BUILDINGWRENCH

Emergency Purchase & Spending Authorization
Form

Keep urgent spending attached to an approved purpose and owner.

Working template

1. Incident Reference

Date / Time

Notes / Status

2. Required Purchase

Date / Time

Notes / Status

3. Scope

Date / Time

Notes / Status

4. Estimate

Date / Time

Notes / Status

Owner / Source

Next action

Owner / Source

Next action

Owner / Source

Next action

Owner / Source

Next action



5. Spending Authority

Date / Time Owner / Source

Notes / Status Next action

6. Approval Time

Date / Time Owner / Source
Notes / Status Next action

7. Changes
Date / Time Owner / Source
Notes / Status Next action

8. Invoice Reconciliation

Date / Time Owner / Source

Notes / Status Next action

Important: General facility-management aid only. Customize to your site and follow applicable emergency plans,
regulations, qualified-specialist requirements, emergency services, insurer requirements, and
authority-having-jurisdiction direction.
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