           SUGGESTIONS FOR COMPLETING SOLE SOURCE FORM
Given below are some suggestions to assist you in completing the Sole Source Form.  In addition to the following suggestions, please note that manufacturers’ web sites often provide additional helpful information to better enable you to complete your sole source justification.  Key words to look for are copyrighted, proprietary, custom, registered, trademarked, patented, licensed, exclusive, etc.  The key question to keep in mind is, “Why and in what ways is this vendor the only vendor that can provide this particular product or service, and why can no other vendor provide this product or service?”
HEADING:
Header Section:
Please fill in “Requestor”, “Department”, “Date” & “Vendor/Contractor”.

Leave “Requisition Number” blank. 

Blank Boxes:  (“This purchase is economically only available from a single source because the…”)

Please check only ONE of the blank boxes that best applies to why this is a sole source.

BUSINESS RATIONALE:

QUESTION #1:  Why do you need to acquire these goods or services?
The answer to this Question #1 should introduce and provide broad contextual information for this sole source purchase.  Your response to Question #1 can be a general, overall statement regarding the sole source purchase, i.e., what it is that we’re buying, who it is for, and why you need it.  (More detailed information can be provided in Question #3.)  Therefore, in your response to Question #1, briefly (and in terms of the overall concepts) please identify the following:

What is it?
Briefly identify the kind or category of equipment or service that you wish to purchase – e.g., fitness equipment, laboratory equipment, consulting services, database access, maintenance services, etc.  Then, elsewhere in your answer be more specific about the exact product or service being purchased – e.g., the exact make and model of the equipment, the specific nature of the consulting or contractual services being procured, etc.
Which Department is it for and who will be using it – i.e., students, faculty, laboratory use, financial?
Why do you need to purchase it?
Briefly give an overriding and/or conceptual reason for why you need this equipment or service.

How will it be used?
Briefly give the context of how this equipment or service will be used by your Department.

Why can only this vendor provide your needed product or service?

Explain why this vendor (and only this vendor) can provide the equipment or service that you need.

SAMPLE ANSWER TO QUESTION #1:   This procurement for the NIU __(give your Department’s name)___ Department is for the purchase of __(give general category of equipment or service)___ for the purpose of __(just give general reason here)____.  More specifically, this purchase is for __(give specific product or service)_______ and it will be used for ___(state the more specific or detailed purpose of how it will be used)_____.  Only this product or service can meet our needs because __(give reasons)____.  This product or service is economically only available from __(Vendor Name)__ because  __(give reasons)__.   
QUESTION #2:  Has your Department bought these goods/services in the past?

If your answer is “Yes”,
Who was the Vendor?

What was the PO number?

What was the PO date?

What was the dollar amount?

Was it Bid or Sole Sourced?

(Please check with your Departmental office, or if needed check with Procurement to help you ascertain this information.)

QUESTION #3:  Why are these goods or services the only ones that can meet your needs:
Whereas Question #1 can be a general, overall statement regarding the sole source purchase, i.e., what it is that we’re buying, who it’s for, and why you need it, Question #2 should be much more specific.  Therefore, please be detail-oriented here and give specific, concrete factual reasons (i.e., A, B, C, D, etc.) why these particular goods or services are the only ones that can meet your needs.  You don’t literally have to number your reasons; just give concise, orderly, objective, factual reasons of why only this product or service is acceptable and is in the best interest of the University.
For example, what are the unique features or performance capabilities of this product or service that are unique only to this particular product or service and thus set it apart?  (Again, give concise orderly reasons.)
Is the equipment, software or service Trademarked? Copyrighted? Registered? Licensed? Exclusive?  Proprietary?

How is this product or service different from any other such product or service available in the marketplace (again, give concise factual reasons A, B, C, D, etc.) 
Is this procurement an upgrade or expansion to an existing system, product and/or service?   If yes, why or how (specifically) is compatibility of equipment or service important for this transaction?  

QUESTION #4:  If services, what are the unique qualifications this vendor possesses?

Possible points of mention:  Length of time this vendor has performed services for the University?  Only this vendor alone can do what they do in the way that they do it?  Special credentials?  Special certifications or accreditations?  (Note: Prior use of this vendor in and of itself does not constitute sole source justification; more substantive reasons or explanations must be given.  For example, in the case of past work, specifically how or in what ways does that past work impact this current procurement?)
QUESTION #5:  Were alternative goods/services evaluated?  If Yes, why were they unacceptable?  If No, why weren’t they evaluated?   Please give specific and concrete reasons here., e.g., Is it copyrighted material and thus not available elsewhere? Is it patented and proprietary equipment not available elsewhere?  Or, alternative goods were evaluated but they could not match performance capabilities A,B,C,D, etc?  If no alternatives were considered, then give specific reasons for why not.  If alternatives were evaluated, specifically how or in what ways do they fail to compare with the item or service being purchased?  Is this vendor the solely authorized regional distributor/provider for this product and/or service?
QUESTION #6:  What efforts were made to get the best price?

Did you simply request a quote?  Did you negotiate with the vendor?  Is the vendor giving the University any kind of discount?  Does the very nature of the product or service being purchased preclude the possibility of price negotiation or discount?  
QUESTION #7:  Will this purchase obligate the University to future purchases (maintenance, licensing or continuing need?  (If yes, please explain in what way.)
QUESTION #8:  Why is this price fair and reasonable?

Does the very specialized nature and degree of sophistication or complexity of the product or service inherently command a high price but this price is in alignment with such industry pricing?  Is there a discount being offered?  Educational pricing?  Why do you believe this price to be fair and reasonable?

QUESTION #9:  Amount to be paid:  (Please indicate “actual” or “estimated”.)

QUESTION #10:  What would be the impact to you, to your project, to your Department, to your program goals, to the University, etc., if this sole source is not approved?

Please be specific and give reasons A,B,C,D., etc.
NOTE:  Please attach your completed Sole Source Form to your requisition (along with any other back-up documents or information).  Please also save your completed Sole Source Form as a Word document in case Procurement Services needs you to email it to them once they receive the requisition.   

