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2.  Level of Need (If not Routine)
4a. Requirement (make / model / pn / nsn)
QTY
U/I
Unit Price
Total Price $
b.
c.
d.
e.
Shipping Cost
Vender Surcharge (up to 4%)
Total Estimated Cost (includes continuation page if present)
Continuation Page Total
+ This Page Total
5. Describe Minimum Government Need Being Satisfied (why are you buying this)
6. Management Approval  Are the items 1 - 5 complete and accurate?			  Yes		No	
7. Vendor Name / Address / Telephone # / POC
8. Deliver To:  Unit Name / Address / Tel # / POC
9. Contract Data (If applicable)
10. Cardholder Reminders
1.  Are the items on the Prohibited and/or Special Attention List?	Yes	No	Ask AOPC if in doubt
2.  Are vendors rotated for the same type of purchase?		Yes	No
3.  Is this IT (J-6) Supplies or Equipment?			Yes	No	Attach J-6 authorization
4. Is this accountable property or a "pilferable" item?		Yes	No	Record in accountable property log "CRCARD" in WAWF 
5. Are you waiving the requirement to use mandatory sourcing	Yes	No	Attach supporting documentation
6.  Federal Government tax free status requested			Yes	No
7.  No Third Party Charges (PayPal, Amazon, etc.)			Yes	No           Attach supporting documentation
11. Order Information
12. Approving / Billing Official
13. Cardholder
14. Required After the Purchase 
19.a. Requirement (make / model / pn / nsn)
QTY
U/I
Unit Price
Total Price $
b.
c.
d.
e.
Total Estimated Cost (this page)
 
 INSTRUCTIONS FOR COMPLETING DLA FORM 1901
 
 
Block 1:         Requestor's first and last name.
Block 2:         Requestor checks the appropriate level of need, if not routine.
Block 3:         Requestor enters the date of request.
Block 4:         Requestor lists the requirement, quantity, U/I, unit price, total price, shipping, vendor surcharge, and total estimated cost.
Block 5:         Requestor provides a justification for the requested items.
Block 6:         Management Approver checks Yes or No confirming accuracy and approval of blocks 1-5.
Block 6a:         Enter the Management Approver's first and last name, title, and date of signature.
Block 6b:         The Management Approver signs and dates (manual or electronic).
Block 7:         The Requestor or CH enters the vendor name, address, phone number, and point of contact.
Block 8:         The Requestor or CH enters the delivery information - name, address, phone number, and point of contact.
Block 9:         If applicable, the Requestor or CH enters the contract number and period of performance.
Block 10:         The CH completes the reminders.
Block 11:         The CH enters the call number (a), date ordered (b), and actual cost (c).
Block 12a:         The A/BO enters the first and last name, title, and date of signature.
Block 12b:         The A/BO signs and dates (manual or electronic).
Block 13a:         The CH enters the first and last name, title and date of signature.
Block 13b:         The CH signs and dates (manual or electronic).
Block 14a:         The Receiver enters first and last name and date of signature.
Block 14b:         The Receiver signs and dates.
 
Requestor:  Cannot be the CH, Management Approver or A/BO
Management Approver:  Cannot be the CH, A/BO, or the Requestor 
Receiver:  Cannot be the Management Approver, A/BO, or CH
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