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PURCHASE EXCEPTION REQUEST
	Section 1 - Department Information

	Department Name:


	Cost Center Name:
	Cost Center Number:

	Nature of the Exception Request:



	Section 2:  Justification Check the one that applies.  If the last box is checked, there must be a full explanation.


	
	The departmental owned cellular phone device will be used to fulfill functions related to special events, on-call duty, or maintenance, particularly to address emergency or after-hours related issues that require calling capabilities that cannot be addressed with a pager

	
	The department owned cell phone is needed to be assigned to a vehicle or a position but no one person

	
	Multiple employees will be using the departmental owned cellular phone device to fulfill functions as  noted above, making individual allowances financially imprudent

	
	In limited, special circumstances as determined by the Department Director to ensure that job functions are able to be efficiently completed.  Explanation must be detailed:


	Section 3:  Phone and Plan type Needed:  Please provide a description of the phone and plan needed.  Address voice, data, and text anticipated volumes:


	Section 4:  Assignment for Management and Maintaining Control of the Device and Plan:
Assigned to:







Position:

	Section 5:  Approval

	I hereby certify that all information is true and that I have read and understand the City's "Cellular Phone Allowance" policy.  I further certify that I have provided a copy of this policy to any employee who will be required to use the departmental owned cell phone and have ensured that these same employees understand that personal use will not be allowed.

	Department Director Approval:
	Date:
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