Cardholder’s Abstract Sheet

[bookmark: Text1]Purchase Request Number      
[bookmark: Text2][bookmark: Text4]Purchase Order Number      				Date      
[bookmark: Text3]Cardholder Name      						
[bookmark: Text5]Item Description      
[bookmark: Check1][bookmark: Check2]Do you have required approvals (e.g. BO, IT, etc.)?  |_| Yes   |_|   No
[bookmark: Check3][bookmark: Check4]Does the item need a hand receipt or entry on the property book/equipment account?  |_|Yes  |_|No
[bookmark: Check5][bookmark: Check6]Is item authorized for purchase with the purchase card? |_|Yes   |_|No
[bookmark: Check7][bookmark: Check8][bookmark: Text6]Is item available in stock? |_|Yes  |_|No   Supply POC      
[bookmark: Check9][bookmark: Check10]Have mandatory sources been considered?  |_|Yes   |_|No
	Vendor
	
	POC
	

	Phone
	     
	Iraqi Business?      
	[bookmark: Check11][bookmark: Check12]     |_|Yes   |_|No    

	Reason for not awarding to Iraqi Business
	     
	GSA Contract #
	     

	Contract expiration date
	     
	Qty & Unit of Issue
	     

	Unit Price
	     
	Quantity Discounts?
	     

	Any Discounts?
	     
	Minimum Order?
	     

	Delivery Date
	     
	Shipping Fees? (NO shipping cost preferred)
	     

	Notify vendor not to make a partial shipment
	     
	Warranty?
	     

	Will the items be delivered within the current billing cycle?
	     
	Are items on backorder?  If so, does vendor know not to charge until complete shipment is made?
	     

	Was vendor notified of government exemption from sales tax?
	     
	Is this purchase within single and monthly purchase limits?
	     

	Remarks
	     



[bookmark: Text7][bookmark: Text8]Awarded to     in the amount of $     .  The price is determined to be fair and reasonable IAW FAR 13.202 for open market orders or FAR 8.405-1(b) for orders against a GSA Schedule.




								_________________________________
								Contracting Officer

**Use continuation sheet for purchases of multiple items and attach.

