

One-Time Request to Exceed Delegated Purchasing Authority Prior to Posting an RFX

	State Entity Information

	[bookmark: Text23][bookmark: _GoBack]State Entity Name:       

	[bookmark: Text24]State Entity Code (5-Digit Code):       

	State Entity Procurement Officer (APO / CUPO): 
[bookmark: Text3]     

	State Entity APO / CUPO eMail Address:       

	Has APO / CUPO Approved This Request?
[bookmark: Check1][bookmark: Check2]|_| YES      |_|  NO
	[bookmark: Dropdown2]Current DPA:  

	Requester Information

	[bookmark: Text4]Requester’s Name:       

	[bookmark: Text5]Requester’s Title:       
	Date of Request:  mm/dd/yyyy

	[bookmark: Text6]Requester’s eMail Address:       
	[bookmark: Text7]Requester’s Phone:  xxx-xxx-xxx

	Request Information

	[bookmark: Text8]Requisition Number (If Applicable):       

	[bookmark: Text10]Description of Goods/Services to Purchase:       

	NIGP Code (s):       

	[bookmark: Text9]Approximate Dollar Value:       

	Category Group
(Check One):
	[bookmark: Check3]|_|  Goods
[bookmark: Check5]|_|  Information Technology
[bookmark: Check4]|_|  Professional Services and Special Projects

	Approval Criteria Information

	Justification for Request:       

	Purpose of Procurement:       

	[bookmark: Check15][bookmark: Check20]Method of Procurement:  |_| RFP          |_| Other

	[bookmark: Dropdown1]Requester’s Years of Procurement Experience:  

	[bookmark: Dropdown3]Requester’s Certifications Earned:  
	[bookmark: Text12]Requester’s Other Certifications (List):       

	Requester’s SPD Classes Attended (Last 3 calendar years):  
	[bookmark: Check7]|_|  Introduction to State Purchasing
[bookmark: Check8]|_|  Fundamentals of State Purchasing
[bookmark: Check17]|_|  Legal Issues
[bookmark: Check9]|_|  Writing Basic Specifications
[bookmark: Check16]|_|  eQuote
[bookmark: Check10]|_|  Writing RFPs
[bookmark: Check18]|_|  How to Conduct a Self Audit (Compliance)
[bookmark: Check19]|_|  How to Conduct a Self Audit (P-Card)

	Requester’s Other Procurement Classes Attended:  
[bookmark: Text13]     

	State Entity Historical Information (Last Fiscal Year)

	[bookmark: Dropdown4]Number of Previous Requests to Exceed DPA:   
	Number Approved:  

	[bookmark: Text14]Dates When Approved:  mm/dd/yyyy

	
	Number Denied:      
	Dates When Denied:  mm/dd/yyyy




	State Purchasing Division Use Only

	[bookmark: Text15]SPD Log Number:       

	Process Improvement Review

	Date of Last Process Improvement Review:  mm/dd/yyyy
	[bookmark: Text17]Reviewed BY:       

	Audit Findings:       

	[bookmark: Text16]Comments:       

	Professional Development Review

	Confirm Training Information Supplied: 
|_| YES      |_|  NO
	Reviewed BY:       

	Comments:       

	Historical Information - Past Experience Review

	Reviewed BY:       

	Confirm Information Supplied: 
|_| YES      |_|  NO
	Recommend Approval:
|_| YES      |_|  NO

	Comments:       

	State Purchasing Division Approval for One-Time Request

	Select Category Group Manager:  
SPD Approver:       

	[bookmark: Check23]Complete Approval |_|	Approval Date:        (mm-dd-yy)
Approval Period (time frame):  from       	to       
	(mm-dd-yy)	(mm-dd-yy)
Approved Amount (not to exceed):         

	Conditional Approval |_|	Approval Date:        (mm-dd-yy)
Approval Period (time frame):  from       	to       
	(mm-dd-yy)	(mm-dd-yy)
Approved Amount (not to exceed):         
[bookmark: Text20]Conditions for Approval:       

	[bookmark: Check13]|_|  Denied – SPD will process once requisition is submitted
Reason for Denial:       
[bookmark: Text21]Requisition will be processed by:       

	Submit the completed form to CCMRouting@doas.ga.gov.

Note:    State Entities should submit this request as soon as a sourcing need is identified.  It may take up to three weeks to review the request and provide approval.  SPD highly encourages early involvement with any sourcing event that is over the DPA.

The State Entity must post an NOIA and process the “Tax Compliance Form” (SPD-SP045) for all solicitations over $100,000.00 that are posted to the GPR.
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