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INTRODUCTION/PURPOSE 
 

This Emergency Procurment Manual was developed and distributed by the 
General Services Agency (GSA), Procurement Services Division. It is intended 
to serve as a training and reference tool for individuals that may need, or be 
called upon, to procure goods/services in response to an emergency situation.  

It clarifies the responsibilities of purchasing and of individual departments, and 
explains the legal requirements affecting Procurement Services, provides 
guidelines for County and non-County staff on how to purchase items and 
services needed as quickly, legally, and efficiently as possible in an 
emergency situation, and identifies the methods and procedures for acquiring 
resources.GSA will distribute revisions, updates and changes to this 
Manual via the County Intranet at: 
http://myvcweb/index.php/general-information/emergency-procurement 
 
 
 
 
 
 
 

http://myvcweb/index.php/general-information/emergency-procurement
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SECTION I 
DEFINITIONS 

 
What Constitutes an Emergency? 

Emergencies occur as the result of unforeseeable circumstances and may require an 
immediate response to avert an actual or potential threat. 

An emergency can be localized affecting only one agency or department.  There may 
be a need to make emergency purchases of services or supplies. 

Failure to plan or to process a requisition on time does not constitute a valid emergency. 

Emergencies can also be widespread; including earthquakes, floods, wildland fires, 
landslides, terrorism, hazardous material spills, airplane crashes, and major equipment 
failures.  These scenarios may require a response from a number of agencies.  The 
need to procure services and/or supplies will be extremely high.  Section V of this 
manual provides additional information relating to procurement activities during a 
disaster.  

What is an Emergency Purchase? 

An emergency purchase results when a situation arises in which compliance with 
normal procurement practice is impracticable or contrary to the public interest.  An 
emergency purchase may be warranted to prevent a hazard to life, health, safety, 
welfare, property, or to avoid undue additional cost to the County.   

Normal procurement practice includes, but is not limited to, submitting a requisition 
through Procurement Services, verification of insurance, issuance of written contracts, 
and obtaining competitive bids as needed. 
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SECTION II 
EMERGENCY PROCUREMENT AUTHORITY 

 
Exceptions to purchasing authority  

Per the County Administrative Manual, the power to bind the County to contracts for 
services, materials and/or equipment vests with the Board of Supervisors. 

In January 1995, Board of Supervisors Ordinance 4084 was passed and adopted. In 
general, it established that the Purchasing Agent shall have the duties and powers 
prescribed by; the laws of the State of California relating to County Purchasing Agents, 
this Ordinance, and the Board of Supervisors. 

With regards to purchasing authority, the Ordinance states: 

“Except as otherwise provided by law, the provisions of this 
ordinance or the resolutions of the Board of Supervisors, no 
purchase of personal property by any person other than the 
Purchasing Agent shall bind the County or constitute a lawful charge 
against any fund of the County.” 

However, in an emergency, the Ordinance does provide for emergency purchases by 
other County employees. 

“Emergency purchases may be made by any person or official 
authorized to sign requisitions when the Purchasing Agent or any of 
his assistants in GSA Purchasing Services authorized to make 
purchases is not immediately available and the item or items so 
purchased are immediately necessary for the continued operation of 
the office or department involved or are immediately necessary for 
the preservation of life or property.  Such emergency purchases 
shall be subsequently approved and confirmed by the Purchasing 
Agent, or if he/she refuses such confirmation, the Board of 
Supervisors may subsequently approve and confirm such purchase 
by a four-fifths vote of the members present at any of its regular 
meetings.  Unless such purchases are so approved and confirmed 
by either the Purchasing Agent or the Board of Supervisors, the cost 
thereof shall not constitute a legal charge against the County.” 

According to the County Administrative Manual, expenses incurred by a County officer 
or his/her authorized representative as a result of action taken to prevent a catastrophe, 
such as a flood, or to prevent or reduce harm that would be caused by such a 
catastrophe are eligible for reimbursement. 

