http://www.da.state.ks.us/purch/PriorAuthForm.doc


PRIOR AUTHORIZATION FORM 
(Date of last Revision: 05/18/2011)

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

$__________________

Prior Auth. Code:
Type SMART PA Code here

SMART Vendor ID:
Type SMART Vendor ID here

Vendor:

Type SMART Vendor Name and Address 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.

Note:  The higher the dollar amount of the transaction, the higher the expectation for complete and thorough documentation by the Division of Purchases.  Incomplete documentation will result in SMART workflow back to the agency.
1. Description of Material or Service / Contract Period:

Type info here

2. Explain why the recommended vendor is the only one qualified to provide the requested services at the exclusion of all others, i.e., what makes this vendor uniquely qualified?

Type info here

3. Describe the research that has been completed to insure that no other competition exists (nature of work to be completed, names of vendors contacted who are unable to perform service, etc.):

Type info here


----------------------------------------------------------------------------------------------------------------
AGENCY USE ONLY
Agency Name:  _____________________________           _____ Agency Number:  ______ _  
Contact Person:_________________________________          _  Telephone:_____________ 

Email Address:___________           ________________________ Fax:_____________       _  


----------------------------------------------------------------------------------------------------------------
REVISED PRIOR AUTHORIZATIONS:  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 TOTAL AMOUNT REQUESTED.  YOU WILL ALSO NEED TO ATTACH A BRIEF EXPLANATION FOR THE NEED TO REVISE THE PRIOR AUTHORIZATION.  

Examples:


Other Details:
Original PA Amount:
$

No Increase in Cost, Change in Term of Contract: 
Revision #1:
$

SMART Purchase Requisition Number:


Revision #2:
$

SMART Purchase Order Number:


Revised Total
$

SMART Contract Number:


Division of Purchases Signature:



Date:

