INSTRUCTION PAGE

Special Procurement Request

As provided for by Indiana Code IC 5-22-10, Special Purchasing Methods may be used when unique circumstances exist, allowing standard practices to be circumvented.  The need for this type of purchase must qualify under at least one of the criteria in 5-22-10 and justification must be provided explaining why this type of purchasing method applies. 

The special purchasing methods permitted can be found online: http://www.in.gov/legislative/ic/code/title5/ar22/ch10.html
Instructions

All special procurements with a value over $5,000 must be submitted to the Indiana Department of Administration for approval prior to purchasing the product or entering into a contractual agreement for a product / service. 

The Special Procurement Request form (SF 54650) and all supporting documentation shall be submitted to:

· Nate Day (nday1@idoa.in.gov) for any product purchase or contract greater than $5,000.

· Nate Day (nday1@idoa.in.gov) for any service contract between $5,000 and less than $75,000. 

· Nicole Kenney (nkenney@idoa.in.gov) for any service contract greater than or equal to $75,000.
· For any purchase less than or equal to $5,000, the agency must complete the special procurement form and supporting documentation but does not need IDOA approval prior to completing the purchase. The special procurement documentation shall be kept in the agency’s file.  
The Special Procurement Request form can be found on the IDOA Procurement Training & Resources website: http://www.in.gov/idoa/2342.htm. 

Supporting Documentation

One-time purchases require a completed RFQ package (this may be faxed or mailed to the vendor), proof of SOS registration, and passing DWD and DOR tax clearances by the vendor. The requesting agency will obtain this information and submit to IDOA. When a special procurement is approved, IDOA will sign the completed special procurement documentation and return to the agency for their records. For any one-time purchase over $25,000, IDOA will route all special procurement documentation to the State Budget Agency for approval. Once the agency receives signature approval from IDOA (and SBA if necessary), the requesting agency or IDOA (for any purchase over an agency’s delegation) will issue the Purchase Order.  

Upon IDOA approval of special procurement requests for services or product purchases resulting in a contract, the requesting agency shall include the completed special procurement documentation when routing the contract for signature. This approval will come from IDOA through email to the requesting agency. 

