Memorandum Documenting
Sole Source / Single Source Vendor 
For procurement of supplies, equipment and commercial services $10,000 and over
Date:      
To: Purchasing Department


Purchase Requisition #     
From:      
(Department)

Specified supplier:      



(Company name)

(Check one)
 FORMCHECKBOX 
Sole Source – Exists when a single seller controls the supply of products or services in a defined market.  These situations are usually the product of market conditions such as; technology leadership, patent protection, limited/exclusive franchise distributorships, mergers and acquisitions, etc.
 FORMCHECKBOX 
Single Source –   Vendor selection determined by objective business decisions such as; leveraged volume purchase contracts, standardization programs/systems, parts/service provided by ”original equipment manufacturer”, consistency of quality/batch control, “just in time” delivery requirements, etc. 
Note: “Single Source” vendor selection based purely on personal preference or subjective rationale will not be approved!
Documentation Statement 

(Required) 
     
Requested by: __________________________________________




Signature
Departmental Approval__________________________________





Signature


Revised 06/07/06






