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JUSTIFCATION FOR PURCHASE OF PROMOTIONAL ITEMS



1. Describe the promotional activity that requires items to be purchased. 



2. Identify the specific authority allowing the purchase of the items. If no specific authority exists, describe how the purchase is a necessary expense to help accomplish the purpose of the appropriation. (In other words, is there a direct connection between the expense and the purpose for which the appropriation is made, and is the expense essential to carrying out the purpose?)





3. Describe the recipients of the items (federal employees, public, foreign officials, etc.), the type of item, quantity, and estimated cost of the promotional items requesting approval.



4. Describe the anticipated procurement strategy/acquisition plan.
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Requestor										DATE



Chief of the Contracting Office							DATE



Approval - Head of Contracting Activity						DATE





