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SAMPLE APPROVAL REQUEST LETTER

FOR PURCHASES EXCEEDING $500.00
Last Updated: 7/22/2008
PLEASE PRINT LETTER ON ORGANIZATION LETTERHEAD AND SUBMIT IN DUPLICATE
[Date]

[Name of SBS Contract Manager]
New York City Department of Small Business Services

110 William Street, 7th Floor
New York, NY 10038

Re: Request for Approval of Purchase Exceeding $500.00
Dear [Name of SBS Contract Manager]:
[Name of organization] hereby requests approval for the use of [SBS contract number] program funds to be expended in the following manner:

PROJECT DESCRIPTION
1.   Avenue NYC Project (e.g., District Marketing)

2.   Estimated cost
3. A specific description of the need for the item(s)
4. List of at least three bids and a comparison of those bids specifying cost and quality of each
5. Justification for final selection
We understand that this request for Preliminary or Final Approval is not authorized until two (2) copies have been submitted to and signed off by the New York City Department of Small Business Services, and one (1) copy is returned to us.
Sincerely,

[Name and Title]
Signatures below will be provided by your SBS Contract Manager
PRELIMINARY APPROVAL: Work Program/Consultant Selection Process
____________________________________
___________________

[Name of SBS Contract Manager]

Date
Department of Small Business Services

FINAL APPROVAL:  Consultant Selection/Consultant Contract
The vendor selected is ______________________________________, who submitted the lowest bid. (If other than lowest bid, submit explanation.)

____________________________________
___________________

[Name of SBS Contract Manager]

Date
Department of Small Business Services
