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SOLE SOURCE CHECKLIST

Justification for non-competitive procurement

1)
What are the services or items that will be contracted for and how do these services or items fit into your agency’s program?

2)
Explain the necessity to make a non-competitive, sole-source procurement by answering the following: 

a) What is the expertise and experience of the contractor?

b) What are the unique qualities of this contractor and why are those qualities necessary for the program?

c) Does the contractor have special management abilities that would benefit the program?  If yes, what are these special management abilities?

d) How would the contractor be responsive to the needs of the program?

e) Does the contractor have knowledge of the program? If yes, how is this a benefit to the program?

f) Is this the ONLY contractor that can supply these kinds of services or items? 

If YES, how did your agency determine that this is the only contractor that can supply them?


If NO, how did your agency find out about these other contractors? Why is your agency proposing to use a non-competitive, sole-source procurement when other contractors are available?

3)
If applicable, explain any time constraints that would be involved in a competitive procurement by answering the following:

a) When does your agency want to start this service or purchase these items and why is this date important?

b) Will the program be affected if the start date or purchase is delayed to allow for a competitive procurement? If yes, how will the program be affected?

c) How long would it take another contractor to reach the same level of competence as this contractor?

d) Are there financial implications if the start date or purchase is delayed for a competitive procurement? If yes, what are the financial implications?

e) When did your agency begin the search for a contractor for these services? Why didn’t your agency begin the search earlier to allow for a competitive bid?
4)
Are there any other factors that support the sole source procurement? If yes, describe these other factors.

I, ____________________________________, certify that this sole source procurement is in the best interest of the program and that the above statements, to the best of my knowledge, are true and accurate.

_____________________________________________________
____________________________________

Program Agency






Grant Number

_____________________________________________________
____________________________________

Signature and Title of Authorized Representative


Date
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