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October 21, 2026 
 

GENERAL SERVICES AGENCY CIRCULAR NO. 2027-002 
 

To:  All Line Department and Agency Heads 
 

From:  Chief Procurement Officer 
 

Subject: Guide for Purchase Requisition Entry and Status Tracking 
 
 

Håfa Adai! 
 

The General Services Agency (GSA) has developed a comprehensive guide to assist all Government of 
Guam departments and agencies in properly entering purchase requisitions and monitoring their status 
through the Guam Financial Management Information System (GFMIS). 
 

This guide provides step-by-step instructions intended to promote accuracy, consistency, and efficiency 
in the submission of purchase requisitions. It also outlines the procedures for tracking requisitions 
throughout the procurement process, allowing departments and agencies to independently monitor the 
progress of their requests, identify pending actions, and address any deficiencies that may delay 
processing. 
 

Departments and agencies are reminded of their responsibility to ensure that all purchase requisitions 
are accurately entered, contain complete and appropriate descriptions of the goods or services being 
requested, and are supported by the required documentation. Proper submission and regular 
monitoring of requisitions are essential to facilitating a timely procurement process and minimizing 
unnecessary delays. 
 

All departments and agencies shall ensure that personnel responsible for preparing, submitting, and 
monitoring purchase requisitions familiarize themselves with the procedures outlined in the Purchase 
Requisition Entry and Status Tracking Guide and consistently adhere to the instructions provided. 
 

We look forward to your cooperation as we strive to improve procurement operations through 
efficiency, transparency, and accountability. Si Yu’os Ma’åse! 

 
          Andriana Quitugua, CFE 
          Chief Procurement Officer 
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HOW TO SUBMIT REQUISITIONS 

1. Click on Module.
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2. Locate and click Procurement and
Sourcing.
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3. Click Purchase Requisitions.
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4. Click on All Purchase Requisitions.
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5. Click on New.
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6. Name the requisition in this format: “Agency
Acronym – Procurement Method – Description”

Ex. DOA GSA – SP – Office Supplies 

(“SP” – Small Purchase) 

7. Click OK.
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8. Under Business Justification – Reason, click
the dropdown arrow and select the Procurement
Method (Ex., Small Purchase).
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8. Select the Authority Code based on the 
Procurement Method (Ex., Small Purchase – 
3111(c)). 

9. Select the Authority Code based on the 
Procurement Method (Ex., Small Purchase – 
3111(c)). 
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10. Enter your agency’s Determination of Need.
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11. Under Purchase Requisition Lines, click Add line.
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12. Click the dropdown arrow to select Procurement Category.

13. Select Procurement Category.
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14. Enter item description.

15. Fill in the remaining fields.

(Quantity, Unit, Unit Price)
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16. Under Line details – Item
description, enter the extended
description of the item requested.
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17. In the Line details – Financial
dimensions, enter the account number to
be used.

Note: Field items are automatically 
populated when the fiscal year, fund, job 
number, and main account are selected. 

**If entering more than one (1) line item, repeat steps 11 through 17. 
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18. In the Line details – Address, click this
icon to change the agency address.

19. Under Address selection,
select Companies, then click
OK.
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20. Select Government of Guam,
then click OK.
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21. Search Agency Name by Name or
description, type your agency name in the
search box and click Apply.

22. Select your agency, then click OK.
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23. After all required items are entered
and the address has been updated, click on
the attachment icon to upload supporting
documents.
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24. Click on New, then select File.

25. Click Browse.

Note: A window box will open to help you 
locate and select the file you want to 
upload. 
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26. After uploading all supporting
documents, click Workflow to submit the
requisition.

27. Click Submit.

28. Add a comment
and click Submit.

Submitting for processing. Supporting documents uploaded. 
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HOW TO VIEW RETURNED REQUISITIONS 

1. Under Work items assigned to me, locate
and click See more for extended preview.
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2. When a requisiƟon is returned, the
subject will show “Change Requested”.

3. Click the requisiƟon number to return
to the requisiƟon page.
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4. Click on Workflow History to preview comments.
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5. Locate for “return” and view return comment.
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6. If the requisiƟon requires changes to the item descripƟon or financial
dimensions, click Recall to return the requisiƟon to draŌ status.

If no modificaƟons are required to the acƟon menƟoned above, do not recall the 
requisiƟon. (For example, missing documentaƟon.) Just ensure the required 
documentaƟon is uploaded before resubmiƫng the requisiƟon. 
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7. Once changes have been made, click Resubmit.
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8. Enter a comment and click Resubmit.
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