Sole Source Procurement Guidelines
A sole source procurement may be awarded for a supply, service, information technology, or construction item without competition, only when, the Superintendent or Chief Business Officer determines in writing that there is only one source for the required supply, service, information technology, or construction item.

Sole source purchases will only be authorized based on any of the following criteria:

1. It is a unique, one-of-a-kind product or service;

2. The product:

a. has patented or proprietary rights that provide superior capabilities not obtainable from similar products, and

b. it is not marketed through other wholesalers, jobbers, or distributors whose competition could be encouraged;
3.
The compatibility of equipment, accessories, or replacement parts is the paramount consideration.

A sole source procurement is not permissible unless there is only a single supplier.

In all cases, purchase orders for sole source purchases must be accompanied by written justification with sound reasons to support the requests.  In cases of reasonable doubt, competition must be solicited. All such requests must be approved by the Superintendent or Chief Business Officer.
Sole Source purchases require thorough documentation and file retention.
A Sole Source Justification Form must be completed and forwarded to the Purchasing Officer prior to the release of any purchase order specified as a sole source.  The Purchasing Officer will obtain the written approval of the Superintendent or Chief Business Officer, if justification is satisfactory.  The purchase order will then be released and a copy of the approved justification form will be returned to the school or department and must be filed with the file copy of the purchase order maintained in each school or department for audit purposes.
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