
UMBC Unauthorized Procurement Justification Form

I. POLICY NOTICE AND ACKNOWLEDGEMENT

Definition: Unauthorized purchases (often referred to as "after-the-fact" purchases) are transactions entered into by an individual without delegated authority or outside authorized procurement methods.  This includes committing funds or receiving goods/services without following proper purchase procedures (i.e., before a Purchase Order (PO) has been issued in the PAW Procurement System or when software/cloud service is purchased on a P-card prior to receiving approval). Liability Warning: Under UMBC policy, unauthorized purchases may be considered a personal obligation of the individual making the purchase. The University is not obligated to assume payment for such transactions. Submission of this form constitutes a request for the University to review and determine whether it will assume payment on a case-by-case basis. Repeated violations may result in disciplinary action and/or personal financial liability.

II. REQUESTER AND DEPARTMENT INFORMATION

[image: https://lh7-rt.googleusercontent.com/docsz/AD_4nXcStIP-k_iYbOLx-hOTbnDKhDmzmLRg4-e1fYiohkLjcxg-kquGT_e4G05ap-YhX-odNSXuu_KBsLBOdNnEc8DgDMv0MEAekWCgqO3hJ77UliRtUb2HqvE8dqGSTkzlFa0ZXxKqKA?key=5nHw8Ms0lLpuOO1OGjLz2EdB]PROCUREMENT & STRATEGIC SOURCING
University of Maryland, Baltimore County
Administration Building, 7th Floor 
1000 Hilltop Circle, Baltimore, MD 21250
procurement.umbc.edu   p: 410.455.2273


					
									




[bookmark: Text1]Requestor Name:      
[bookmark: Text19]Requestor Title:      
[bookmark: Text3]Department:      
[bookmark: Text5]Email Address:      
[bookmark: Text2]Date of Request:      
[bookmark: Text4]Phone/Extension:      
[bookmark: Text6]Supervisor’s Name:      

III. SUPPLIER AND TRANSACTION DETAILS


[bookmark: Text7]Supplier Name:      
[bookmark: Text9]Supplier Contact Name:      
Supplier Contact Email:      
[bookmark: Text11]Date of Purchase/Commitment:      

[bookmark: Text8]Invoice Number:      
[bookmark: Text20]Invoice Date:      
[bookmark: Text10]Total Purchase Amount: $     
[bookmark: Text12]PAW Request # (if any):      

[bookmark: Text13]Goods/Services Provided to UMBC:      

IV. JUSTIFICATION AND EXPLANATION
Please provide detailed responses to the following questions. Attach additional pages, if needed.

1. Facts of the Violation: Provide a detailed explanation of why the standard procurement procedure was NOT followed (i.e., why the commitment was made before a PO was issued).

[bookmark: Text14]     

2. Price Reasonableness: Explain how the price was determined to be fair and reasonable (e.g., through competitive quotes, price matching, or historical data).

[bookmark: Text15]     
3. University Benefit: Describe the benefit received by the University from this purchase and why the transaction was necessary for UMBC operations.
     
4. Personal Liability Justification: Provide a justification explaining why the individual should not be held personally liable for this unauthorized procurement, including any mitigating circumstances.
     

V. CORRECTIVE ACTION PLAN
Prevention Steps: Detail the specific actions that have been or will be taken to prevent future unauthorized purchases (e.g., staff training, process review, or updated internal approval workflows).

[bookmark: Text18]     

VI. REQUIRED ATTACHMENTS CHECKLIST
[bookmark: Check1]|_|	Original Invoice/Receipt
[bookmark: Check2]|_|	Proof of Delivery (e.g., packing slip or performance confirmation email)
[bookmark: Check3]|_|	Contract or Agreement (if an agreement was signed by an unauthorized individual)
[bookmark: Check4]|_|	Other Supporting Documentation (e.g., price quotes)


VII. CERTIFICATION AND APPROVALS
By signing below, the Requester acknowledges they have read the UMBC procurement policies and agrees to follow all standard procedures for future purchases. They also acknowledge that this purchase was made without proper authorization and accept responsibility for ensuring this does not occur in the future. 

_________________________		_________________________		_________________
Requestor Name			Signature				Date

_________________________		_________________________		_________________
Director/Department Chair Name	Signature				Date

_________________________		_________________________		_________________
Vice President/Dean Name		Signature				Date
If the purchase is less than $25,000, VP/Dean approval is not required.

_________________________		_________________________		_________________
Procurement Director Name		Signature				Date
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