Employees failing to comply with these procedures run the risk of being personally liable 
if the Purchasing Agent and the Board of Supervisors do not approve and confirm the 
purchase. A copy of the complete Ordinance is included as Attachment A in this 
Manual. 
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Exceptions to bidding 

Procurement policy establishes thresholds for bidding.  Under normal circumstances, 
the following thresholds apply: 

 
Commodities 
$0-$25,000   Administrative Process 
$25,001 - $200,000  3 Written Quotes 
$200,001 & Over Sealed Bid or RFP 
 
Services: 

 $0-$25,000  Administrative Process 
 $25,001 - $200,000 Quotation (Buyer to document reasonableness of cost) 
 $200,001 & Over Sealed Bid or RFP 
 
 Public Projects: 

$0 - $25,000  Administrative Process 
$25,001 - $60,000  3 Written Quotations 
$60,001 - $200,000 Sealed Bid 
$200,001 – Over Contact Public Works 

 
Notwithstanding the immediate nature of an emergency all procurements conducted as 
emergencies should be made as competitive as possible, under the circumstances.  
Emergency purchases of goods and services should not exceed the scope or duration 
of the emergency.  
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SECTION III 
EMERGENCY PROCUREMENT PROCEDURES 
RESPONDING TO A LOCALIZED EMERGENCY 

 
As stated earlier, some emergencies will involve only one agency or department. 

In this sample scenario, it is 7 a.m. on a given weekday and, a water pipe has broken in 
the Hall of Justice.  The water must shut off to keep damage to the surrounding areas to 
a minimum.  Operation of the building without water will severely impact all departments 
and their ability to conduct County business.  

GSA maintains the Hall of Justice. Therefore, GSA is the first agency to respond.  Water 
service must be restored as quickly as possible.  

Below are the steps to follow in responding to a similar emergency situation.  

1. Are there County resources available to provide the needed services?  If not, 
proceed to item #2.   

2. Can you use any of the following delegated procurement methods? 

General Claim – Purchases under $1,000, emergency or otherwise, do not need 
Procurement approval and should not be processed using a purchase requisition 
(RQS).  Instead, submit a general claim directly to the Auditor-Controller’s Accounts 
Payable Section to pay the vendor.   

Procurement Card –The procurement card can be used to purchase materials/supplies 
only, up to the single purchase and 30-day limits. The single purchase limit is usually 
$1,000.   

Public safety departments responding to a widespread emergency may use the 
procurement credit for restricted items, within the assigned dollar limits, provided 
it is properly documented in their reconciliation documents. In an emergency, 
exceptions can be made for non-public safety departments. Contact Procurement 
Services to report the use of the credit card for restricted items/services.  

Detailed instructions for using these cards are in the Procurement Bank Card 
Procedures and can also be found on the Procurement intranet site 
http://myvcweb/index.php/procurement-card.    

Master Agreements (MAs)  

An existing master agreement is the fastest method for placing an emergency order 
since it is already in place.  Insurance has been checked and all applicable terms and 
conditions are included in the MA text or in the associated contract.  An MA is a 
contractual agreement that provides for the furnishing of goods, services, and/or rentals, 
on an as-needed basis, within a stipulated maximum amount, for a fixed period of time.   

Normally MAs are used for convenience purchases which are made regularly.  MAs are 
issued annually (fiscal year) with an effective term starting July 1 and ending June 30, 
but they may have later starting dates or earlier ending dates.   

A vendor holding a MA with the County does not ship goods until an authorized County 
employee issues a release for specific goods or services pursuant to the terms of the 

http://myvcweb/index.php/procurement-card
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MA.  Generally, only items or services, which are described on the MA, may be 
purchased.   

In an emergency, additional goods and services may be purchased using a MA.  
Contact GSA/Procurement department to report any such use.  Each emergency 
responder should maintain a list of their departments current MAs for quick reference. 

3. During normal business hours, contact GSA/Procurement Services at 805-654-
3750.  

▪ Describe the nature of the emergency and justification for the purchase.   
▪ Provide your Department number, requisition (RQS) number, vendor name, 

description and quantity of material or service ordered, and estimated amount 
of the purchase.  Procurement will assist in locating vendors as necessary. 

