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Instructions: This is a Microsoft WORD form. Users shall complete each of the required fields within this document. Forms should be completed with as much information as possible to justify the emergency. After completing the form, email a draft copy to procurement@towson.edu.  Procurement will review the request and will either approve, deny, or request additional information.  USM justifies emergency procurements when one or more of the following conditions are met:

1. The health or safety of any person(s) or animals(s);
2. The preservation or protection of property; or
3. The continuance of necessary University functions.

The emergency procurement shall be limited to the procurement of only the types of items and quantities or time period sufficient to meet the immediate threat and shall not be used to meet long-term requirements.

	CONTRACTOR’S NAME: 
	
	

	
	
	

	ADDRESS:
	

	
	

	
	



	AMOUNT:  
	
	




BRIEF DESCRIPTION OF PURCHASE:  
	




 



1.)  WHY IS EMERGENCY CHOSEN AS THE PROCUREMENT METHOD RATHER THAN 
     COMPETITIVE SEALED BIDDING?   
	








2.)  WHY IS NO OTHER VENDOR OR CONTRACTOR SUITABLE OR ACCEPTABLE AS A
      SOURCE FOR THIS PROCUREMENT?
	[bookmark: _Hlk121738675]







 



3.)  HOW DO YOU KNOW ABOVE TO BE SO?  (e.g., industry research, internet research,
      vendor inquiries, or knowledge and expertise)?
	
	









[bookmark: Check1][bookmark: Check2]4.) IS PRICE FAIR AND REASONABLE?	  |_| YES	  |_| NO
     
	











	
	
	


        TU DEPARTMENT NAME		DATE

	
	
	


          REQUESTOR SIGNATURE		DATE
       
	
	
	


        PROCUREMENT OFFICER SIGNATURE	DATE
      
	
	
	


        PROCUREMENT DIRECTOR SIGNATURE	DATE 
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