APPENDIX F– SOLE SOURCE JUSTIFICATION


Instructions

This sample template is used for transactions when competition is not anticipated.  This may occur in instances such as when procuring proprietary information technology product upgrades or procuring items which, if not of original equipment manufacturer (OEM) origin, might otherwise void a standing warranty for an existing item.  Attach any supporting documents and file this template in its appropriate place in the Procurement History File.  

1.  	Provide a brief description of item.

2.	Check one of the four listed sole source circumstances.

3.  	Identify the recommended source and address.

4.  	Attach a copy of the Independent Cost Estimate.

5. 	In the “Comments” section, briefly describe the procurement circumstances and history, including identifying and describing any former purchase for this item or service.  If more space is required in order to provide an adequately detailed history or description of the circumstances, document the justification on a separate sheet and attach to this template.

6.	The requesting individual (typically, the “customer”) must print his/her name and title and sign and date the document.

7.  The individual making the actual purchase signs and dates the document.

8.  The individual who approves the sole source purchase must sign and date the document.



SOLE SOURCE JUSTIFICATION 
(INSERT NAME OF TRANSIT SYSTEM)
Procurement by noncompetitive proposals may be used only when the award of a contract is infeasible under small purchase procedures, sealed bids, or competitive proposals and at least one of the following circumstances applies:

	Item Description:
	




Check One:

	☐	The item is available only from a single source (sole source justification is attached or described below in the “Comments” section).


	☐	The public urgent need or emergency for the requirement will not permit a delay resulting from competitive solicitation (documented emergency condition is attached).


	☐	FTA authorizes noncompetitive negotiations (letter of authorization is attached).


	☐	After soliciting a number of sources, competition is determined inadequate (record of the sources solicited is attached).



	Recommend Source:

	




	Independent Cost Estimate (ICE) is attached? 

	☒Yes
☒No


	Comments:


	








Approvals/Signatures:

											
	Requester
(Name, Title)

	
	Signature
	
	Date

	Purchasing Agent
(Name, Title)

	
	Signature
	
	Date

	Approval Authority
(Name, Title)
	
	Signature
	
	Date
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