	Order Exemption Request 
Should you need to initiate an order with a competitor to the catalog vendors in iBuy or a Banner Standing Purchase Order, please complete the information on this form, obtain the required signatures, and submit the completed and signed form as an attachment with your Banner Requisition.  The Purchasing Department will review this request to determine if this exemption is in the best interest of the University.


	Please check one of the following two boxes depending on your proposed exemption:

	 FORMCHECKBOX 
 iBuy: Departments should use this form to request an exemption for purchasing items through a competitive vendor to iBuy catalog vendors.  
 FORMCHECKBOX 
 Banner: Departments should use this form to request an exemption for purchasing items, i.e., emergency orders for repairs.
____________________________________________________________________________________________    
Please check appropriate box for Exemption:

 FORMCHECKBOX 
 $0 Spend     FORMCHECKBOX 
 Safeguard an Asset       FORMCHECKBOX 
 Research    FORMCHECKBOX 
 Public Health or Safety

 FORMCHECKBOX 
 Prevent or Minimize Serious Disruption in State Services   FORMCHECKBOX 
 Insure the Integrity of State Records

 FORMCHECKBOX 
 Other: _________________________________________



	DEPARTMENT INFORMATION                                    
	PROPOSED PROCUREMENT INFORMATION

	Department Name:

· Contact Name:

· Contact Phone:

· Contact E-mail:


	Vendor Name:

· Banner/iBuy Requisition Number:

· Commodity Item Description:

· Extended Price:

	JUSTIFICATION FOR EXEMPTION *Please provide justification for above choice

	

	


SIGNATURES REQUIRED FOR APPROVAL
​​​​​_________________________________     ___________________________________     _____________

Requestor Signature                                      Requestor Printed Name

 
   Date

_________________________________     ___________________________________     _____________

Department Head Signature                          Department Head Printed Name

   Date

_________________________________     ___________________________________     _____________

             Director of Purchasing or Delegate               Director of Purchasing or Delegate 
               Date

                                                                Printed Name



Revised 1/25/2013

