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NMHU PURCHASING DEPARTMENT
PRIVATE 

SOLE SOURCE JUSTIFICATION FORM
INSTRUCTIONS: For Purchase Requisitions over $2,500. Briefly describe item/s or service/s being requested and list in detail reasons for requesting sole source designation.  Include substantiating data such as: companies eliminated as potential sources and reasons why, technical data, etc.  Since this is a request to depart from the mandated preference for competition, assertions without support cannot be considered.  Sole source requests for items costing less than $2,500. will be processed using this form; however, signature of Department Head or Dean is not required.  The University purchasing buyer may require additional information, and remains the final authority in the determination of sole source and sole brand acquisitions.

Item/Service Description (Required): 

Reason/s for Sole Source Request (Required):                               

Substantiating Data:  Your response to this section must substantiate your comments in the previous section, i.e.:  What other makes, models, or supplier/s did you consider and reject and why?  What actual adverse effects would result from the use of other equipment or supplies?  Is this your own evaluation or did you rely on a colleague's judgment? (Required):
FOR THE REASONS STATED HEREIN, ______________ is the only [supplier or source acceptable to furnish the acceptable goods or services. / brand acceptable to meet the specified needs of NMHU.]
______________________________       __________________           ___________

      Requestor Name and Title

    Signature


 Date
APPROVALS:

______________________________       __________________           ___________   
      Department Head or Dean   
                Signature


 Date


               Name and Title

______________________________       __________________           ___________   

    Purchasing Department Buyer              
    Signature


 Date


                 Name and Title

