SOLE-SOURCE POSTING FORM
Instructions: Complete highlighted sections.
	REFERENCE NUMBER:  
	X


the contract # from eRFP or requisition # from PeopleSoft
	PURCHASING AGENCY:
	Independent School District # 625 – Saint Paul Public Schools



	TITLE:  
	X


this is the title of the contract in eRFP
	RESPONSE TO SOLICITATION IS DUE NO LATER THAN 2 PM (Local Time)
	X


2 working days after 2 weeks of posting date (eg: post Monday the 1st, deadline is Wednesday the 17th)
NOTES: 
This is a single source posting notification; there are no solicitation documents for download. Note this posting is not an Invitation to Bid (ITB) or Request for Proposal (RFP).
The District intends to enter into an agreement with [vendor name], for a [length of engagement (1 time-buy/1 year contract, etc.)] for [goods/services to be provided].

[Description of needs the goods/services to be provided – 1 to 2 paragraphs max, include any minimum requirements that must be satisfied].

This is deemed a single source purchase because [explain belief as to why sole-source – 1 paragraph max, should match logic on sole-source form].
[bookmark: _GoBack]
If there are any concerns regarding this single source opportunity, contact [buyer name, buyer title] at [buyer email] before [same deadline date as above], at 2:00 PM Local Time. Include the reference number and title of the posting in the subject line. Please also cc the Purchasing & Contract Services department main email address of purchasing.department@spps.org.

Alternatively, you may call the Purchasing & Contract Services department main phone line at 651-767-8291, or fax your request to 651-293-5965.

DATE THIS SOLICITATION WAS POSTED:  [first date of posting with St. Paul Legal Ledger and on P&CS website]. 

This form needs to be completed and submitted with the sole-source form for review.  Upon agreement by Purchasing & Contract Services (P&CS), the posting will be prepared for St. Paul Legal Ledger and the P&CS website (deadline Wednesday noon for the following Monday) by the P&CS staff.  This posting will be live for two (2) consecutive weeks.  Should a vendor present a valid concern to the sole-source purchase prior to the deadline, that will discontinue the sole-source path and initiate the requirement to perform a formal solicitation (ITB or RFP).  If no concerns are presented, the sole-source designation shall be considered valid and proceed.
