, yet provides for the maximum competition among available sources.  The purchase description should clearly describe the essential physical and functional characteristics of the item required.  It should include as many of the following characteristics as necessary to express the minimum requirements of the government:

· Kind of material

· Electrical data, if any

· Dimensions

· Restrictive or significant environmental conditions

· If part of an assembly, the location within the assembly

· Essential operating conditions

· Special features, if any

· Operation to be performed

· Equipment with which the item is to be used

If, however, you cannot write an adequate purchase description, a less desirable alternative exists by identifying a specific product followed by the words "brand name or equal."

UNIT OF ISSUE DESIGNATIONS

Commodities/Supplies or Services


AM – Ampoule 
AT – Assortment 
AY – Assembly 


BA – Ball 
BC – Block 
BD – Bundle 


BE – Bale 
BF – Board Feet 
BG – Bag 


BK – Book 
BL – Barrel 
BO – Bolt 


BR – Bar 
BT – Bottle 
BX – Box 


CA – Cartridge 
CB – Carboy 
CC – Cubic Centimeters 


CD – Cubic Yard
CE – Cone 
CF – Cubic Feet 


CK – Cake 
CL – Coil 
CM – Centimeters 


CN – Can 
CO – Container 
CS – Case 


CT – Carton 
CY – Cylinder 
CZ – Cubic Meters


DR – Drum 
DZ – Dozen 
EA – Each 


EN – Envelope 
FD – Fold 
FT – Feet 


GL – Gallon 
GM – Gram 
GP – Group 


GR – Gross 
HD – Hundred 
HF – Hundred Feet 


HK – Hank 
IN – Inch 
JR – Jar 


KE – Keg 
KG – Kilograms 
KT – Kit 


LB – Pound 
LF – Linear Feet 
LG – Length 


LT – Liter 
LO – Lot 
MC – Thousand Cubic Feet


ME – Meal 
MG – Milligrams 
MM – Millimeters 


MR – Meters 
MX – Thousand 
OT – Outfit 


OZ – Ounce 
PC – Piece 
PD – Pad 


PG – Package 
PK – Pack 
PL – Pail 


PM – Plate 
PN – Panel 
PR – Pair 


PT – Pint 
PZ – Packet 
QR – Quire 


QT – Quart 
RA – Ration 
RL – Reel 


RM – Ream 
RO – Roll 
RY – Thousand Rounds


SA – Sack 
SC – Square Centimeters
SD – Skid 


SE – Set 
SF – Square Feet
SH – Sheet 


SK – Skein 
SL – Spool 
SM – Square Meters


SO – Shot 
SP – Strip 
SU – Subscription 


SV – Sleeve 
SX – Stick 
SY – Square Yards


TN – Ton 
TO – Troy Ounce
TU – Tube 


UN – Unit 
VI – Vial 
XX – Ten 


YD Yards

Services

JB – Job 
MO – Month 
QR – Quarter 



YR – Year 

APPROVING OFFICIALS
Deployed Forces Commander / Chief / 1st Sgt


Fire DAWGS
Operations

EOD
Equipment

SVS
Readiness

COMM


Structures


Environmental


Utilities

EA


Liquid Fuels

HVAC


Power Pro

Electrical







6