Procurement will: 

▪ Determine if under the circumstances, this purchase meets the definition of 
an emergency. 

▪ Determine if under the circumstances, this purchase is being conducted as 
competitively as possible.    

▪ If needed, Procurement will verify that proper insurance is currently in effect.  
See Insurance Requirements Attachment C. 

▪ If needed, Procurement will verify that any applicable State and Federal 
legislation, County Ordinances, and administrative policies and procedures 
are made part of the purchase, i.e., prevailing wage, contractors license.   

▪ Procurement will assign an emergency purchase order (EPO) number. 
▪ Give the EPO number to the requesting agency/department. 

4. Agency/Department will create the Ventura County Financial Management 
System (VCFMS) RQS as soon as possible.  Identify this RQS as a “Confirming 
requisition for Emergency Purchase Order” in the description field followed by 
the EPO number. 

5. Agency/Department will submit a written justification for making the purchase on 
an emergency basis if the estimated total amount is in excess of $25,000 
(administrative process).  The Agency/Department head must sign if the amount 
is over $60,000.  Use the Emergency Justification Form (Attachment B). 

The procedure for obtaining emergency procurement authorization outside 
normal business hours is: 

1.  Call County Security at 805-654-2931, state that you have an emergency, and 
ask that a GSA/Procurement staff member call you immediately. If no one from 
Procurement contacts you within 30 minutes, and/or time is of the essence, take 
action as described below.  Comply with as many of the following items as 
reasonably possible under the circumstances.  

• Locate a vendor - If not using a current County approved vendor, collect 
the vendors W-9. 

• Does the service or material provided require insurance? Refer to 
insurance matrix on page Attachment C. 



County Of Ventura   Emergency Procurement Manual 

Page 7 of 15 

Depending on the situation, ask the vendor to fax you a copy of their certificates or at 
the very least review the appropriate levels of coverage and have vendor acknowledge 
they have insurance coverage.  

• Do prevailing wages need to be paid? If, yes, notify the vendor when 
contact is made.  See Section V for additional information. 

• Is a Contractors license required? See Section V for additional 
information. 

• Create a purchase order number using the following format: 

✓ Department code   4 characters 
✓ Year     4 characters 
✓ Month     2 characters 
✓ Day     2 characters 
✓ 3 Letter Code *   3 characters 
✓ Sequential number (start with 1) 5 characters 
     Total 20 characters 

*Create an easily identifiable code associated with the incident, i.e., SVF (Simi Valley Fire). 
• Give the PO number to the vendor. 

• Contact Procurement the next business day. 

2. Create the Ventura County Financial Management System (VCFMS) RQS as 
soon as possible.  Identify the RQS as a “Confirming requisition for 
Emergency Purchase Order” in the description field followed by the 20 digit 
EPO number. 

4. Submit a written justification for making the purchase on an emergency basis if 
the estimated total amount is in excess of $25,000 (administrative process).  The 
Agency/Department head must sign if the amount is over $60,000.  Use the 
Emergency Justification Form (Attachment B). 
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SECTION IV 
WHAT TO EXPECT IN A DISASTER SITUATION 

 

Emergency Proclamation 

The California Emergency Services Act provides the basic authorities for conducting 
emergency operations following a proclamation of Local Emergency, State of 
Emergency or State of War Emergency by the Governor and/or appropriate local 
authorities, consistent with the Act.  The Ventura County Board of Supervisors or the 
Sheriff, as specified by ordinance adopted by the Board, may proclaim a Local 
Emergency.  The Board must ratify a Local Emergency proclaimed by the Sheriff within 
seven days.  The governing body must review the need to continue the proclamation 
until the Local Emergency is terminated.  The proclamation provides the Board, Ventura 
Sheriff’s Office and Public Health with the legal authority to obtain vital supplies and 
equipment and, if required, immediately commandeer the same for public use. 

County Ordinance No. 2538 created the Ventura County Disaster Council and 
designated the Sheriff as the Director of Disaster Services.  Section 5323-2.2 of the 
Ordinance grants the Sheriff the power "to obtain vital supplies, equipment, and such 
other property found lacking and needed for the protection of life and property and to 
bind the County for the fair value thereof and, if required immediately, to commandeer 
the same for public use.”   

