Regional Contracting Office East
(RCO-East)

CREATING A PURCHASE REQUEST
(2021)



Agenda

Creating a PR

Reasons for Disapproval
Things to Remember
Points of Contact



Creating a PR

Once you click on the PR builder website, there will be two warning nofification pages, pushi agree and then okay.
The next page you will receive is the inbox page
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The next step will be rolling the mouse
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click cabinet administration, label the folder Servmart or FY19.
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The next page is shown below. To
create a document number click on
create
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To create a Purchase request, you will click on the drop down button that says document type

code The code that will now be used is §5/SU
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Once you have the document type code, leave the misc. pay type
code blank. The document purpose has a drop down box, you will
click on original. Then hit continue
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If you scroll down the page, you will see the PR name. That box

will be the title of the Buy . Below is an example. When you are
finished, scroll down
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The financial system needs to be SABRS for supply's and none for ServiMart.
Then keep scrolling.

G ? mn

e earerrral

T re e T g

Unclasa) e

s - AUl PR Busder

AL bty

A e Seancty o Lo L Sanero

| Document Number Search E drganzaions | USMCRETI2EREZ 310

Calines = Agminkiration »

Creste

Opicns *  Support *

Recently Ancessed Documents =

m 2 mrHH.E

Invalid

Cocument Status: In Prooess

Haeadar PG

Financial Ey=tem
P Sejecied

Aphas] Price £0.00

e

Bilirg ard Frequency  Alach

v _

Back 1o Cabinet

Remember o save your work before leaving this form.
Special chamoiers (8, &, i) will be remaved wihen this doourment

S B Feretow

in savpd, Exampkes




oc INSTA4z,
o A2,

%“‘,pnrt to 1/76

&

Keep scrolling

X g SRTLEE

T e
= g

Ureclassifad

=y ny F ' ek dppde pn= niboy = Aboul FR Bulder :: Accessibliby anced Search @ Log O shanert
e F E L E L" I_D EE In-m.rmnl Mumisssr Search |l.'.l:I| onganizafion:. USMCIMETIZEMZ 1310 w |
Cabineis = Aciminisiration v P Cptiors » Support - Hecenily Accessed Documents »

"Sve | Compite | oo o v s v (5D

Invalid

Dooumient Stahus: in Process

Resnember o save your work bsfors bsaving this form
Special charasiemn (D, ®, ale) Wil ba removed when 1hs daciment
= gearwedl, Examalas

P

Headar Line Bem o Eiling and Fragquency

Afiach Sane B Revisw

Contract Information

]
Proourement Instnament Yehiole Procursment Instrurment Crigin
- h = LY
Coriraci Numbser § Proouresment Insbnament ldertifeBdDfenment Insbrument Desongtion
- . Tt - o - - gt
et
o ———————————rti



The priority will be 13 (lowest). The justification will be why you are needing the
supplies. YOU MUST FILL THIS OUTI To the nght will be your information, (the person
who made the Purchase Request). This should already be filled out. Below is an
example. Then keep scrolling to the next section
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The mailing address will be originator, Just drop down the box and click
on it. Once you click on originator, everything else will populate. Below is

an examEIe. The next tab will be the line item
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When it comes to the line item, the extra steps that will need to be followed are listed below
1. PSC codes

2. Adding mare than one line item
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Furchasing office supplies;
The PSC code you will receive, the OCC will populate automatically
The PSC description will populate automatically

Unit of issue
Ship To will be Same as Originator
Cate required be real at least 45 days for supplies.
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The next step is going to be putting in your own LOA (line of accounting). Get
with your SUPO will be able to give you the information. You will click on "go
to USMC LOA" and the page displayed below is what you will see on your

screen.

Once you have an
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drop down armow
that says "LOA
label® The financial
information will the
automatically
populate. Once yo
are done with this
step, add/update
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The next tab is going to be vendor

To add a vendor, click on the
magnifying glass
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Here is how the Servmart vendor should be filled out. When you are
finished, save and select.
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Once you have filled out PR Builder, you are now ready to upload
your required doc’'s for contracting, click on add new record
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This page will pop up. Select the file that you have your Purchase request saved under,
Click on the document type, drop down the box, and click on other

If it allows you to put the daie in the created date box, go ahead do s0,

Click | certify and then click add
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The last step is to save and review
your work!
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Wrong PSC code.
Miss use of Priority System.
Bad POP dates and RDD dates.

Not using updated doc’s from the website.

Missing waivers i.e.: I'T waiver, base property waiver for
supplies,

Salient Characteristics not in line item description block.
Documents not signed.
Missed cutoff dates.



Things to remember

Save your work.

Name cabinets something professional.
Attach documents, have them signed.
Plan ahead for cut off dates that are set by HOMC.
Any guestions please contact the RCO.




» Director of Contracting (LtCol Ingold)(910) 451-7843
» Deputy Director of Contracting (Dr. Sherry Gaylor)(910) 451-7842
* Procurement Chief (MSgt Britton) office: (910) 451-5182 cell: (910) 548-3287

« MCIEAST Small Business Representative (Christopher Rabassi )(910) 451-8424

» Red Team Leader (Harold Kostem)(910) 451-1535 When in doubt contact us!

* White Team Leader (Coleman Scott)(910) 451-4919 A phone call or face to

« Blue Team Leader (Laurie Lenser)(910) 451-1467 face meeting can greatly
reduce friction and delay

« GCPC (John Outlaw)(910) 451-4599 in the Acquistion process

« E-Business Support WAWF/PIEE/Economy Act/MIPRs/Corts/PR Builder/
UUAM’s (Wayne Gray)(910) 451-5520

« Unauthorized Commitments, Economy Act/MIPRs
(Ms. Stella Butler)(910) 451-1242 & (Wayne Gray)(910) 451-5520




» Director of Contracting (LtCol Ingold)(910) 451-7843

» Deputy Director of Contracting (Dr. Sherry Gaylor)(910) 451-7842

« MCIEAST Small Business Representative (Christopher Rabassi)(910) 451-8424
* Procurement Chief (MSgt Britton)(910) 451-5182

 Red Team Leader (Harold Kostem)(910) 451-1535

»  White Team Leader (Coleman Scott)(910) 451-4919

» Blue Team Leader (Laurie Lenser)(910) 451-1467

« GCPC (John Qutlaw)(910) 451-4599

« E-Business Support WAWEF/PIEE/Economy Act/MIPRs/Corts/PR Builder/UUAM’s
(Wayne Gray)(910) 451-5520

« Unauthorized Commitments, Economy Act/MIPRs
(Ms. Stella Butler)(910) 451-1242
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