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Direct Payment Requests (DPRs)
Authorization requests for a DPR do not 

require routing to Procurement.

Exceptions to Policy however, are the

Exception



Direct Payment Requests (DPRs)

A justification memo is required for Exceptions to Policy. The memo must contain 
details regarding the exception and a remedy to prevent future occurrences.

Do not put your 
justification here

Attach the 
justification 
memo here



Direct Payment Requests (DPRs)

• All after-the-fact payments are considered an Exception to Policy 
and must be submitted as a DPR.

• Adobe does not allow a submission to be sent back to the 
requestor for correction. Instead, it must be canceled and 
resubmitted with the corrected info.

• A Direct Payment Request is not guaranteed to be approved and 
should not be used as a substitute for following proper 
purchasing procedures.



Direct Payment Requests (DPRs)

Please be advised that Direct Payment Requests are subject to 
audit, and adherence to policy is required. Frequent requests for 
exceptions to policy may be regarded as non-compliance, which 

could lead to the following actions to ensure compliance:

• Monitoring and reporting of repeat instances
• Declining approval for certain requests
• Involvement of senior management
• Consideration of corrective measures



Signature Authority
Why can’t I sign?

Only with DOA can you obligate University resources including:

• Committing the University to spend money
• Committing University resources, expertise, facilities, or 

supplies (not just money)
• Signing a contractual document (i.e. agreements, contracts, 

permits, MOUs, terms & conditions, confirmations, click-
through agreements, etc.)

• Negotiating terms and conditions.

When in doubt – Ask! We are here to help!



Signature Authority
Delegation of Authority (DOA)

Delegation of Authority is the assignment to another person (normally from a manager to a subordinate) to carry 
out specific activities. It is the process of distributing and entrusting work to another person.
 Only Procurement and Contract Services can financially obligate the University.
 Departmental personnel have no such delegated authority (except limited authority under the Procard Program)
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Contact Us

Procurement & Contract Services

aba-fins-procure@csus.edu