Levels of Emergencies 

There are three levels of “Emergency” conditions under which the County may operate: 

Local Emergency - means the duly proclaimed existence of conditions of disaster of 

extreme peril to the safety of persons and property within the territorial limits of a 
county, city and county, or city.  The Board of Supervisors, or if not in session, the Chair 
of the Board, the Chief Executive Officer, or the Sheriff can proclaim a Local 
Emergency. 

State of Emergency - means the duly proclaimed existence of conditions of disaster or 
of extreme peril to the safety of persons and property within the state.  It’s usually 
beyond the control of any single county, city and county, or city.  The Board, the CEO, 
Sheriff or the Public Health Director for health-related crisis, can request that the 
Governor proclaim a State of Emergency. 

State of War - means the condition which exists immediately, with or without a 
proclamation by the Governor, whenever this state or nation is attacked by an enemy of 
the United States, or upon receipt by the state of a warning from the Federal 
Government indicating that such an enemy attack is probable or imminent.  

For planning purposes, the State Office of Emergency Services has established three 
levels of emergency response to peacetime emergencies based on the severity of the 
situation and the availability of local resources. 
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Level One - Decentralized Coordination and Direction 

A minor to moderate incident wherein local resources is adequate and available.  A 
Local Emergency may or may not be proclaimed.  The County Emergency Operations 
Center (EOC) may or may not be activated. 

Level Two - Centralized Coordination and Decentralized Direction 

A moderate to severe emergency wherein local resources are not adequate and mutual 
aid may be required on a regional or even statewide basis.  The EOC should be 
activated. 

Level Three - Centralized Coordination and Direction 

A major local or regional disaster wherein resources in or near the impacted area are 
overwhelmed and extensive state and/or federal resources are required.  The EOC is 
activated. 

County Emergency Operation Center 

The County Emergency Operations Center (EOC) coordinates overall emergency 
operations in the County and serves the jurisdictions in which a major emergency has 
occurred.  The EOC is under the direction of the Ventura County Sheriff.  The specific 
functions of the EOC are to: 

▪ Gather and disseminate emergency information to concerned jurisdictions and 
agencies. 

▪ Coordinate the utilization of County, other local government, State and Federal 
resources within the County. 

▪ Coordinate government operations in the County in accordance with established 
Mutual Aid operations plans. 

▪ Request the County Executive Officer to requisition personnel or other resources 
as necessary to conduct emergency operations. 

▪ Do all of these functions respecting, to the extent possible, the integrity of the 
local government entities and the unity of their service forces. 

The extent to which the EOC is activated is governed by the nature of the emergency 
and the requirements of the Sheriff’s Department.  Activation may be full or partial 
depending upon the type and extent of the emergency as determined by the Sheriff.  
GSA has a representative at the EOC when fully activated.  The EOC is located in the 
County Government Center Pre-Trial Detention Facility, 800 S. Victoria Ave., Ventura, 
CA. 

GSA Department Emergency Operations Center 

The GSA Department Emergency Operations Center (DEOC) provides centralized 
direction and coordination of the resources of GSA to effectively respond to 
emergencies where GSA has a major role.  The DEOC may be activated when the 
County Emergency Operations Center (EOC) is not, or vice-versa, or both may be 
activated.  When the EOC is activated, the DEOC shall provide direct support to the 
EOC through the GSA representative at the EOC.  In addition, GSA/Procurement shall 
provide direct support to the SEMS Logistic Section according to the SEMS Multi 
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Hazard Functional Plan.  Small-scale procurement emergencies will generally be 
handled by Procurement staff working in GSA/Procurement at the County Government 
Center Hall of Administration, 800 S. Victoria Ave., Ventura, CA. 

