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P6Hx23-5.123
PROCEDURE:  EXPEDITED AND EMERGENCY PURCHASES


EXPEDITED PURCHASES


On occasion it may be necessary that a requisition receive special handling through normal channels.  Expedite means that a deadline must be met that will require special attention outside the normal purchasing process.  Requests to expedite should be used with discretion.  To process, the word “EXPEDITE” and the deadline information should be noted in the comments panel of the electronic requisition (eReq), followed by an email to the Purchasing staff containing the eReq number and note to expedite the request.

EMERGENCY PURCHASES


An emergency may be defined as an unexpected occurrence which affects the health and safety of College staff and students and/or the normal day-to-day operation and requires immediate action or when delays due to the normal methods of processing a requisition would prove detrimental to the best interests of the College.

In case of emergency, the following procedure is authorized:


I.
Emergency Purchase Orders may not be issued when the exact price of the purchase is unknown, unless the emergency Purchase Order is personally requested by the budget supervisor for the budget from which the purchase will be paid (or the person designated to act in the budget supervisor's absence).  This is necessary to ensure that appropriate precautions are taken to protect the College when the price is unknown.  Such precautions will be communicated by the person authorizing the emergency Purchase Order to the requesting budget supervisor.


II.
The appropriate senior level administrator will be responsible for providing adequate funds to the appropriate budget charged for the emergency purchase.


III.
All emergency Purchase Order requests must be approved by the Director of Procurement and Asset Management or designee, either of whom may confer with the President and/or Vice President of Administrative/Business Services & Information Technology.


IV.
If time permits, an electronic requisition (eReq) should be entered into the PeopleSoft Financial System.  This eReq should be completed in the usual manner except that the phrase "EMERGENCY REQUEST" should appear in the comments panel of the eReq.  If the nature of the emergency is such that every minute counts, then the information may be telephoned or emailed to the Director of Procurement and Asset Management or designee and an eReq completed thereafter.  


V.
When an emergency Purchase Order is issued, the number will be transmitted to the requesting person or designee via telephone or email.  The department receiving the emergency number will normally contact the vendor, unless Purchasing is requested to do so, and make arrangements for the transaction to be accomplished.


VI.
If the transaction is accomplished by telephone or in person with the requisition to follow, the electronic requisition (eReq) must include all pertinent information and the Purchase Order number previously provided by the Purchasing staff in the comments panel of the eReq.  The eReq should be submitted as soon as possible after the transaction.


VII.
In cases of emergency or extenuating circumstances, the President has discretionary authority to temporarily waive any or all of the requirements of this Procedure for the specific documented emergency or extenuating circumstance as provided in Chapter 6A-14.0734(3), Florida Administrative Code.
History:  Amended 9/18/84, 5/7/85, 5/12/88.  Effective 5/19/88; 11/21/00.  Filed - 11/21/00.  Effective - January 1, 2001; 5/17/17.  Filed – 5/17/17.  Effective – 5/17/17.
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