WESTERN CAROLINA UNIVERSITY

REQUEST FOR SOLE SOURCE PROCUREMENT
Please call the Purchasing Department at extension 7203 or 7204 if you have any questions.

The following justification is required for all proposed sole source acquisitions $5,000 or greater and this procedure neither authorizes nor recognizes the informal collection of unsolicited quotations as a valid basis for approval.  Sole source justification can not be based on quality or price.  Quality can be a subjective evaluation based on opinion.  Public procurement law requires price considerations be evaluated via competitive bidding.  Product materials, correspondence copies, and price documentation are to be provided as attachments.

Attach separate sheet(s) if space provided is not sufficient.
1. Indicate the proposed product/service: Description, model, vendor price, and vendor contact (name, address, and telephone/fax number).

2. Describe the essential features required (not merely preferred) to meet your requirements and the criteria for your request.  Why should this product/service be restricted to a single source (i.e. compatibility with existing equipment, proprietary features, performance criteria, and/or other unique qualifications/characteristics).

3. Please provide the vendor name and address for all other similar products that have been evaluated and deemed unsuitable.  Please indicate vendor item number and your rationale for exclusion.  Attach relevant correspondence or quotations you have received concerning other products/services that were considered.

I certify the facts and information provided are complete and accurate to the best of my knowledge and, further, I have no financial interest or conflict of interest with the cited vendor.

Signature of Preparer:______________________________________________________

Printed Name:_________________________Department:_________________________

Purchasing Director Concurrence:

Signature:_______________________________________________________________

