Purchase Order Exception Notice

	Requestor’s Name:


	Date of Purchase/Invoice:

	Department ID & Name:


	Total Amount of Purchase/Invoice:

	Item(s) purchased

creating infraction:
	Cost of Item(s):


	Please state why a Purchase Order was not used.


	Please state how you will prevent this from happening in the future.



Requestor’s Signature:










Date:



Dept. Authorized Signature:










Date:



Dept. Authorized Signer’s Printed Name:




_______



Procurement’s Approval:






_______


Date:










NOTE: The Dept. Authorized Signature/requestor on the Purchase Order Exception Notice must be one of the department approvers as identified in the “Designation of Expenditure Authority & Responsibility” form.  Please route to Procurement for approval.
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