
SPAWAR Purchase Card Policy Notice S-PCPN FY16 #5 – PROCEDURES FOR 
IMPLEMENTING THE NEW MANDATORY DON FURNITURE ACQUISITION 
POLICY – PCPN 16 NOV 11 AMENDED  
  
Note: Level 3 APCs - IT IS YOUR RESPONSIBILITY TO GIVE THIS NOTICE 
WIDEST DISSEMINATION TO PROGRAM PARTICIPANTS TO INCLUDE APCs, 
AOs AND CHs IN YOUR HIERARCHY.      
  
PURPOSE:  This PCPN is amended to include the current website for 
implementing the DON furniture acquisition policy. It informs DON Purchase Card 
Program participants of the procedures for implementing the mandatory DON 
furniture acquisition policy.   
  
OVERVIEW:  On 26 September 2011, DASN (AP) issued a new DON Furniture 
Acquisition Policy that applies to micro-purchases of furniture made using the 
purchase card (See website below).  The policy centralized the acquisition of 
furniture around a suite of selected Blanket Purchase Agreements (BPAs) to be 
used for ordering furniture. The strategically sourced BPAs shall be used for 
ordering office, dorm and quarters, child development, and industrial and 
institutional furniture. The BPAs do not include shipboard furniture. Ships are 
exempt from the mandatory use of the DON BPAs under the new policy.  
 The current website for DON furniture acquisition is:  
https://www.navsup.navy.mil/portal/page/portal/nss/supplies/furniture 
Recommend you refer to this site to remain current with furniture acquisition. 
 
ACTION: DON Cardholders should follow the below procedures to comply with the 
furniture acquisition policy.  

1. Below the Micro-Purchase Threshold – See ‘Steps for Ordering Furniture’ 
(enclosed). 
a.  Click the furniture link listed above.  Open the 2015 DON Furniture BPA 

Vendor List. Select the Special Items Number (SIN) that best describes the 
furniture to be ordered.  

b.  Select a BPA vendor for your region by clicking on the email address 
provided. BPA vendors can be contacted by email or phone.  

c.  Check more than one vendor for best prices. Rotate vendors.  
d.  Place the order directly with the preferred vendor.   
e.  Pay for the order with the GCPC as usual. 
 f.  If your requirement cannot be satisfied from one of the BPAs, the Chief of 

the Contracting Office may approve a Waiver using the enclosed form.  
2.   Above the Micro-Purchase Threshold or Simplified Acquisition 

Threshold – See the link above for the DON Furniture BPA Ordering Guide. 

      
Steps for Ordering 

Furniture.doc   
NAVSUP BPA 
Waiver.doc  

 
Randy Grau  
SPAWAR Claimancy Purchase Card APC 

https://www.navsup.navy.mil/portal/page/portal/nss/supplies/furniture
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Phone:  (858) 537-0440  
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NAVSUP BPA WAIVER 



Document Number: __________________		Customer: __________________

Contract/Order Number:______________





Description of Requirement: _____________________________________________

________________________________________________________________________



Reason for Waiver Request: Select the most appropriate reason.



[bookmark: Check1]|_|   Type of Furniture being requested is not covered by the Navy’s Furniture BPAs:

	Explain:  __________________________________________________________ ________________________________________________________________________

________________________________________________________________________



[bookmark: Check2]|_|   Furniture must be compatible with furniture from a vendor not on the BPA list:

	Justification:_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________



[bookmark: Check3]|_|   Other:

	Explain:___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________



Prepared By: ___________________________		Date: ___________________

		(Contract Specialist)



Reviewed By: ___________________________		Date: ___________________

		(Contracting Officer)



Reviewed By: ___________________________		Date: ___________________

		(One level above Contracting Officer)





Approved: _____________________________		Date: ___________________

	       (Chief of Contracting Office)




NEW FURNITURE POLICY STEPS FOR ORDERING



Below the Micro-Purchase Threshold:



1.  Select a Special Items Number (SIN). The SIN is a description category for the type of furniture being ordered. (E.g. A rotary chair that has a pedestal base with casters has the SIN # 711.18 Multipurpose Seating.)  The BPA Vendor enclosure below has electronic capability that will allow you to select the SIN# by placing your cursor over the number.   Click on the SIN number and it will take you to the screen that displays the BPA vendor list for that type of furniture.





[image: ]	BPA Vendor Guide









2.   Choose a vendor for your region (East, West or OCONUS as described in the Ordering Guide). Some vendors are available to more than one region and some are available to all regions as shown below. Send an email or call the vendor (whichever is best for you) to determine which has the better price and product to meet your needs.  To send an email, place your cursor over the email address for each vendor chosen and click on the email address. 
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3. It will bring up an email document that you can send to the vendor requesting the information you need to make the better buy. 





[image: ]

































4. Request whatever information you need to make an informed buy. You may request a catalog or some other list of the items you need, or a URL for an electronic catalog/list from which you may place an order. Be sure to ask if there are discounts available to Navy customers.
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5. Place the order directly with the vendor.  Purchase the order with the GCPC as usual.



Note:  For purchases above the micro-purchase threshold, Ordering Officers should follow directions in the Ordering Guide.

The BPAs and Ordering Guide are available on RDA’s Acquisition One Source under Strategic Sourcing, Policy & Guidance at https://acquisition.navy.mil/home/acquisition one source/strategic sourcing. Copy the URL and place it in your browser. On the left menu, scroll down to Acquisition One Source and click. Scroll down the left menu to Tools and click on Strategic Sourcing, then click on DON Furniture Acquisition. You will find the enclosures at the bottom of the DON Furniture Acquisition article. 
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