[image: image1.png]BaruChCOLLEGE e auenican onces snivs wones




AUTHORIZATION FOR APPROVAL OF REQUISITONS ENTERED THROUGH

BARUCH COLLEGE’S E-PROCUREMENT SYSTEM

CHARGEABLE TO TAX-LEVY FUNDS
	Department Name


	Department Location/Delivery Address



	Department Code


	Room number

	Major Program Code (choose one)

  801  802  803  804 805  806  825 869  870

	Special instructions (if applicable)


This form is required to facilitate online access to users of the CUNY E-Procurement System.  Please note that three approvers are required after each requisition is generated—the third approver is the Budget Office.  In some cases approver # 1 and approver # 2 or alternates # 1 and # 2 may be the same individual, but it is imperative that all of the blanks below be filled in.
	NAME
	Telephone
	E-Mail Address

	Requisitioner:

	
	

	Approver # 1:

	
	

	Alternate Approver # 1

	
	

	Approver # 2

	
	

	Alternate Approver # 2

	
	

	Approver # 3
BUDGET OFFICE
	BUDGET OFFICE


	

	Alternate # 3

BUDGET OFFICE 
	BUDGET OFFICE


	


I _________________________________________________, authorize the above referenced individuals to access the CUNY e-procurement system for the purpose of requesting goods and services, in compliance with all CUNY and College regulations appertaining to procurement related to the needs and requirements of the College.

Signature: ___________________________________________       Date: _______________________

Title: _______________________________________________

(SEE FURTHER INSTRUCTIONS, PAGE TWO)

(page two of two)
Additional instructions:

1. Please note that each user department requires a separate form.  The E-Procurement system will not be accessible to those departments that do not provide the information requested, above.

2. The E-Procurement online requisitioning system is administered by CUNY’s Central Office of Budget and Administration, and some requests to add/change/delete information may require more than one day.

3. Refer questions regarding this form and/or the E-Procurement system to Jorge Sanchez of the Budget Office via telephone (646-660-6550) or through email Jorge.Sanchez@baruch.cuny.edu.

4. An emailed copy of this form should be forwarded to Jorge Sanchez in order to expedite inclusion of authorized approvers into the system so that online procurement can commence in a timely manner.  However, a hard copy of each authorization form should be forwarded with a signature to the Budget Office, Box D-511 for record-keeping purposes.

5. Any changes in authorized approvers should be forwarded to the Budget Office immediately, so that such access to the online system can be adjusted in a timely manner.

