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I. PURPOSE STATEMENT

The letter explaining and justifying all emergency purchases must be signed by the head of the
respective department, bureau, board, commission, institution or constitutional office.

II. POLICY REQUIREMENTS

The emergency purchase procedure will continue to require three written quotes.  If the emergency purchase
is under $500, agencies may proceed to purchase the item.  The three quotes should be written and should
be kept for documentation.  If the emergency purchase is over $500, agencies must submit a letter (signed
by the head of the respective department, bureau, board, commission, institution or constitutional office)
explaining and justifying the purchase, and the three written quotes to the Purchasing office.  If the purchase
is approved, the Purchasing office will cut a purchase order to purchase the item at the lowest quote.


