
Sample Template for

Recommendation Request for

Delegation of Purchasing Authority for 

Professional Service Contracts 

Date:

……

To:

Director of Office of Contract Administration/Purchaser

From: 

Department Head (name, title, and department.  Must be signed by the department head)

Subject:
Recommendation to Request Purchasing Authority for Professional Service Contracts

Pursuant to Administrative Code Chapter 21.04(a)(1), I as the department head, recommend that I be approved and granted the purchasing authority to approve and execute the individual contracts or classes of professional service contracts listed on Attachment A that are anticipated to be required by my department.

I accept responsibility for the purchasing authority I am requesting and understand that I must comply with all City rules, regulations, ordinances, Civil Service Commission requirements, Risk Manager requirements, Human Rights Commission requirements, other applicable commission requirements, and the requirements of any federal, state, or local funding agencies.  The purchasing authority granted by the Purchaser does not remove any City requirements applicable to contracts, except the need for the Purchaser’s review and approval. 

I agree that my department will fully cooperate with any person(s) conducting periodic reviews and audits.  I understand that upon review of performance, the Purchaser may require the department to obtain additional training or, in the case of more serious performance issues, suspend or terminate the department head’s purchasing authority.

__________________________________

Signature of Requesting Department Head

Attachment A – Request for Purchasing Authority for Professional Service Contracts
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