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Emergency Procurement 
An emergency is an occurrence of a serious and urgent nature that demands immediate ac�on. 
It must relate to health, safety, or the protec�on of property. 

How to Order 
For an emergency purchase, the department should find an appropriate source and then direct 
the vendor to proceed. This does not relieve the department from seeking compe��on to the 
extent prac�cable, nego�a�ng a fair and reasonable price, and documen�ng the procurement 
ac�on. The department may also check vendor’s qualifica�ons, verifica�on of insurance 
coverage (if applicable), informa�on on warranty offered, and any other data per�nent to the 
procurement. 

When placing an emergency purchase order, the following informa�on must be obtained from 
the vendor: 

1. Accurate prices 
2. Payment terms 
3. Method of shipment 

4. Delivery date 
5. Accurate Free on Board (FOB) point 
6. First and last name of vendor representa�ve who accepts the order 

A�er placing the order with the vendor, the department should process the Requisi�on for 
Purchase form as quickly as possible since many vendors will prepare the order for shipping but 
will not ship un�l a writen order is received. 

On the requisi�on, complete the Confirming Telephone Order block with the date the order was 
phoned in, the first and last name of the person who accepted the order, and the first and last 
name of the departmental person who placed the order. 

Include with the requisi�on a writen explana�on jus�fying the emergency purchase and sta�ng 
why this par�cular vendor was selected. This leter should outline the serious or urgent nature 
of the emergency, and the health, safety, or property that was jeopardized. This leter must be 
signed by the Dean, Director, or Department Head. 

In addi�on to the items listed above, the requisi�on should include all details of the agreement 
made with the vendor. Please do not wait for the vendor’s invoice to complete the requisi�on. 
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Excep�ons 
• The poten�al loss of funds at the end of a fiscal year is not considered an emergency. 
• Lack of planning does not cons�tute an emergency. 

For more informa�on, contact Procurement, 540-231-6221, or the HokieMart help desk.  

http://www.procurement.vt.edu/
mailto:hokiemart@vt.edu
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