i

U.S. DEPARTMENT OF TRANSPORTATION
FEDERAL AVIATION ADMINISTRATION EA AF 4200.1B

February 11, 1988

SUBJ: PREPARATION AND APPROVAL OF PROCUREMENT REQUESTS

1. PURPOSE. This order sets forth Eastern Region Airway Facilities Division
policy and procedures relating to preparation, processing and approval of procure-
ment requests for the Operations and F&E: Programs.

2. DISTRIBUTION. This order is distributed to the Eastern Region division level
in the regional office, section level in the Airway Facilities Division and two
copies to éach Airway Facilities Sector and Field Office in the Eastern Region.

3. CANCELLATION. Order EA AF 4200.14 dated June 5, 1985, is cancelled.

4, ACTION., All Procurement Request Forms DOT F 4200 1 shall be completed in
accordance with Appendix 1 -of this order,

5. APPROVAL AUTHORITY. The authorizing official whose signature is entered in
Block (5) (a) (2) of the procurement request is determ1ned by the monetaty value of

the services required as follows:

a. Monetary Value L AuthoriZing'Offieial
Up to $100,000 ‘ - Sector Manager/Branch Manager
From  $100,001 to $500,000 Division Manager, AEA*QOO
Over '$500,000 ' Regional Dlrector

b. The authorizing official is required ‘to verify that costs of procurement
requests are within budgetary limitations and allocations, or to seek and secure
needed approvals from AEA-420 prior to affixing approval slgneture regardless of
amount /cost of reguest.,

6. FORWARDING OF PROCUREMENT REQUESTS. = Procurement requests initiated at the
branch or sector level should be forwarded for final processing in accordance w1th
the following directions:

a. Procurement requests submitted by branch managers c1t1ng F&E funds shall
be forwarded to AEA-42]1 for rev1ew and Lnxtlalllng.

b. Procurement requests of -any cost submitted by sector managers citing F&E
funds shall be forwarded to AEA-42} for review and 1n1t1a111ng.,

¢. Procurement requests w1th a nmnetary value over $100,000 submltted by

 branch manager or sector managers citing operatious funds shall be forwarded to the
- Program and Planning Branch, AEA-420, who will be responsible for directing the

Procurement Request to the attention of the Division Manager for approval.

Distribution: A-xpa-2, A-XAF-4, FAF-2/7 (2 cc's); AEA=407(5 cc's) Initiated By: Apa-422
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/d. Procurement requests with.a monetary value under $100,001 suhmitted‘hy
sector managers or branch manager citing operations funds shall be forwarded to
the following offices: - 5 :

[REE

(1) Rentals-2300 procurement requests shall be forwarded to:

- (a) 'AEArégZ ~ New service contracts,or contracts with significant
changes. : R , , . ,

(b) AEA-50 - Contract Renewals.

2) Contractual ServiceSAZSGO‘ (excludingp‘2591/2541) procurement
requests shall be forwarded to: . , B ' ~
~ > (a) . AEA-422 - New service contracts or contracts with significant
changes. , :
(b) AEA—SO - Contract renewals.

(3) SMP Code 213/2591 and S&G code 211/2541 = procurement request shall
be forwarded to AEA-50, with a drop copy to AEA-422. =

(a) Assign the prefix P to the 4 number code for SMP projects;;
{(b) Assign the prefix G to the 4 number code for S&G projects.

(c) Example for block 10 of procurement request,- Appropriation
Limitation/Cost Center Code/P or G Number/Sub~Activity/Object Class.~ ' :

(4) - Supplies & Materials 2600 - procurement request shall be forwarded
to AEA-SO o E B .

(5) _Equipment—3100:procurement'requests shalliherforwarded to AEA~422.

7. 'DEVIATIONS. . All:deviations from the standard . criteria set forth in Order EA
4405,2 ‘must’ be coordinated through ‘the Procurement Branch.

8. JUSTIFICAIION‘ All procurement requests for services,'equipment, or: supply
purchases must have a mission  essentiality statement.‘ This statement as a
minimum should include a short statement on each of the following items:

a. Background

b. _Purpose

c. Benefit to be derived

d. Impact if not accomplished

9. MANAGER~RESPONSIBILITY. - All procurement requests must be signed by the
sector manager, branch manager or his designee, and forwarded in accordance with
the procedures and requirements outlined in this order.

