[bookmark: _GoBack]APPENDIX C TO POLICY MEMORANDUM 122(R)
EXPEDIENCY CONTRACT ROUTING PROCESS

EXPEDIENCY CONTRACT FORM

This form must be submitted to the Law Department ONLY if the User Entity is requesting a deviation from the standard routing procedures. Per CAO Policy Memorandum 122(R), the Law Department receives the Contract Expediency Form and reviews the file for completeness. The Law Department is required to reject any incomplete package.

Purchasing requisition number (Buyspeed, AFIN, Other)*:  			_____             
Requisition number (from ECMS)*:							_____
User entity (Department)*:								_____
Dept. point of contact (name and extension)*:					_____
Brief description:									__________
									____________________

Deputy Mayor*: 										_____
			                                                          Signature

Chief Administrative Officer*:  									
			                                                            Signature
*Required 
 (Law Department Use Only)

RECEIVED BY LAW ON:	__________________
				(Date)

Did the Department submit:						YES	NO	N/A
Original Contract signed by Vendor				  	☐	☐ 	☐
Contract Expediency Form Signed by Deputy Mayor and CAO	☐	☐ 	☐
Inter-Office Memorandum explaining reason for deviation           ☐	☐ 	☐
All Required Supporting Documents as per contract checklist  	☐	☐ 	☐
Contact Information for Vendor						☐	☐ 	☐

_____	Accepted as Complete

Contract number assigned:						
Assigned attorney:								

_____ Returned to User Entity for the following reasons:
													
															
By: _____________________________________		__________________
		(Name)							(Date)

APPENDIX D TO POLICY MEMORANDUM 122(R)
EXPEDIENCY CONTRACT ROUTING PROCESS

Expediency Inter-Office Memorandum

From:						 (Head of the User Entity)

To:		Chief Administrative Officer
		City Attorney


Date:							

Subject:												
													

													

As per CAO Policy Memorandum 122(R), this Department is requesting a deviation from the standard routing procedure via ECMS. To support its request for expediency process, the Department submits the following information:

Explain urgency:											
													
													
													

Type of contract:											
													

Brief Description:											
													
													
													

Describe procurement*:										
													
													

Term of contract*:											

Amount*:												

Signature:					

Print Name:					
*If Applicable
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