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10. Sole Source Justification/Approval

	1
	Contractor Name:
	

	2
	Street Address:
	

	3
	City/State/ZIP:
	

	4
	Telephone:
	
	5
	Contract Price:
	

	6
	General Description of Services to be Provided:

	


INSTRUCTIONS:  Please initial all entries below that apply to the proposed contract.  Attach additional information or support documentation if needed.  More than one entry will apply to most sole source justifications.

	SOLE SOURCE JUSTIFICATION

	INITIALS
	JUSTIFICATION

	7
	
	Contract is required from only the original service provider.  If this item is initialed, Item 11 below must also be initialed.

	8
	
	Contract is required from only an authorized representative of the original service provider.  If this item is initialed, Item 11 below must also be initialed 

	9
	
	The services provided by this contractor are proprietary and no other contractor provides an equivalent service.  If this item is initialed, please explain below (attach additional sheet if needed).

	10 
	Explanation:

	11
	
	This is the only known service that will meet the specialized needs of this department or perform the intended function.  If this item is initialed, please explain below (attach additional sheet if needed).

	12
	Explanation:

	13
	
	None of the above applies.  A detailed justification for this sole source contract is provided below (Attach additional sheet if needed):

	14
	Detailed Justification:

	15
	On the basis of the foregoing, I recommend that competitive procurement procedures be waived and that the service in the referenced contract by procured on a sole source basis.  I understand that I may be required to provide a detailed cost estimate since price reasonableness will not be established through the competitive process.

	16
	DEPARTMENT NAME
	AUTHORIZED SIGNATURE
	DATE

	
	
	

	17
	APPROVAL/DISAPPROVAL/RECOMMENDATION BY [AGENCY OFFICIAL]

	Based on the above justification:

	
	I hereby approve the waiver of the competitive process for the services in the referenced contract.

	
	I recommend that the Governing Body approve this purchase on a sole source basis.

	
	I disapprove the waiver of the competitive process for this contract based on the reason attached hereto.

	
	I recommend that the Governing Body disapprove the waiver of the competitive process for this contract for the reason attached hereto.

	18
	Signature
	
	Date
	

	19
	Name
	
	Title
	


Instructions for Completion of the Sole Source Justification/Approval Form

1. – 4. The first four spaces to identify the contractor recommended for the sole source contract are self explanatory.

5. The contract price is significant since higher dollar value contracts normally require stronger justification than low dollar value contracts.  Additionally, the contract price may also dictate the party authorized to approve the contract on a sole source basis.  In this example, the spaces at the bottom of the form (16) for approval or disapproval of the sole source contract indicate that the General Services Director has authority to approve or disapprove sole source contracts up to some certain dollar value, while the General Services Director merely recommends approval or disapproval by the chief elected official or governing body for contracts that exceed his/her authority for sole source contracting.  The dollar threshold for approving sole source requests normally mirrors the government official’s dollar threshold for executing contracts.

6. The general description of services to be provided is for further identification of the nature of the contract.

7. If the department requesting the sole source procurement is basing its justification on the fact that only the original provider can provide this service, then Item 7 should be initialed.  When Item 7 is initialed, the department is instructed to complete Item 10 as well and to provide a written explanation of why the recommended contractor is the “only” contractor that can provide this service.  The form can be designed to automatically expand to accommodate lengthy text when necessary to fully justify sole source procurement.

9. If the department is requesting the sole source procurement is basing its justification on the fact that the service provided by the contractor is proprietary and no other contractor provides an equivalent service, then Item 9 should be initialed.  When Item 9 is initialed, the department is instructed to complete Item 10 as well and to provide a brief written explanation of why the recommended contractor is the “only” contractor that has a proprietary service for which no other contractor offers an equivalent service.

10. If the department is requesting the sole source procurement based on Items 7, 8 or 9, then Item 10 should be completed.  Whenever Item 10 is checked, a narrative explanation should be entered in the “Explanation” block: Item 11.  If there is insufficient room to provide the explanation, a separate sheet containing the balance of the explanation may be attached.

11. If the justification for sole source is based on the fact that the contractor provides the only known service that will meet the specialized needs of the department or perform the intended function, this block should be initialed.

12.  The explanation for justifying the sole source procurement based on the fact that the contractor provides the only known service that will meet the specialized needs of the department or perform the intended function should be entered in this space.  If there is insufficient room to provide the justification, a separate sheet containing the balance of the justification may be attached.

13. Whenever the department is requesting the sole source procurement based on a reason that is not included above, Item 13 should be initialed.  

14.  The detailed justification for a sole source procurement based on a reason that is not included in any of the above blocks should be entered in this block.  

15. There is a statement following the “Detailed Justification” block indicating that the department head, or designated representative, recommends that competitive procedures be waived and that a detailed cost estimate may be required to establish the reasonableness of pricing in the absence of competition.

16.  The three blocks in this section provide spaces for the name of the department, signature of the department representative and date that the justification was signed.

17.  The Approval/Disapproval/Recommendation by General Services (in this example) contains blocks for the General Services Director to approve or disapprove waiving the competitive process for contracts that are estimated to be priced within his/her authority for executing contracts.  There are also blocks for recommending that the chief elected official or governing body approve or disapprove waiving the competitive process for contracts priced above the dollar threshold wherein the General Services Director has authority to execute contracts.  When a position other than the General Services Director has this authority, the form should be modified accordingly.

18.  The General Services Director (or other official designated to review sole source justifications) checks one of the four blocks then signs and dates in the spaces provided.  If the General Services Director disapproves or recommends disapproval of a waiver of the competitive process, then an explanation of the rationale for the disapproval or disapproval recommendation shall be attached to the form.

19.  Enter the printed or typed name of the approving official and the approving official’s title.