Charles J. Hoch ’
Manager Airway Facilities Division AEA-400

e
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: t R : M C : . APPENDIX 31

" READ )mnmoxs ON REVERSE NO CARBON RBOUIRED : racE | o 8 paces
ozpm*m:m or TRANSPORTATION S '

ROCUREMENT

_ROCESS

EQUEST
APIDLY

=] 30N

1. NAME, PHONE NUMBER, AND. RCUTING wuuwmsenfédlmm

L TYPL OF RENIEST (Claxk onv)

A ["j NEW REQUEST

3. OMIGINATING OFFICK DATA

N R

s, CHANG
PENOING PR NO.

NAME OF SUPPLIER |

2

A ADOITIONAL INFORMATION = (Susovsiod swppily sowrsss. spnridy dota. se.)

MODIFICATION TO
< SoNmm

5. APPROVALS

[N aas)cm:muxtrmm -

APPROVING COFFICIALS ROL mﬁ" ,m - : SECTOR OR FIELD .. .
w _- e e | M ™™ OFFICE DESIGNATION - ..
1) MO mESSTIGNER R i AND ADDRESS -~ ...
" SECTOR MANAGER'’ CAFS T F ol cem g e T L e o e e
. @_mm@m:@_ ) FEREUIE IUUIUIE Eaa v '
‘ . - ' - ,:..‘ums‘:‘mw' : " AR
= - 2 R B Dy =4 .DAY/MONTH/YR .
: ) . oo — - 5 COVERNMENT FURNISNED PROPERTY }
: “MANAGER, LOGISTICS ) AR, D " [:] v (II"YES." uzpa u{mm
DIVT@mN - e i _
S. DESCRIPTION OF TTEMS OR SERVICES AR
"] N -
J n'suonsznwcz umsmm.usmatm) QuANTITY - | uret— ME“”MEngL :
{ . LI m_‘ P e L .- ey (2- (_ﬂ) __E”“" L. w
I o ,.-' - N - . ’ R
“| x| GSACONTRACT# tf Applicable) "~ ~ |7 x| x| x| «x
" Inside Delivery - if required -
MISSION ESSENTIALITY STATEMENT
1. BACKGROUND
R r :
2. PURPOSE - - - -
3. BENEFITS
4. IMPACT IF NOT ACCOMPLISHED \
T EXAMPLES
" CC: AEA-422
TOTAL ESTIMATED COST
s x

8. ACCOUNYING DATA .
. ~./ Appropriation L_imitation/Coat Center 'qu__g/'Sub-Activity/Object Class

FORM DOT F 4200.1 om
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APPENDIX 1 - C ERE
" READ :vsmvmo\s ov BEVERSE o NO C'ARBO’V REQUIBED PAG. 20F 8 pAGEs
’ DEPARTMENT oF TRANSPORTATION A '
ROCUREMENT E‘UEST
ROcess  Naepty - 0 | . ,
1o NAME, mtmatm mmwuuwrﬂsmﬁmm " - ’ C . T 1L TYPE OF RECUEST (CAenk sur) . -' . .
Contact Person ' a. &} new recuesT b
3. ONIGINATING GFFICK DATA . _ ’ !
PR Control ¢ . A : _ & [] Feloine PR no.
TION  (Sweossted rupsly ity date rte.) ] T g B b
LORI Equipment , R : c D MODIFICATION To o
70 Seabro Ave. . " GROER NO. .
North Amittyville, LI, NY 11?01 o
5. APPROVALS .~ v e no ven
- APPROVINGOFFICIALS - - - | ROUTHG - | pure | ‘?ﬁ_ﬁi‘% Uy ":“..i_ Dgszgnatmn and Address
e wme e wm e e | wm ' - .o
(3 ATHORIZED REQULRIT IoRER. o e e R | ‘ ’ ’
’Sector Manager— GEITTITARE T SO B
Dlvxsion Manager T ST "‘ P AEA-‘LZO : —
An-way Fa.cxhtxes .. | AEA-400 - RE % PRIER reannee
“Division Manager ' B SR Dm Qm (lf‘YE&”capa Sc{hutnww
_Logistics - "< - AEA-sQ | - T — <R
. - : s, DESCRIFTION OF ITEMS OR SERVICES _ — , ' 4T
Pl I iTEM oﬁsmﬁcs.imzuamnemmsm#mmafm) oot |- QUANTITY | UMiF—r ‘ua;wsnmﬁofffm — . ‘
vl 7 . o SIS, @ 1 o LR s
11 Truck (Ford, GMC or other) equzpped with 40' Aenal 1 ea |48,000 | 48,000 .
"1 ~ Tower and Bucket. - . . ‘ : ;
~See Attached for Addmonal Requirements and
Supphers . 4 o , .
MISSION ESSENTIALITY STATEMENT .3
1. BACKGROUND S ' o e
) S SAMPLE e P
2. PURPOSE , ' ; :
.7 . . et i
3. BENEFITS b
. ' i
4. IMPACT IF NOT ACCOMPLISHED ©
;
i
’ ;OTALB'T"‘ATEDW
3 48,000
18, ACCOAMTING DATA .
Appropriation Limitation/Cost Center Code/Sub-Activity/Object Class -

