


TEXAS DEPARTMENT OF PUBLIC SAFETY
PROCUREMENT AND CONTRACT SERVICES
Non-Compliant Memorandum

	[bookmark: Text13]TO:
	[Manager of Requestor]
[Requesting Division]
	DATE:
	Date of Memo

	
	
	
	

	THRU:
	[Branch Manager]
Procurement and Contract Services
	
	

	
	
	
	

	THRU:
	[Team Lead]
	
	

	
	Procurement and Contract Services
	
	

	
	
	
	

	FROM:
	[Purchaser]
Procurement and Contract Services
	SUBJECT: 
	[Requisition Number]
[Dollar Amount] 
[Vendor]



It has been determined that an unauthorized purchase has occurred.  As a certified purchaser for the State of Texas, it is my responsibility to investigate the circumstances surrounding this purchase and to document the procurement file of the non-compliance.  Therefore, it is required that you submit a written description outlining the circumstances of this purchase. All non-compliant purchases will be documented in the monthly Unauthorized Purchases Report and provided to management for review.

The above referenced [requisition/invoice] was identified on [date] as Non-compliant Purchase by [Responsible employee’s name] for the following reason(s):

[bookmark: Check1]|_|	Product or Service ordered from vendor before a purchase order was issued 
|_|	Requisitioning department exceeded or altered existing purchase order without a purchase Order Change notice (POCN) or Modification.
|_|	Split Purchase
|_|	Invalid Procurement Method (i.e. dollar threshold exceeded for spot or informal purchases, TCI/TIBH not utilized, did not use existing contract)
[bookmark: Check3]|_|	Waiver not obtained from DIR, TCI, or TIBH exception not reported. 
[bookmark: Check2]|_|	Other:  

Violation: [State the reason(s) for non-compliance to be completed by the Purchaser or Contract Administrator]
	
Issue: [Explanation of why the violation occurred/circumstance – to be completed by the requesting Division]

Corrective Action:  [The action to be taken to prevent reoccurrence of the same issue to be completed by the Purchaser]  


Action by decision making authority: 

[bookmark: Check9][bookmark: Check8][bookmark: Check11][bookmark: Check10]The offending department has |_| has not |_| provided an acceptable explanation of circumstances surrounding the purchase and has |_| has not |_| implemented directives to prevent further occurrence.

	Kevin Jones, Branch Manager
Procurement and Contract Services
	
	
	
	
	
	

	
Name / Title:
	
	
Approve
	
	Non-Approved
	
	
Date
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