The DEOC is located in the County Government Center Service Building, 800 S. 
Victoria Ave., Ventura, CA.  In the event of a major emergency, all personnel assigned 
to the DEOC are expected to report.  Should the severity of the disaster warrant around-
the-clock staffing, the assigned personnel will be divided into two, twelve and one half-
hour, overlapping shifts.  The control of the DEOC shall be under the direction of the 
GSA Chief Deputy Director of Facilities and Materials.   

All calls to and from the DEOC regarding the emergency must be logged.  While it is 
important to be brief in completing the log, entries should be as accurate and specific as 
possible.  The value of having a complete, concise record of all messages and actions 
taken cannot be overemphasized. 

The National Integration Center (NIC) Incident Management Systems 
Division 

The National Integration Center (NIC) Incident Management Systems Division was 
established by the Secretary of Homeland Security to provide "strategic direction for and 
oversight of the National Incident Management System (NIMS)... supporting both 
routine maintenance and the continuous refinement of the system and its components 
over the long term." The Center oversees all aspects of NIMS including the 
development of compliance criteria and implementation activities at federal, state and 
local levels. It provides guidance and support to jurisdictions and incident management 
and responder organizations as they adopt the system. 

National Incident Management System 

While most emergency situations are handled locally, when there's a major incident help 
may be needed from other jurisdictions, the state and the federal government. NIMS 
was developed so responders from different jurisdictions and disciplines can work 
together better to respond to natural disasters and emergencies, including acts of 
terrorism. NIMS benefits include a unified approach to incident management; standard 
command and management structures; and emphasis on preparedness, mutual aid and 
resource management. 

Incident Command System (ICS) 

All Federal, State, tribal, and local levels of government use ICS for a broad spectrum of 
emergencies.  These range from small to complex incidents, both natural and 
manmade, and include acts of catastrophic terrorism.  

ICS is usually organized around five major functional areas: 

• Command 
• Operations 
• Planning 
• Logistics 
• Finance/administration 
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Procurement reports under Finance and Administration and may also report to the 
supply unit of Logistics.   

Procurement Responsibilities 

The Procurement Division is typically responsible for obtaining all non-fire and non-law 
enforcement mutual aid materials, equipment and supplies to support emergency 
operations, and arranging for delivery of those resources.  GSA/Procurement is 
responsible for carrying out the general duties of the Procurement Division.  The 
general duties include but are not limited to: 

• Coordinate and oversee the procurement, allocation and distribution of resources 
not normally obtained through existing mutual aid sources, such as: 
o food,  
o potable water,  
o petroleum fuels,  
o heavy and special equipment,  
o and, other supplies and consumables. 

• Provide supplies for the EOC, field operations, and other necessary facilities. 

• Determine if the required items exist within the County’s supply system. 

• Determine the appropriate supply houses, vendors or contractors who can supply 
the item, product or commodity if County stocks do not exist. 

• Purchase items within limits of delegated authority from Finance/Administration 
Section.  Coordinate with the Finance/Administration Section on actions 
necessary to purchase or contract for items exceeding delegated authority. 

• Arrange for the delivery of the items requisitioned, contracted for, or purchased. 

• Maintain records (use the WEBEOC system online form or Emergency Purchase 
Order Form – if no access use Attachment D) to ensure a complete accounting of 
supplies procured and monies expended.   

• Support activities for restoration of disrupted services and utilities. 

• Maintain all required records and documentation to support the After-Action 
Report and the history of the emergency/disaster.  Documentation may include, 
but is not limited to: 
o Messages received 
o Action taken 
o Decision justification and documentation 
o Requests filled 
o EOC personnel, time on-duty and assignments 
o Referrals to donated resources 

Mobilization 

Mobilize to an incident when requested or when dispatched by an appropriate authority. 
You will most likely be provided with your assigned work location, check-in location and 
instructions, specific assignment, reporting time, etc.   
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Checking in helps to track resources, reassignments, locate personnel in case of an 
emergency, establish time records and payroll documentation, and plan for releasing 
personnel.  

After checking in, locate the incident supervisor for your initial briefing.  This briefing will 
most likely include: 

Current situation  
• Specific job responsibilities  
• Location of work area 
• Procedural instructions for obtaining resources 
• Safety procedures, as appropriate  

Keep accurate records related to your assignment.  Incident record keeping is important 
for the transfer of command and for possible Federal reimbursement and/or aid.  