FORM DOT F 4200.1 am |
PAGE 2 - : g | .
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, 2/11/88 . | (- .+ APPENDIX1
READ msrnm;ﬂox.s ON REVERSE . NO CARBON REQUIREb - ; race 3or 8 sages
b . DEPARTMENT OF 7m~spoan*rmn ‘ Jromeo nousT . o, '
9 JROCUREMENT  [DEQUEST e
3 "ROCESS APIDLY M
9 muc.mmm moamauuwmmmm 2. TYPE OF REQUEST (Chesk gur)
Contact Person A [] new recuesT
3 ORISINATING OFITICT DATA .
" PR Control # . 8. [] FEioe ¥R no
4 ADDITIONAL INMFORMATION (Sustsied ewpdiy souree. seravily data. ia. ) o
Certified Copy Company e. [ MeomeaTioN To
22 Commerce Drive ‘ ) B¢ Saberro, ot Renewal
- Farmingdale, NY 11735 (516) 293-0530 PRI -DTF A05-82-D~30129
5. APPROVALS . * , ; *@"S*m:m“ﬂ;jﬂ;:l otf |
ROUTING ATE | N TERNAL ROUTING ector or Fie ice -} |
AR ores | -t S "“{?"‘g“‘.‘- . Designation and Address d.0
(1) AUTWORIZED RESUISITIONER X o - o el L. : T
e e e a..v‘." v‘ -.'.., ..-.- . .. -’. ‘...‘: ’ - DI AFS‘I . .—_4 .. ".4\ '-A' '~.. A"‘ - o - - - : - i
- Sector Manager- E Lo AFS“ B Rl -' ; » B R B e el ‘ R S |
. ,mmmamm IV DT PUR D : : : ) Ty
) . - ' ¥ EX urm reaA
B T T e =] ouio/83 .-
..' ’ . .. - PO - mmmmmﬂ
.| “Division Manager o “m" Sof Fast
Logistics « AEAS0 | - - O=0= b
. - - ' t 8. DESCRIPTION OF ITEMS OR SERVICES * . R e
TEM monsmwcz(m-asp.smmmamawm) s n | oummmy | oot D —
‘.; ST g -.--" . TR £2 S (Q T e ) ",m o T
. . - . . ) ". .. . ’ . . 'A . - R . . . : ‘ N ‘.» . -: . . ‘ ‘. . ANNUAL |
1. FURNISH MAINTENANCE SERVICE FOR U.S. - 1 . ea | -1 275.00
GOVERNMENT OWNED MINOLTA 301 AUTOMATIC
. COPY MACHINE, S/N 160144 FOR PERIOD 10/01/83 +
. 09/30/84. . :
SERVICE TO INCLUDE NO LESS THAN TWO REGULAR | A ‘
INSPECTIONS, ALL EMERGENCY CALLS AND ALL ST : £ BT
PARTS. - ..i. :
MISSION ESSENTIALITY STATEMENT .
1." BACKGROUND - SAMPLE
2.  PURPOSE
3. BENEFITS it
4., IMPACT IF NOT ACCOMPLISHED I
TCTAL ESTIMATED COST !
$__275.00 i
16, ACCOUNTING DATA . ) . . !
b\ppropriation‘Limitation/Cost'Centei-j’f.‘ode@ub—Activity/Objec-t' Class . :
FORM DOT F 4200.1 wm :
PAGE 3 §
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READ msmv%{r:%zm ON REVERSE - .NO CARBON REQUIRED« ‘ - © " pacEd oF 8 "nszs\ oy
. - DEPARTMENT OF TRANSPORTATION ° B Y imasabaands - A . ‘
ROCUREMENT PDEQUEST - | ' |

