Agency Emergency Procurement Procedures

CREATING A NEW EMERGENCY REQUEST FORM

1. Go to DGS website Forms Page and select BOP-004 Emergency Procurement Request Form and enter your CWOPA user account information.

2. Select the “New Form” radio button
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3. Complete the Requesting Agency Information as follows:

a. Select your agency from the “Agency/Bureau” drop down menu
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b. Enter the agency “Contact Person”.  This person will be the person that receives the approval/disapproval/return for correction e-mail.
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c. Enter the agency “Street Address”, “City” and “Zip Code”
[image: image4.png]City, State, ZipCode" City*

Sta

ennsylvania

Zip Code*





d. Enter Agency Contact Person “Telephone Number”, “Agency Contact e-mail” and “confirm e-mail”
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e. Select the “Material”, “Service” or “IT” radio button and input “Description”
i. Your request will be sent to the appropriate DGS approver depending on which radio button you select.
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f. If you select the “IT” radio button, a pop up screen will appear asking you to verify that you have received pre-approval for OA/OIT.
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g. If you have received pre-approval, select OK on the pop up box and then place a check mark in the “Yes” box to verify.
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h. Enter “Material Group or Product Category” Number
[image: image9.png]Material Group
or Product Category:





i. Enter “Estimated Dollar Amount”
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j. Select “Length of EP” from down down.
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If you select other a box will appear for you to enter a different “Length of EP”
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k. Complete “City” and “Zip Code” for Delivery  Location
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4.
If you select Threat to public health, welfare, or safety radio button under  “Basis for Emergency Purchase” complete the following information:


a.
Input text for “Identify the threat”
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b.
Input text for “Provide a brief explanation of the need for the material and/or service”
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c.
Input text for “State the consequence if the procurement is not done on emergency basis”
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d.
Select the “Yes” or “No” button if you have or have not obtained prior approval from DGS.  If you have received prior approval from DGS, select the “Yes” radio button and input the name of person that granted prior approval and the date DGS approved.
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5. If you select Circumstances outside the control of the agency create an urgency of need, which does not permit the delay in using more competitive methods radio button under  “Basis for Emergency Purchase” complete the following information:
Note: Verbal approval will not be provided for this basis. Agency cannot proceed with emergency procurement until this form is completed and approved by DGS.
a. Input text for “Identify the Circumstances”
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b. Input text for “Why are those circumstances outside of the control of Agency?”
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c. Input text for “Provide a brief explanation for the urgent need”
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6. The following information  is required for all Emergency Purchase Requests

a. Input Text for “Brief description of selection process”
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b. Input text for “Full Supplier information:(if known at the time of submission of form)
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7. For Emergency Procurements that are NOT a threat to public health, welfare, or safety, provide the following information:
a. Input text for “Include a list of the solicited suppliers, their contact information, and their quotations”
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b. Select the “Yes “ or “No” radio button for Funds have already been encumbered for this request(Yes/No):
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c. Input text for “If applicable, what has been done previously to procure this material/service? (Also provide the previous SAP/SRM PO number and/or Contract Number)”
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8. NOTE: If any Agency only intends to solicit a quote from one supplier, the following section, "Supplemental Single Source Information" must be completed by including the following information
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a. Input text for the following fields for Single Source Information
[image: image29.png]Is only a single supplier capable of providing the material or services? If
yes, please explain. If not applicable, leave blank and respond in the
nextblock.

Explain why it is not practical to obtain two or more quotes for this.
emergency procurement.

I
explai

ng is a factor, what is the time factor and why? If yes, please

Are there compatil
please expl.

ity requirements or compliance requirements? If yes,





9. If the purpose of the emergency procurement is to prevent a lapse in contracted services, one of the following must be checked. Include status of the new contract/purchase order and note any special conditions of the emergency procurements, select one of the following and complete text description
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 Agency Approvals – ONLY THE FINAL APPROVER SHOULD COMPLETE THIS SECTION (REFER TO SECTION 14.B FOR MORE INFORMATION. Final approval must be given by Agency Head or Designee
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10. Adding Attachments
Select “Browse” button to locate attachment and then select the “Add” button.
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11. Saving Form
a. You can select “Save without Submitting” at any point in the form to hold save your data.  The screen below will show you your ID #.  You will also receive an e-mailPlease note, the assigned “ID # will appear, take note of that number for future reference.  
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Screen sample
[image: image34.png]Emergency Procurement Form was saved, but NOT submitted. The ID# is 1375
Return to Form. Return to eMarketplace.





e-mail sample
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b. You can “Save & Print” form when completed.  Please note, the assigned “ID # will appear, take note of that number for future reference.  
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Screen sample
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e-mail sample
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12. Routing for Internal Approval - final approval must be given by Agency Head or Designee
a. Input approvers e-mail address and select the “Send for Internal Approval” button. 
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13. The final approver will receive an e-mail with the ID number in the Subject
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a. The final approver will go to the Emergency Procurement Form and log in using CWOPA credentials, and select the “Edit Form”  radio button and enter the ID #
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b. Approver would complete the following information at the bottom of the form
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c. If final approver wishes to receive a copy of the approval/disapproval/return for correction e-mails, select the Add Additional E-mail button.
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d. Enter e-mail address.  You can add as many e-mails as you want, just select the Add Additional e-mail button again and enter the next e-mail address.
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e. Final approver would then select the “Submit Final Form to DGS” button
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f. Verification will appear on screen that form was successfully submitted to  DGS
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REQUESTING AN EXTENSION FOR A CURRENT EMERGENCY REQUEST
1. Go to DGS website Forms Page and select BOP-004 Emergency Procurement Request Form and enter your CWOPA user account information and follow the steps below:
a. Select the “Extensions” radio button
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b. Select the “New Extension” radio button
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c. Enter the following required extension information
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d. If you have files to upload for your extension 

Select “Browse” button to locate attachment and then select the “Add” button.
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e. Enter Internal Approver e-mail address (Agency Head or Designee) for approval and select the “Send for Internal Approval” button
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f. Internal Approver will receive e-mail to approve extension
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g. The final approver will go to the Emergency Procurement Form and log in using CWOPA credentials, and select the “Extension”  radio button
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h. Final approver then should select Edit Extension and enter the ID # & extension # 
(ie.e. 1507_1) and hit Search and the agency extension information will appear
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i. Final approver will review extension information and select the “Submit Final Form to DGS” button.
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j. Agency and other selected e-mail addresses  will receive the following when DGS approves extension
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