SOLE SOURCE JUSTIFICATION CHECKLIST INSTRUCTIONS
Policy
For some items or services only one source may be available. Sole and single source purchasing is an exception to State statues and purchasing policies. Under NCGS §143-129(c)(6) noncompetitive procurement of apparatus, supplies, materials, or equipment is authorized when performance or price competition for a product are not available, a needed product is available from only one source of supply, or standardization or compatibility is the overriding consideration.  To purchase these items or services without competitive bidding, the Sole Source Justification Form must be completed and accompany the Purchase Requisition. If justified, the request will be certified as “Single Source” and purchased without formal bidding.  If the purchase is federally funded, the provisions of 2 CFR 200.320(c) must be followed.  The final determination as to whether such an exception request is valid will be made by the Finance Director based upon documentation provided.
Procedures
If you feel the item or service you require meets the conditions above, please complete the Sole Source Justification Checklist and forward it to the Procurement Specialist.
Information needed for the Checklist:
· The item and its function.
· The name and address of the suggested supplier.
· The reason for requesting a sole source purchase.
· The reason why the product or service is the only product or service that can satisfy your requirements.
· The name and address of other vendors who make similar equipment and why that equipment fails to meet your specific needs.
Documentation for a sole source award should include the following: 
· Evidence of independent research through internet searches or discussions with subject matter experts which corroborate that the item is available only from a single source.
· Information that demonstrates the uniqueness of items or services to be procured from the proposed contractor or vendor (sole-source letter). 
· Information that demonstrates the item or service is only available from one source. 
Upon receiving the Sole Source Justification Checklist, Finance will review the checklist and either approve or deny the request. 

SOLE SOURCE JUSTIFICATION CHECKLIST
Sole source purchases are defined by the North Carolina General Statutes as clearly and legitimately limited to a single supplier.  Sole source purchases are normally not allowed except when performance or price competition for a product is not available, a needed product is available from only one source of supply, or when standardization or compatibility is the overriding consideration. The use of sole source purchases shall be limited only to those specific instances which are totally justified to satisfy compatibility or technical performance needs.  Sole source justification cannot be based on quality or price.

Department:						Requestor:


Estimated Contract Amount: 

1. Please describe the item and its function:







2. Please check the box that best describes your reason for requesting a sole source purchase:
[bookmark: Check1]|_|   Sole source request is for the original manufacturer or provider, there are no regional distributors.
[bookmark: Check4]|_| The parts/equipment are not interchangeable with similar parts of another manufacturer.
[bookmark: Check5]|_| This is the only known item or service that will meet the specialized needs of this department or perform the intended function (please supply details under section 3).
[bookmark: Check6]|_| This is the sole provider of a licensed or patented good or service.
[bookmark: Check7]|_| This is the sole provider of items that are compatible with existing equipment, inventory, systems, programs, or services.
[bookmark: Check9]|_| This is the sole provider of factory-authorized warranty service.
[bookmark: Check11]|_| This particular vendor and product must be used as specified in the grant that is authorizing this purchase. (A copy of the section of the grant that specifies the vendor and product must accompany the sole source justification.)
[bookmark: Check12]|_| None of the above applies. The requestor must attach a detailed explanation and justification for this sole source request.


3. Explain why the product or service requested is the only product or service that can satisfy your requirements and why alternatives are unacceptable. Be specific with regard to specifications, features, characteristics, requirements, capabilities and compatibility. Attach additional pages if necessary.










I hereby request that a Sole Source be approved for the procurement of the above-stated equipment or service.
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