Supervisors must maintain a daily Unit Log (Form 214), Attachment E, indicating the 
names of personnel assigned and a listing of major activities.   

Lastly, remember to maintain the chain of command, communicate changes in conditions, 
and act professionally.  Before leaving an incident, be sure to complete all work 
assignments, brief replacements and supervisor, give your follow up contact information, 
complete any required reports and return any incident-issued equipment or supplies.  
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SECTION V 
EMERGENCY PROCUREMENT PROCEDURES 

RESPONDING TO A WIDESPREAD EMERGENCY 
 

Employees as Disaster Workers 

Depending on the nature and magnitude of the emergency, non-procurement 
personnel may need to assist with emergency procurement efforts.   

Per the County Administrative Manual, when a disaster strikes of natural or manmade 
origin, Ventura County employees may be called upon to provide service to the 
community by assisting in emergency response efforts.  This may require employees 
to work in other locations, different hours, and out of class.   

Non-County personnel from surrounding entities may also be called upon to assist 
under mutual aide agreements.  

Placing Orders 

The PO number is the authorization to contact the vendor and proceed with the 
emergency acquisition.  If the amount exceeds $25,000 and time permits, efforts 
should be made to obtain three competitive quotations.   

If time is of the essence, do your best to obtain the goods or services at competitive 
prices.   

If there is a County contract for the goods or services, the contract vendor should be 
contacted before any other vendors.  Other vendors may be used if the contract 
vendor cannot meet the delivery requirements.   

Complete an Emergency Purchase Order Log and issue a twenty (20) character 
number as follows: 

• Department code    4 characters 

• Year      4 characters 

• Month      2 characters 

• Day      2 characters 

• 3 Letter Code*    3 characters 

• Sequential number (start with 1)  5 characters 
       Total 20 characters 

*Create an easily identifiable code associated with the incident, i.e., SVF (Simi Valley 
Fire). 

Acquisition of Medical/Surgical Supplies 

The Ventura County Medical Center’s Emergency Medical Plan includes a disaster 
plan for the acquisition of medical/surgical supplies. The Medical Center’s prime 
vendor is prepared to ensure that internal operations continue in the event of a 
disaster.     
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Service Contract Spending Limit 

Section 25502.5 of the Government Code permits the Purchasing Agent to contract for 
services to a limit of $200,000.  The Purchasing Agent’s authority is specified in 
Ventura County Ordinance No. 4084.  This authority can be changed by the State 
Legislature with a corresponding change in the County Ordinance.  Only the Board of 
Supervisors has the legal authority to bind the County in a service contract involving 
an amount in excess of $200,000.  Contract services over $200,000 can only be 
processed by Procurement when specifically authorized by the Board.   

In certain circumstances, a contract that was originally anticipated to be within the 
contracting authority of the Purchasing Agent may exceed $200,000 before the project 
is completed.  In such event, the amount in excess of the Purchasing Agent’s authority 
must be brought to the Board of Supervisors for approval. 

Insurance Requirements 

Insurance is not required for materials/goods picked up by County employees or 
delivered by suppliers. 

It is important to assess a vendor’s ability to meet the standard insurance provisions 
when first contacting them.  If access is available, the County Intranet site at: 

http://myvcweb/index.php/quick-link-for-procurement/insurance-requirements 

lists those vendors with current proof of insurance on file.  If the vendor is not on the 
list, you may want to consider a vendor with current insurance on file to expedite your 
purchase.   

Ideally, vendors should provide copies of their insurance certificates prior to 
commencing any work.  The nature of the emergency may preclude vendors from 
being able to provide documentation in a timely manner, in which case a verbal 
affirmation from the vendor, that they meet the insurance requirements should be 
obtained.  

Sales Tax  

The County is subject to California Sales/Use Tax and Federal Excise Tax.  Sales Tax 
is normally not applied to freight, labor, and food items (fresh or canned) unless the 
food has been prepared in a restaurant.  Please note that not all out-of-state vendors 
collect California State Sales Tax. 

