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- SUBJECT
ADMINISTRATIVE PURCHASI NG

POLICIES AND PROCEDURES MANUAL

SUB-TOPIC

EXCEPTI ONS TO NORVAL BI DDI NG PROCEDURES

The Purchasing Departrment will follow existing bid guidelines at all tines unless one
of the follow ng conditions exists:

1. Enmergency Purchase: |If an emergency exists and the followi ng normal procedures
woul d be injurious to the University, the requisitioner shall provide the
fol |l owi ng:

a. State the reason for the energency purchase by explaining what the
energency i s and/ or what caused the emergency situation.
b. State the financial |oss or operational damage that will occur if needs
are not satisfied i mediately.
C. State why the needs were or could not be anticipated.
2. Sol e Source or Proprietary Justification: Wen equipnent, supplies or services

are available fromonly one supplier or manufacturer thereby negating the
opportunity for competitive bidding, the requisitioner shall provide an

expl anation of the need for the proprietary specification and/or condition of
purchase. This nmay be satisfied by conpleting the formentitled Justification of
Sol e Source Purchases Questionnaire (Exhibit E4). List the unique characteristic
of the product/service and expl ain why conpeting products/suppliers are not
satisfactory.




