
Justification Webform Instructions 
 
Before starting a new Justification Webform to request an exemption from TLGC 252 procurement 
bidding requirements, please ensure you have the following: 

1. A valid vendor quote. 
2. For Sole Source Exemptions only, a recent manufacturer’s letter is required – The letter must be no older 

than 6 months and should explain why the product or service qualifies as sole source. 

You are now ready to open the Justification Webform, begin by selecting “Continue” at the bottom of the 
first page, then return to “Start” and complete the date and contact information.  

 

Section 1 select the applicable exemption from the list of options. If you are not sure which exemption 
applies, please contact your purchaser.  
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Section 2 describe why this purchase is exempt, include the following information: 

• Purpose of the purchase: For example- operational continuity, regulatory compliance, or 
emergency response. 

• Function of the purchase- explain the function it serves, e.g., maintaining critical infrastructure, 
ensuring employee safety, or meeting specific legal or contractual obligations.  

• Reason for exemption- Explain why this purchase qualifies for an exemption, cite specific reason, 
such as sole-source availability, proprietary technology, or an urgent need that precludes the 
standard procurement process.  

• Consequences without purchase- describe potential consequences, e.g., delays in operations, 
failure to meet compliance requirements, or increased costs due to alternative solutions. 

Section 3 for all exempt Purchases “attach” the vendor proposal or quote to the web form. If the purchase 
being requested as sole source because items are available from one source due to patents, copyrights, 
secret processes or natural monopolies “attach” the manufacturers letter.  
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Section 4 enter the vendor’s name and give a brief description of the purchase.  

Section 5 selects whether the purchase will be made “one time” with the total dollar amount or is this a 
request for a “term contract”; insert the # of months and total dollar amount.  

 

After Section 5 is completed, select the “Click to Approve” button that appears the bottom of the page 
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Once the “Click to Approve” button is selected, the requestor is prompted to enter the name and email 
address of the approving Department Manager, Asst Director or Director. 
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The justification webform will then ask the requestor to confirm their own name and email address. Once 
this information is completed, select “Approve”. 

 

Before the form is routed to department management for approval, Adobe will send an email to the 
requestor’s City email account to confirm their identity.  

Once the email has been confirmed, the form is routed to the designated department manager for 
electronic signature and then to the Purchasing Team for review and approval.  

 