- ROCESS | APIDLY o | | :

s ——— ———
,M&'mmm-mmm“"mmnm‘ﬂ : & TYPE OF REQUEST (Chusk sur) ’
Contact Person A. E NEwW RgOUEST "~ °
3 ORIGINATING CPFICK DATA - . N RIS -
. tet Lt . CHANGE TO -
- PR Control # 8. D PENDING PR No.
& ADDITIONAL. INFORMATION (Wn’ﬂ'mum““) . -e

Nine Assaciates N O o
10680 Main Street . . ‘ . o i ' GROER NO.

- . Fairfax, VA 22030 '  TEL 202-1803. . AR E
‘ ' : * 8, APPROVALS . . . g | ¢ enmionmx s sesTaTIoN - R At

APPROVING OFFICILS = Sector or .erlc.i Office _ o
. w BN (i De«'e’,@a?}On ﬂldA_ddress B IV
mmm ORI . : el - :
P e ‘-:-J Eaetal B ~‘;’_', .‘. R 'j}
< Sector Manager EA e Saiasll R

. ummwm 3 T I
S EPL ey FenpY Daeras 3;,}-,,7...‘.'  Day/Month/Year . R
4:" T ST, R DRI PRy A R ;mwm»m R N LR
“ e g S . g IR e T ot e - b..
Division Manager RSN e = D"" D"‘ ds 'm""‘eg,i: ’?"“4"" o
; : L R R Fht

9. DESCRIPTION OF lTEMS OR SERV!CES

TEM :
NO.

TTEM OR SERVICE (Jnclide Specifications and Speciel Tastractions) .- - '- | QUANTITY . el

. .. - Urerr * . AMOUNT
any e ] 3 S PO e muw -t K © w S

Communications Processor: ete R
14 Compustar, Model 30 : . 01 ea 2475 2475
24 = Disk Storage System, Model 10 ; , 01 ea |2825 2825
34 Modem, Model 212-3 : S 01 ea | 445 445
44  Printer, Epson FX-100 - ' : | 01 | ea | 734 734
’ . Options: Graphics; Seriel Interface; NN R
*Tractor/Friction Feed L _ N RN .

54 Allnecessa.ry Interconnecting Cables L : . .|. 110 110

GSA SCHEDULE. GS-OOR-§3-0I5-6012

MISS ION ESSENTIALITY S'I’ATEMENT

1. BACKGROUND L S -

2. PURPOSE

Py S

3. BENEFITS ) T

e e m———

4. TIMPACT IF NOT ACCOMPLISHED | ToTAL ESTIMATED oo

$__4589.00
18, ACTDUNTING OATA . o "
Appropriation Limitation/Cost Center Cod§[._Sub¥Activi ty/Object Class - b

FORM DOT F 4200.1 sm
PACE 4

Y e
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xzw msmucrmm ON REVERSE - NO CARBON REQUIRB‘D
) . wAm'msm' oF musrumxﬂou

ROCUREMENT
ROCESS

EQUEST
APIDLY

EA AF 4200.1B
APPENDIX 1

rmS or 8 m‘.:s‘

M&m!mm “Mlﬂmﬂ.@mﬁm“f

»_ P

Contact Person

2. TYPE OF RECUESY (Chmk one)

A Enm REQUEST

3 ORIGINMATING SIFFICE DATA

- PR Control # : ».0 S’.?SE‘.?.G PR no.
4 ADOITIONAL RMATION (S d cuppiy mmu};; N . -
Sears Co . LT . D M°a?-:-:k%;"e°: Te
RT1 L . )
Perth Amboy, NJ ossn L SRR | ——
- * 8 APPROVALS . . B | & consierax o vesTIATION - o
INTERNAL ROUTING |
APPROVING OFFICIALS BoENe ‘ 1. Deszgnation and Address
e oy SRR A OR R . o e W, w DR cs

