Procedures for sole source procurements

Refer to the Agency Purchasing Procedures Manual, Section 16.7 for Sole-Source Purchases.
There may be commodities or services which may not be procured by competitive means because of the existence of a sole source of supply or a non-competitive bid. Sole-source purchases are made only when an item is unique and possesses specific characteristics that can be filled by only one source. These purchases must have prior approval by the Commissioner of General Services. 
The agency must have all documents which include commissioner to commissioner letter, vendor letter and diversity before submitting the requisition to purchasing.
In making this determination, the Purchasing Division considers factors such as the following and must be included in the agency’s justification and commissioner to commissioner letter:

1. Explain the need for the purchase;

2. Justify why the State should use the sole source process;

3. Define all acronyms and/or ambiguous terms;

4. Whether the vendor possesses exclusive and/or predominant capabilities or the item contains a patented feature not obtainable from similar products;

5. Whether the product or service is unique and easily established as one of a kind;

6. Whether the program requirements can be modified so that competitive products or services may be used;

7. Whether the product is available from only one source and not merchandised through wholesalers, jobbers or retailers;

8. Whether items must be interchangeable or compatible with in-place items.

Agency is to provide the following documentation:

1. Documentation in TOPS (on RNTE) of justification as to why the product or service offered by the sole source vendor is the only product or service that can be utilized that will meet the agency requirements and is only offered by this sole source vendor;

2. Letter from agency’s Commissioner to the General Service Commissioner requesting approval of sole source must contain the following;  
Description of goods or services to be purchased;
Explanation of need or requirement for this specific item, what is unique about this item;
Why this item or service cannot be competitively bid;

Was this product or service purchased in the past and if so, how was it procured;

Document in detail what research was completed to determine item is only available from a single source;
Letter to Commissioner must contain requesting department’s Commissioner’s original signature

3. Letter from vendor/manufacturer stating or declaring that the vendor is the sole source for the product or service on company letterhead containing authorized signature; also what special quality the vendor posses as it pertains to the agency’s request; and
4. Diversity information from the sole source vendor as currently required in the invitation to bid documents utilized by Purchasing (Reference Section 16.13)

After review of the written justification from the requisitioning agency and determining that the item to be purchased meets all of the above criteria, the requested sole source purchase may be approved.
