Emergency Purchase Justification:
For purchases over $25,000 due to sudden and unexpected happening or unforeseen occurrence or condition which requires immediate action and exceeds the departments purchasing authority must contact Business Services – Procurement and provide the following documents. 

· An explanatory memorandum to be written and submitted with 

· A quote

· Products/Equipment information form (PR006) or Contracted Services information form (PR002) which ever applies

· A requisition entered into Banner.
After Business Services – Procurement approves the department’s request:

· Will write a purchase order.

· Will send the department a copy of the PO.

· Business Services – AP will process payment after the department states on the invoice “Approval for payment” with their signature and date.  DO NOT PROCESS AS A DIRECT PAY.
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