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Sole Source Justification Form

Vendor:

Department:

Is this purchase for Supplies, Services, or Construction:

Is this a onetime purchase Y/N:     

Estimated expenditure for the current term of contract, one time purchase or annually:

Check the box below that applies to the proposed purchase. 
The Supply, Service, or Construction is available from only one source. 
Supplies, Services, or Construction is a proprietary item, there is not more than one potential 

bidder or offeror for that item.  
The vendor is the manufacturer, and no other distribution channel is available. 
The Vendor is the sole authorized dealer or reseller for a specified region. 
Required items are proprietary to the Vendor. 
Compatible with existing software. 
Compatible with existing equipment. 
Repair, maintenance or modification of existing equipment. 
Upgrade to proprietary software or hardware. 
Must match existing equipment. 

The undersigned requests that competitive procurement be waived and that the vendor identified as the supplier of 
the service or material described in this sole source justification be authorized as a sole source for the 
service or material. 

Requisitioned by: Signature Department 
Director/Designee

Date
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**Sole sources are required to be publicly posted by the Organization for seven (7) days business days not 
including holidays before approval. ** 

1. Detailed Description of services and/or items: Describe the product/service you are requesting and its
function.

2. Justification for Sole Source/Special Circumstances: Explain why this vendor is the only source from which
to obtain this product or service.

3. Efforts to Identify Other Vendors: Describe steps taken to make this determination, vendors contacted, etc.

4. Provide written justification demonstrating the proposed price is fair and reasonable. This may include, but
not limited to, historical pricing comparisons, market research, catalog pricing, or relevant supporting
documentation. All evidence must be included with this request.
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(PROCUREMENT MANAGEMENT DIVISION USE) ONLY)
Sole Source No.                                                                                      Date:                                       

Posted Date: From: (7 BUISNESS DAYS)

Approved Disapproved
Signature of Approver/Designee Date

      

GL Code (Include Project String, if applicable):                                                                    

IDENTIFY TYPE OF FUNDING:

LOCAL

IDENTIFY IF STATE

FEDERAL

OR OTHER FUNDING

Reason for Disapproval 


