


REQUEST FOR RATIFICATION






                                                                                                                    DATE:  06/14/07
Facts and circumstances surrounding the act (Why was purchase made without authorization)        
 

What corrective action is being taken to prevent reoccurrence?       
Action taken against individual committing the act.       
Documentation that price is fair and reasonable.       
__________________________________
Employee’s Signature
_________________________________________

Supervisor’s Signature









__________________________________
Dean/VP's Signature




 
 
 
 


Approved:







_________________________________________            __________________
President/Vice President for Business Affairs

         Date

RATIFICATION FOR UNAUTHORIZED PURCHASE

Definition of unauthorized purchase:  Any commitment for supplies, services or equipment without prior approval and/or a purchase order.

The procedure for an unauthorized purchase is as follows:

The Procurement Office will send notification of the unauthorized purchase to the immediate supervisor.  A copy will be sent to the Department Head or Director, Division Chair and appropriate Dean or Vice President.

NOTE:  The supervisor is responsible for the completion of the Ratification Form.

Information required on the Ratification Form provided by the procurement Office:

1. Facts and circumstances surrounding the act. (Why purchase was made without authorization)

2. What corrective action is being taken to prevent reoccurrence?

3. Action taken against the individual committing the act.

4. Documentation that the price is fair and reasonable.

The completed ratification form is to be signed by each approval level.

NOTE:  Forward the completed form to the Procurement Office for review before it is submitted to the College President.

