SOLE SOURCE INSTRUCTIONS

The purpose of these instructions is to provide guidance on completing the attached Request for Sole Source form.

It is the intent of Richmond Public Schools that contracts be awarded on a competitive basis and that the use of a sole source procurement be limited to those instances where only one source is practicably available.
Definitions
Sole Source: only one source is practicably available for the goods or services required. Competition is not available in a sole source situation. A written determination, approval from the Superintendent, and public posting are required by law.


The using department/school shall submit a purchase requisition (unapproved purchase order) the Procurement Department with the Request for Sole Source form attached.
· Complete the information at the top part of the form.
· The using department/school is responsible for responding to Items 1 through 4 by providing appropriate justification to substantiate the request.
· Items 5 and 6 may be completed by the using department/school or left for the Procurement Department to complete.
· Completion of the Request for Sole Source form does not constitute approval.
Item 1, Good or Service, calls for an explanation as to why this is the only good or service that meets the needs of the using department/school. Be specific with regard to specifications, features, characteristics, requirements, capabilities and compatibility, i.e.:
· the department/school owns a piece of equipment and a part is needed that must be compatible with the existing equipment;
· existing software requires maintenance and can only be provided by the manufacturer of the software.
· the department/school previously purchased a particular software program and now the software needs to be upgraded. The upgrade is only available from the software manufacturer.
Occasionally a using department/school will conduct research and then pick the good or service they think is best. That is not a sole source and circumvents the competitive procurement process. In these cases, please consult with the Procurement Department prior to conducting the research.

Item 2, Vendor, should be used to explain why this is the only source that can provide the good or service. For example:
· the vendor is the manufacturer of the software and it does not allow other companies to provide maintenance;
· the vendor is the manufacturer of the piece of equipment and parts are only available from the manufacturer. They do not sell through distributors.
In addition, the using department/school must attach to the Request For Sole Source form a letter from

the manufacturer and/or vendor that explains that they are the only source and why, as well as a quote that details that which is to be purchased.

Item 3, Future Purchases, requires the end user to consider whether or not the purchase of this good or service will obligate us to this particular vendor in the future. For example:
· if a piece of equipment is purchased and that equipment requires parts to be purchased from the same vendor.
Item 4, Additional Comments, allows the using department/school to add any comments that they feel would be relevant to the sole source request.

Item 5, Price Reasonableness, requires that a determination be made in writing that documents that the price Richmond Public Schools pays is fair and reasonable. The written determination of price reasonableness may be based on:

1. Price Analysis – Comparison with:

a. prices previously paid
b. prices charged for functionally similar items
c. prices paid by other consumers – Suggestion: Ask the vendor for copies of invoices or names of other customers
d. prices set forth in a public list or commercial catalog

2. Value Analysis or Cost Analysis

a. make or buy study
b. analysis of price-to-unit variations
c. life cycle cost analysis

The written determination must be supported by factual evidence in sufficient detail to demonstrate why the proposed price is deemed to be reasonable.

Item 6, Negotiations, may involve more than just price and will often require the negotiation of terms and conditions. If goods/services are required for multiple years, the contract term and pricing should be negotiated here accordingly.

REQUEST FOR SOLE SOURCE
Submit to the Procurement Department with Requisition (Unapproved PO)


	To:
	Procurement Department
	Request Date:
	     
	Need-by Date:
	     

	From:
	     
	with
	     

	
	(Name)
	
	(Department/School)

	Title:
	     
	Phone:
	     

	Subject:
	Sole Source Request for the Purchase of
	     

	Requested Vendor (Name/Address):
	     

	Requisition (Unapproved PO) Number:
	     
	Cost Estimate:
	$      



The following sole source is based upon an objective review of the goods/services required and is believed to be in the best interest of the Department/School.

This is a sole source because the vendor is:
[bookmark: Check3]|_|	sole provider of licensed, copyrighted, or patented goods or services
|_|	sole provider of items that are compatible with existing equipment, inventory, systems, programs or services relative to current investment. Current Investment= $     .
|_|	sole provider of factory-authorized warranty service
|_|	sole provider of goods or services that meet the specialized needs of the department/school or performs the intended function
|_|	Other:      

Please respond to Items 1 through 4 (include attachments if necessary).

1. Good or Service: Explain why this is the only good or service that can meet the needs of the department/school.
[bookmark: Text1]     


2. Vendor: Provide an explanation for each of the following:

A. Explain the efforts made to find the good or service from other vendors. List vendors contacted, individuals contact information and why their goods or services do not meet the requirements of this request.
     

B. Explain why this vendor is the only practicably available source from which to obtain this good or service.
     
C. Attach quote from requested vendor.

D. Attach justification letter from the vendor.

3. Future Purchases: Will this purchase obligate us to this particular vendor for future purchases (goods, services, maintenance)?
[bookmark: Check1]|_| No
[bookmark: Check2][bookmark: Text2]|_| Yes, if so, please explain:      

4. Additional Comments: Please provide any additional comments or history that may support your request.
     

The using department/school may respond to Items 5 and 6 or leave this section for the Procurement Department to complete.

5. Price Reasonableness: Explain why the price is considered reasonable.
     

6. Negotiations: Describe the efforts that were made to conduct a noncompetitive negotiation to get the best possible price, terms, and conditions.
     