- i L. P -
P

e

RV,

. gasoline powéred 1/2 to 1.4 GPM discharge, compiete
with 18" brass gun/gun tips/discharge, by-pass and
suction hoses.’ Sea.rs or equxvalent. '

MISSION ESSENTIALITY STATEMENT

1. BACKGROUND

PURPOSE : ;

3. BENEFI’i’S

IMPACT IF NOT ACCOMPLISHED

.- - - m i b i

SAMPLE

. - -.. N - & COVERNMENT MUmMISHED PRCPOTTY
“ Division Mariager o - = [:] s . wo (I!“YES."ucw 2 Fistrutices
. 8‘ : . - — = - .
. e e ) - 9. DESCR!PTION OF lTEM‘S OR SERVICES -~ : L e T
. monsmuammmmw:mm ]| ouamiry . | e AL O
. . - E} (‘! 3 . - - * .‘:.._ . ° E,.' ‘_ﬂ_’ ?2 s P PR
44 -Power Sprayer, Portable, Medmm pressure 3HP <10 ea }350 |350.

-~

TOTAL ESTIMATED C3ST

$ - 350.00

I

Appropriation Limitation/Cost Center Code/Sub-Act:vxty/ObJect Class

&

FORM DOT F 4200.1 om
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EAD INSTRUCTIONS ON REVERSE . NO CARBON EEQUIRED- Lot t Pace 6 or 8 pages
. DEPARTMENT OF mms#oarnxou L TROBIOT T . i
DROCUREMENT DEQUEST. . - - foemm -
-ROCESS APDLY b - i
A&tﬂﬂ"ﬂﬂﬁﬂmAMD.GRMCﬂwt&c’ﬂmﬂn?ﬂdﬁhkﬂ E L . |% TYPEOF REQUEST (Chack ons) - -
Contact Person K A [x] NEw rEQUEsT  ©
- ORGINATING GPPICE DATA . " . ] . - : . L
PR Control # . 8. [ SEANCE TR wo. I
Lunnuu&amnwuwn & ] My date. ota.) - ' ] . S : - ] ; )
3M Business Products Ceater - - -~ . - < [ ESorraar 6r T°
7070 Raign Ave. . Attn: A, Robimson .. SRR No. oo
- Pennsauken, NJ . 7~ - 302-655-6327 R I ) SR B At
- ' e __5. APPROVALS . - - - | & Ememanct e cerreunion | 3
’ Designat:on and Address R =l
il . Pty ... .. ' .G‘ 3";
- .. -
-{ % PaTE Remo : ‘- S '. -';. ’ = .",.-"
©10/1/83 - ST
; smmm'm R L '-,'- ..TJT.:
“ Division Manager = ST R e L']vu G (Il“m"nw h{hdmdbu
T ogisti; . e TABALSg 1 T - ‘
_ . - ’ CC 9. DESCRIPTION OfF ITEMS OR SERVICES °
Mo B monsmvnczam-ammmmaumdm) m.wnij .
o c et . « e "
1} Ma.mtena.nce Servxce for one (1) U.S.. Gov't. owned T 1
3M VOC II Cépier Model 215BG, Serial #192722 .
for the period 10/1/83 to 9/30/84 at our Wilmington | - .

"~ FSFU office in DE. '
Maintenance Service includes a'minimum of one |
inspection, all emergency calls and parts with the
exception of consumable ztems such as glass, lenses,

. lamps, etc. L S ST
*Note - - This procurement request is based on service
prices shown in GSA Contract GS-005-41-445 dated
9/30/83 and may have to be adjusted when tHe new .
contract for 84 comes out. (This will not be avaﬂable
untll after 9/30/83 according to Mr. Robxnson.)

MISSION ESSENTIALITY SIATEMENT" }
1. 'BACKGROUND - S I , i
2. PURPOSE ' ' : . - i
3. . BENEFITS : ' , . TOTAL £STIMATED CosT ;
4. IMPACT IF NOT ACCOMPLISHED S 34500 |
rmo DATA - »
.Appropriation Limitation/Cost Center Code'/gub-Activity/Object Class .

