Printing and Graphics Procurements 
Procedures to Perform Financial Procurement Desktop (FPD) Generic Purchase Order Document Obligations 

PROHIBITED PRACTICES:

· Government Credit Card use is restricted for use in procurement of printing services per DHS MD #0760, Purchase Card Program Manual.  

· CG is not authorized to procure printing services directly from any commercial vendor without first obtaining an advance written waiver from the Government Printing Office (GPO).   Failure to comply is a violation of Title 44 United States Code.     
AUTHORIZED PROCESS:
Requests for waivers to procure printing services outside of GPO must be submitted in writing to CG-612, Printing Specialist, Anthony Smith for consideration by the Public Printer/GPO.  A written response from GPO must be obtained before performing any direct commercial purchases.
All requests for printing and graphics services must be submitted to CG-612, Printing Specialist, Anthony Smith, Jemal Building, 10th floor, Cubicle 1138 via procurement Document Type 37 and appropriate printing/graphics requests forms for processing through the Government Printing Office (GPO) per Title 44 United States Code.
To create a Document Type 37, you must be an authorized Finance and Procurement Desktop (FPD) user to perform the following steps.  Contact your office’s Financial Analyst for assistance with accessing FPD.
Generic Procurement Document Type 37 Creation

1) Log into the Finance and Procurement Desktop (FPD).
2) On the left side of the screen within FPD, click on the drop down to expand the Simplified Acquisitions list.
3) From the Simplified Acquisitions drop down menu, click on Generic PO to create a Generic Purchase Order (PO).
4) Select PO Document Type window will appear. Select/click on 
Doc 37-Superintendent of Doc Pubs.  A Generic Purchase Order will display with a 37 in the Document Type block. 
5) Click on the drop down arrow for the yellow highlighted field labeled Form Type. Select Other.
6) Ship To block contains the address/office location and POC for delivery/destination of the Printing/Graphics deliverable.  
7) Public Government Flag is Government.
8) PO Description is optional.  Note: A brief description in this field will print in FPD detail reports and is informative for tracking purposes. 
9) Issued By:  is the originator office information of the Document Type 37.
10) Administered By: additional originating information.
11) Vendor and POC Location; Name: type Government Printing Office, press the tab key. The CGHQ CG-612 Printing Specialist POC, Anthony Smith, name and GPO address should appear in the information fields.
12) Enter the Description of Item:  or Title of your printing job, the quantity, unit and unit cost.
13) Enter your Accounting Line information that you will be using for payment.
14) Name of Contracting Officer: at the bottom of the form, leave blank.
15) Double check your work and click SAVE. The FPD block appears shortly after saving asking do you want send to FINCEN.  Click CANCEL.  IMPORTANT: DO NOT CLICK OK FOR FPD.  It is not required for saving and transmitting to FINCEN.
16) With the 37 document now drawn and saved, print a copy.  Continue by filling out the appropriate Printing and Binding Request to the Public Printer, SF-1 Form.  Enter the document number 37-XX-XXXXXXXXX into the appropriate box of the SF-1 form. 
Submit both the approved Document Type 37 and the SF-1 Form along with supporting printing/duplicating material as a packet to CG-612 Printing Specialist, Anthony Smith, Jemal Building, 10th floor, Cubicle 1138 to process your printing services request through GPO.  Requests for printing will not be accepted without a completed Document Type 37.
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