PRIOR AUTHORIZATION REQUEST FORM

INSTRUCTIONS: Prepare this form and related documents, scan and attach to a SMART Purchase Requisition as a LINE ITEM comment. 

Prior Authorization is requested in the Amount of: 	$ 
If this is the first PA Request for a project, enter the TOTAL amount of the proposed project above.  
If you are renewing or amending a previously approved PA-based transaction, please use the originally approved PA Form and complete the Revised PA information on Page 2.

Will Multiple Payments Be Made?	Yes____   No____
Will the total exceed $25,000? 	Yes____   No____
(If the answer to BOTH of the above questions is “Yes”, a SMART Contract will be required.)

Prior Auth. Code:	Type SMART PA Code here
SMART Vendor ID:	Type SMART Vendor ID here
Vendor:		Type SMART Vendor Name here
		Type Vendor Address here
		Type Vendor City / State / Zip here

Has the vendor ever been an employee of the State of Kansas?  Yes_____  No_____ 
If yes, please explain the nature of the employment and period of service.

Type info here; please be complete but concise; attach additional information as needed

Kansas Procurement statutes establish the competitive bid process; therefore Central Procurement expects that an agency requesting approval of a non-competitive transaction will conduct and document its research to ensure that no competition exists.  Failure to include specific and current research information with this form will result in rejection of the Request.

1. [bookmark: _GoBack]Is there a proposed contract agreement?  	Yes_______  	No_______  
If so, please submit a copy with this PA Request for review of terms and conditions. 

Was the proposed contract prepared by the:	Agency____	Vendor____	Other____

2. Detailed Description of Material or Service 

Please provide a complete and detailed description of the proposed procurement, including the written deliverables and payment schedule upon which potential vendors were asked to provide feedback, if not included in the proposed contract mentioned above.

3. Proposed Term of Contract (if applicable):	xx/xx/xxxx to xx/xx/xxxx

4. Describe the research completed to ensure that no competition exists, including a list of vendors who are unable to provide the goods or services, and representative names and contact information to allow for independent verification.

Type info here; please be complete but concise; attach additional information as needed

5. Has the agency contracted with the vendor at any time during the past twelve months?
Yes_____  No_____  
If yes, please explain the nature of the service and the amount of the purchase / contract, and the period of time covered by any contract, including original start date for the agreement.  Failure to include specific information will result in rejection of the Request.

Type info here; attach additional information as needed.

	----------------------------------------------------------------------------------------------------------------
Please attach any supporting documentation (sales quotation, sales proposal, draft contract)
as Line Item Comments to the SMART Purchase Requisition.
	----------------------------------------------------------------------------------------------------------------
AGENCY USE ONLY
Agency Name:  _____________________________           _____ Agency Number:  ______ _  
Contact Person:_________________________________          _  Telephone:_____________ 
Email Address:___________           ________________________ Date:_________________


REVISED PRIOR AUTHORIZATION

IF YOU NEED TO REVISE A PREVIOUSLY SUBMITTED PRIOR AUTHORIZATION, PLEASE INCLUDE THE ORIGINAL AMOUNT, THE AMOUNT OF ANY AND ALL SUBSEQUENT REVISIONS, AND THE NEW REVISED TOTAL.  THIS FORM SHOULD COMPLETELY SUMMARIZE THE ORIGINS AND CHANGES ASSOCIATED WITH THE CONTRACT AND/OR PROJECT YOU WILL ALSO NEED TO PROVIDE AN EXPLANATION FOR THE NEED TO REVISE THE PRIOR AUTHORIZATION. 

Revised PA Requests must be submitted to Procurement & Contracts outside of SMART.

Other details for this specific revision:
No Increase in Cost, Change in Term of Contract: 
SMART Purchase Requisition Number(s):		
SMART Purchase Order Number(s):			
SMART Contract Number(s):				


Historical Summary of Contract	Description of Action (Examples shown below)
Original PA Amount:	$	 	(i.e.:  Original Contract)
Revision #1:	$		(i.e.:  Amendment #1 – Description of Scope of Work Change)
Revision #2:	$		(i.e.:  Renewal for xx/xx/xx to xx/xx/xx)
Revised Total	$	


Procurement and Contracts Approval:			Date:	
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