
Educational Technician Training 

Weapons Government Purchase Card Process



Basic Overview 

This presentation is a basic Overview of how to start a 
purchase request.

Please reach out to your department Lead Ed Tech for 
department detailed process. 



Required Documents for All Purchases (Note: All 
documents need to be in pdf format)

• Purchase Request 

- FY21 Purchase Form (Non Gift Fund Purchases) -
https://intranet.usna.edu/Comptroller/_files/documents/1_-_FY21_PC_Order_Form_19_May_20-_SEP_2018_-
_7200.11.pdf

- FY21 Gift Fund Purchase Form -
https://intranet.usna.edu/Comptroller/_files/documents/Purchase%20Card/2_-_FY21_PC_Order_Form_3_Sep_20_-
_GIFT_FUNDS_ONLY_-_SEP_2018_-_7200.112.pdf

• Quote – must match purchase request

• Vendor 889 – needs to be signed current fiscal year (i.e. FY21 01 Oct 
2020 to 30 Sep 2021)

- Current USNA Database (can download file for inclusion in 
package)– https://drive.google.com/drive/folders/1imJ7WmpPYra4Kf3iEmfRCeoN2mbD58Ft?usp=sharing

- Form - https://intranet.usna.edu/Comptroller/_files/documents/Purchase%20Card/889_Representation_Form_-
_31_Aug_20.pdf

https://intranet.usna.edu/Comptroller/_files/documents/1_-_FY21_PC_Order_Form_19_May_20-_SEP_2018_-_7200.11.pdf
https://intranet.usna.edu/Comptroller/_files/documents/Purchase%20Card/2_-_FY21_PC_Order_Form_3_Sep_20_-_GIFT_FUNDS_ONLY_-_SEP_2018_-_7200.112.pdf
https://drive.google.com/drive/folders/1imJ7WmpPYra4Kf3iEmfRCeoN2mbD58Ft?usp=sharing
https://intranet.usna.edu/Comptroller/_files/documents/Purchase%20Card/889_Representation_Form_-_31_Aug_20.pdf


Item Types which require Special attention or approval
• Advance Payments

• Advertising

• Business Cards

• Convenience Checks

• Hazardous Materials

• IT Supplies, Service and Equipment 

• Memberships

• OCONUS

• Radioactive Materials

• Safety Review of Purchases

• Subscriptions

• Terms and Conditions

• Training, Education and 
Professional Development

• Third Party Payment 
Vendor/PayPal



Prohibited Items For Purchase
• 36. Post Office Box Rental*

• 37. Purchases from Government 
employees*

• 38. Radio Frequency and Wireless 
Devices* 

• 39. Refreshments/Food*

• 40. Repair of GSA-leased Vehicles. 

• 41. Reprographic Equipment* 

• 42. Retirement Give-Away Items*

• 43. Transportation of household 
goods, freight and logistics 
shipments. 

• 44. Travel, or Travel Related 
Expenses (Employee or Vendor)* 

• 45. Uniform Items* 

• 46. Unpriced Services

• 47. Vacuum Cleaners* 

• 48. Water, Bottled* 

• 49. Water Coolers in the 
Workplace 

• 18. Give-away Items*

• 19. Hand Sanitizer* 

• 20. Holiday and/or seasonal greeting cards. 

• 21. Household Goods Transportation Services. 

• 22. Incentive Music and Equipment* 

• 23. Items or services not for Government use or 
of a personal nature*

• 24. Light Refreshments at Conferences. 

• 25. Lodging and Meals. 

• 26. Luggage. 

• 27. Medical and Dental Care. 

• 28. Membership Fees or Dues* 

• 29. Monetary items or services* 

• 30. Multi-year Memberships, Services, 
Subscriptions, and/or Warranties* 

• 31. Name Tags.* 

• 32. Ozone Depleting Substances. 

• 33. Personal items.* 

• 34. Personal Services. 

• 35. Pesticides. 

• 1.  Aircraft fuel and oil. 

• 2.  Appliances in the Workplace*

• 3.  Asbestos and Asbestos - Containing Materials.

• 4. Buildings and/or Land, or Lease of Long-Term 
Rental*

• 5. Cash Advances 

• 6. Cash Refunds* 

• 7. Cellular Usage* 

• 8. Christmas and other Seasonal Decorations* 

• 9. Clothing, Safety/Specialty*

• 10. Commercial Vehicles*

• 11. End of tour give-away items* 

• 12. Entertainment.

• 13. Facial tissue (Kleenex)* 

• 14. Fireworks. 

• 15. Food* 

• 16. Gasoline or Oil for DON Vehicles and/or Vessels *

• 17. Gift Acceptance (Gift Cards/Checks, Rebates or 
Incentives)*



Mandatory sources



Routing of Purchase Request
• Send email to AO 

- Include all documents in pdf format

- Gift fund purchases 

- One purchase request package per email

• AO assigns Purchase Request to CH and enters in tracker

- Forwards email to CH assigned and copies requestor

• CH completes document and sends to Budget / Research for RQ assignment

• Budget / Research returns to CH

• CH either:

- Places order

- Returns to requestor for ITPR process

*requestor obtains ITPR approval and returns to CH for order placement

• CH receives delivery

• Receiver eSigns purchase request



Sample Gift Fund Purchase Request
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1. Account Name (i.e. Volgenau)
2. Requestor Name (Faculty member)
3. Requestor Contact number
4. Date request created
5. Merchant Name
6. Point of contact for merchant
7. Merchant phone number
8. Item complete description, including 

part number
9. Quantity for each line item (must match 

quote)
10. Price per unit (must match quote)
11. Cost Head Signature (person signing for 

account)
12. Cost Center Head printed name
13. BESA Code – 2 letters (i.e. FL, FK, FM)
14. Check if applicable

Note:  All signatures need to be digital, no 
wet ink signatures permitted throughout 
the process



1. Account Name (i.e. NAVSEA)
2. Requestor Name (Faculty member)
3. Requestor Contact number
4. Date request created
5. Merchant Name
6. Point of contact for merchant
7. Merchant phone number
8. Item complete description, including part 

number
9. Quantity for each line item (must match 

quote)
10. Price per unit (must match quote)
11. Cost Head Signature (person signing for 

account)
12. Cost Center Head printed name
13. Account Number
14. Check if applicable

Note:  All signatures need to be digital, no wet ink 
signatures permitted throughout the process

Sample Regular Purchase Request
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Links to Resources / Forms

• Comptroller Government Purchase Card Program-(contains links to 
forms and guides)  https://intranet.usna.edu/Comptroller/card2.php

• ITSD Finance Department- (links to guides for ITPR and ITPRA) 
https://intranet.usna.edu/Finance/index1.php

• View Only DIV PCO Tracker (updated overnight)-
https://docs.google.com/spreadsheets/d/1zmWGvQ3_n26tFl3H_My
G76FA8jVBqg02JpEzVOdrDs0/edit?usp=sharing

https://intranet.usna.edu/Comptroller/card2.php
https://intranet.usna.edu/Finance/index1.php
https://docs.google.com/spreadsheets/d/1zmWGvQ3_n26tFl3H_MyG76FA8jVBqg02JpEzVOdrDs0/edit?usp=sharing