Prevailing Wage Requirements 

In accordance with California Labor Code Sections 1770-1780 inclusive, prevailing 
wages must be paid to all workers employed by contractors or subcontractors on all 
public work projects that exceed $1,000.  Under Labor Code Section 1773.2, the 
County includes a statement in the call for bids, bid specifications, and contract that 
copies of the prevailing rate of per diem wages are on file at the County.  In an 
emergency when bids are not issued, the contractor should sign and return a 
Prevailing Wage Statement (Attachment F) before starting work agreeing to pay 
prevailing wages in accordance with Labor Code Sections 1770-1773. 

http://myvcweb/index.php/quick-link-for-procurement/insurance-requirements
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NOTE: Public procurement projects exceeding $200,000 must be directed to Public 
Works.   

 
Beginning in April 2015, all contractors must register with the Department of Industrial 

Relations on an annual basis. 

Contractor’s License 

The contractor must possess a valid State Contractor’s License before starting a 
project if one is required.  The license can be verified by going to www.cslb.ca.gov/ 
and selecting “license status check."  Print a copy of the screen showing a valid 
license number to document the license status check. 

 

  

http://www.cslb.ca.gov/


















ISSUED EPO #:     
 

 
EMERGENCY JUSTIFICATION FORM 

 
 

 
RE:  RQS NUMBER:                                               COST: $_______________ 
 
       VENDOR: _______________________________ 
 
Emergency purchases qualify under one or more of the following conditions:  
1) to preserve life, health, or property;  
2) upon a natural disaster;  
3) to correct or forestall a shutdown to maintain essential public services, or  
4) other unforeseeable events. 
 
Please complete this form and forward it to General Services Agency,  Procurement 
Services.  
 

------------------------------------------------------------------------------------------------------------------ 
Please describe the nature of the emergency and justification for the emergency 
purchase.  Attach any cost comparisons, quotations, or other pertinent information. 
 
  ____________________________________________________________________ 
_____________________________________________________________________ 
_____________________________________________________________________ 
_____________________________________________________________________ 
_____________________________________________________________________      
_____________________________________________________________________ 
_____________________________________________________________________       
                                                                                                                                                 
                                                                                                                                             
Department/Division          ________________ 
                                    
Department/Division Signature                                                  Date:      _______            
 
*(Emergencies estimate/totaling over $60,000 require department/division head approval 
signature.) 
 
 
PROCUREMENT OFFICE USE ONLY: 
 

APPROVED:                   NOT APPROVED:    ____________             
 

BUYER:                                    DATE:   _____________________              
        
 
 
August 2024 
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Attachment D – Emergency Procurement Manual 

Dec 2017 

EMERGENCY PURCHASE ORDER FORM 
 
 

Purchase Order Number 
         

 
        

 
    

 
    

 
      

 
          

Dept Code              Year             Month       Day     3 Ltr Code*       Sequential # 
  

*Name of Emergency/Incident – example: Simi Valley Fire = SVF 
 

 
REQ NO: _________________________ DATE: _______________ BUYER: __________________ 
 
REQUESTING                                                                 UNIT/ 
DEPT: _____________________________________   OBJECT_____________________________ 
 
CONTACT: ____________________________ PHONE: ___________________ EXT: ___________ 
 
NEED BY DATE AND TIME: _________________________________________________________ 
 
SUGGESTED 
VENDOR: ________________________________________________________________________ 
 
DELIVERY FRT  PAYMENT 
METHOD: ___________________________ COST: ______________ TERMS: ________________ 
 
DELIVER TO 
ADDRESS: ___________________________________________ ATT: _______________________ 
 
Ask about tank size (for fuel or water), storage or access limitations (stairs-elevator) and road 
closures.  
 

ITEM NUMBER MATERIAL OR SERVICE QUANTITY UNIT 
PRICE 

COST 

     

     

     

     

     

 
NOTES: 
 
 
 
 
 
COMPLETED 
BY: ________________________________________________________ 
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