	SPO-05 SPO PRICE or VENDOR LIST CONTRACT PURCHASE EXCEPTION
Instructions


A. When Used

This form is used by a State agency to request the approval to purchase goods or services that are an exception to the State Price or Vendor List Contract.  It is also used by the Chief Procurement Officer to provide comments and notification to the submitter of the decision to approve or disapprove the request.

B. General

This form has been formatted to be completed online, and then printed.  It shall be submitted in duplicate.
C.
Form Item Usage

1. To.  The form is to be submitted to the Chief Procurement Officer (or as delegated).

2. From.  The name of the department/division/agency submitting the request.

Price or Vendor List Contract Information
3. SPO Price or Vendor List Contract No.  The identification number of the SPO Price or Vendor List Contract from which an exception is being requested.

4. After the Fact.  Check the YES box if the purchase has already been made.  Check the NO box if the request for approval is being made prior to the purchase.  Leave blank.  All requests shall be made prior to purchase.  After-the fact requests shall be submitted for approval as Procurement Violations through SPO Form 16.
5. Vendor.  The name of the vendor that is on the Price or Vendor List Contract.

6. Whom Contacted.  The name of the person employed by the vendor specified in Item #5 who was contacted.

7. Item No.  The vendor identification number associated with the goods or service on the Price or Vendor List Contract.

8. Description.  The description of the good or service that is on the Price or Vendor List Contract.

9. Unit Price.  The cost per item of the good or service that is on the Price or Vendor List Contract.

10. Justification.  The justification to purchase from a source that is not on the Price or Vendor List Contract that details why the good or service under terms of the Price or Vendor List Contract cannot meet agency needs.

Proposed Supplier Information
11. Name.  The name of the company or person from whom the item was or will be purchased.

12. Quantity.  The number of items that are planned to be purchased.

13. Brand Name/No.  The brand name of the item and the vendor or manufacturer identification number.

14. Unit Price.  The cost per item of the goods or services identified in Item #13.

Requesting Agency Information
15. Direct questions to.  The name and phone number of the person within the requesting agency to whom questions regarding the request to not utilize the Price or Vendor List Contract are to be directed.

16. Requesting Agency Approval.  The name, title, signature, and date signed of the agency person who recommends that the request be approved.

Reserved for PURCHASING Use Only
17. Recommendation of Purchasing Staff.  Reserved for the Staff Supervisor and Purchasing Specialist to provide a dated recommendation to the Chief Procurement Officer either to approve, to disapprove or to note that no action need be taken.

18. Comments.  Reserved for comments or clarifying remarks from the Staff or the Chief Procurement Officer to the requestor.

19. Approved/Disapproved.  Reserved for the Chief Procurement Officer to check the appropriate box, sign, and date the Price or Vendor List Contract Purchase Exemption request.  Thereafter, the request is routed back to the submitter.

20. Ref No.  The reference number assigned by CPO.
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