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REQUEST FOR SOLE SOURCE


SOLE SOURCE JUSTIFICATION FORM
For ITSMS Consultant(s)
Use additional attachments if spaces provided are insufficient.

Sole Source: A purchase in which procurement is only available from one source.

	ITSMS/Econometrix Number: 
	Date:  


1. Proposed Source: (supplier)
____________________________________________________________________________________

2. Scope of Work: (Job Description and Required Skills)

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

3. Exclusive Capability: (Description of Proposed Source’s unique capabilities and/or personnel to perform this work; and why this is the only source available. See Instructions for further detail on preparing this rationale).
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

	Agency Requestor
	Agency Department Head Approval

	
	
	
	

	Signature of Agency Requestor 
	Date 
Requested
	Signature of Agency Department Head
	Date

Approved

	
	
	

	ROUTED TO
	DATE SENT
	APPROVAL SIGNATURE
	DATE APPROVED

	COMSYS Program Coordinator
	 
	 NA
	NA

	GTA Contract Administrator
	
	NA
	NA

	Approving Authority at 

GTA
	 
	NA
	NA

	Copy Returned to Agency
	
	NA
	NA


INSTRUCTIONS FOR SOLE SOURCE FORM

In a Sole Source situation, the Hiring Manager is to complete the Sole Source Justification Form and email, fax or mail to Jobs@ITSMS.COM.  COMSYS will review the Sole Source Justification form for completeness, and ensure it matches the Job Description and Required Skills sections of the electronic posting for the position in the ITSMS system.  When the job has been fully approved by the Agency and appears in the Approved folder, COMSYS will forward the request to the Contract Administrator for the ITSMS contract at GTA.  GTA will approver or disapprove the Sole Source request via email.  The GTA email approving or disapproving the Sole Source request will be copied into the Other Comments field of the job for future reference.  If approved, COMSYS will post the job to the supplier.  If the request for a Sole Source is disapproved, the job will be moved to the Withdrawn folder in the ITSMS system.    
	ITSMS/Econometrix Number: 
	Provide the ITSMS/Econometrix Number as it appears in the ITSMS system. 

	Proposed Source:
	Provide the name and telephone number of the supplier.

	Scope of Work: 
	Enter the data from the Job Description and Required Skills fields from the ITSMS system.  This should form the basis of the scope of work that you are requesting and the skill level that you believe is required for the project. 
Use continuation
sheets as required.

	Exclusive Capability:
	Describe the proposed supplier’s unique capabilities and explain why this is the only source available. Provide specifics. Following are examples in which Sole Source could be acceptable.

Only the proposed source can furnish the services because of its previous Agency/Institute experience/learning curve development that would be an excessive redundant expense to duplicate. (Excessive cost must be quantified).

Having an alternative source duplicating these capabilities would result in excessive cost to Agency/Institute. (Excessive cost must be quantified).

Only one supplier can satisfy the technical requirements because of unique technical competence or expertise. (Technical requirements must be valid and verifiable.)

The service does not satisfy the requirements for Sole Source, but the use of any other consultant would result in excessive cost to Agency/Institute. (Excessive cost must be quantified).

Other extenuating circumstances or considerations include, as applicable, adverse impacts on Agency/Institute of not using the proposed source, excessive cost of creating and maintaining duplicate systems and/or staff training that would result in excessive redundant costs, no value add, and other considerations not previously stated. (Thorough rationale and/or verifiable excessive cost data must be provided.)

Use continuation
sheets as required.

	Signature Boxes for Agency Requestor, Agency Department Head and Approving Authority at GTA
	Please have the Requestor, the Agency Department Head and Approving Authority at GTA sign and date the document when they have approved the request. 
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