
February 6, 2017 

All purchases of goods and/or services by the University having an estimated aggregate cost in excess of Fifty Thousand Dollars 
($50,000) per transaction shall be based on sealed competitive Request for Proposal or Request for Bid. 

The President of the University, the Director of Procurement, or the President’s designee, may waive compliance with this requirement 
and may authorize an Emergency Procurement if there exists a threat to health, welfare or safety; except that such Emergency 
Procurements shall be made with such competition as is practicable under the circumstances. The requesting department/unit shall 
provide written documentation of the existence of a threat to health, welfare or safety. The Purchasing Department shall keep on file the 
written documentation and authorization for the Emergency Procurement. 

Date: Requisition Number: 

Department: Department Head:  

● Briefly Describe the Emergency:

● When was the Requirement First Known?

● If Requisition was NOT Processed at That Time, Why Not?

● If Emergency Purchase is Not Approved, Describe Impact on Department/ College/University:

● Are There Other Alternative’s to Emergency Purchase?

Required Signatures 

Department Head:    Date: 

Type/Print Name:  

Dean:     Date: 

Type/Print Name:  

Purchasing Dept.:    Date:   
 Recommended for approval  Not recommended for approval 

President of University, Chief Procurement Officer, or the President’s 

Designee:    Date: 
 Approved  Not approved 

JUSTIFICATION FOR EMERGENCY PURCHASE 
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