ORM DOT F 4200.1 o
PAGE 6
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2/11/88 Lt L ( ‘ .. - . | (’ APPENDIX 1
naw iNSTRUCTIONS ON REVERSE T ¢ - NO CARBON REQ‘Ui RED - PAGE7 oF 8 pages
' | DEPARTMENT OF TRANSPORTATION . . e T X . '
ROCUREMENT EQUEST ' B
“ROCESS ~ \APDLY - o
To N‘"&mlm “MM"H*@WT‘MM‘ - 2. TYPE OF REQUEST (Chesh onv) . .
Contact Person” v A. [X] new requesT
3. ONIGINATING OFFICK DATA ] :
PR CONTROL NUMBER ~ . 3 CHANGE TO
— e Ty e. [] FeNoine PR No. -
Interface Flocring System c. [ MopiricaTion To
Orchard Hill Road - Contact Person ‘ E] OR

. La Grange, Georgia 30241 Phone Number|

S. APPROVALS . vy p——e—
* APPROVING OFFICIALS -~ - ggﬂﬂ” N:G DATE N ROU ::G"Gu
° w . . - . © mu_ Hu""m‘ )
11} AUTHORIZED ACOUISITIONER .
B -1 AEA
"BRANCH MANAGER ~ - |AEA | *. AkA

() ACCOUNTING CENTIFICATION CPFPICER

7. DATE(R) ACOANED ©

8, GOVERNMIENT FURNISHED PROPERTY

R e ’ pAi/r-ngTH/YEAR

“ M.ANAGER, LOGISTICS
3 : _DIVISION AEA-50

i . D s [Jwo (l["YES.” e par. lo{hdmdbn
9. DESCRIPTION OF ITEMS OR SERYICES

PY T

-sﬂmmﬁaf%——;‘

uNrt
L) © (1) ) )

‘ : ITEM OR SERVICE a-aua Specifictions end Speciel Instractions) QUANTITY UNtRi= e

F_Procure the below llsted carpet tlle
= : manufactured by Interface under )
Contract GS-00S-58016 : -

1l Type: Velvet 28 166 ctn | 68.25| 4504.50
' Item: No. 31-39a, .Debron P/2200 : .
I . Color: #23 Terra Cotta . - -
Size: 18"X18"X.345" <

5 Square Yards ‘per Catton

DELIVERY INSTRUCTIONS.

A, The FAA shall be given 24 hours

. ‘advance notice before delivery if ]
made to the Air Traffic Control :
Tower Administrative Base Build- SAMPLE
ing.,

B. The person to be contacted for
the delivery date is: name,
phone number.

C.. Delivery shall be made during redular T ST G
Government working hours, Monday -5 4504.50°

) 10, ACCOUNTING DATA . >
: . . - appropriation/cost center code/job order/object class -

FSE ‘ o

[P S N

FORM DOT F 4200.1 a.m ‘ . :
' R PACE 7

B 0. U S ST
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e ,v" H
Ve e

?:
A

NO CARBON xzqumzp "" o

©2/L1l/88
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 “PAGE 8. i e

- e e e w—— i |, Tl e e

- 'DEPARTMENT OF TRANSRORTATION PROCUREKENT RESUEST 10
PROCUREMENT REQUF.ST CONTINUAT]ON SHEET
4. 9 DESCR!PTI@N OF {TEMS OR SSRV!CES e
e . ITEM OR SERVICE { Includs sgeﬁﬁmm Special Tnstruesions) | auawnty | unir o ATED COBT -
) ' ® " ) (2 @ (=) o
"1!" o
thru Friday between the hours of 8:00 ' _.
a.m. to 4: 30 p.m.
"The expendltures bezng made as :
represented by this purchase document '
are .authorized and included in the
. Approved D:Lv:.sn.onal Program. .
MISSION ESSENTIALITY STATEMENT .
1. BACKGROUND | B '
2. PURPOSE | B | / :
'3. BENEFITS-
+4.  IMPACT IF NOT ACCOMPLISHED ey
. ~ : — 1973.931.141
FORM DOT F 4200.2 o 1 US. COVERNMENT PRINTING OFFICE. 1811—0-432-411

]
bH
i
1
Ll




