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SOLE SOURCE JUSTIFICATION 

 

Department: ___________________________     Department Director ________________________ 

 

Preparation Instructions: 

The appropriate department representative must complete the sole source form below and forward to 

their Department Director for approval.  Upon departmental approval, either attach to your requisition 

in JDE or submit to SRC with solicitation documents.  Use additional sheets if necessary. 
 

Policy: Sole Source purchases are exempted from bidding requirements as stated in Section 252 of the 

Local Government Code. State law clarifies sole source as follows:  

Please check the exemption, if no exemption applies contact purchasing to begin competitive process. 

 Items that are available from only one source because of patents, copyrights, secret 

processes, or natural monopolies; 

 Films, manuscripts, or books; 

 Gas, water, and other utility services; 

 Captive replacement parts or components for equipment; 

 Books, papers, and other library materials for a public library that are available only from 

the persons holding exclusive distribution rights to the materials; 

 

Is this a one-time cost? Yes ________ No__________ 

 If No, What future purchases will need to be made and how much have we spent already 

related to this procurement? _________________________________________________________ 

________________________________________________________________________________ 

Have you researched cooperative contract options for this purchase? _________________________ 

 

Vendor Name: ____________________________   Purchase Amount: ________________ 

 

Product Purchasing: _________________________________________________________ 

                                        (Please include manufacture numbers if applicable) 

 

1. What unique features or capabilities does the product or service offer the City? 

 

 

 

 

2. Why are these unique features or characteristics essential and necessary to meet the City’s 

needs? 
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3. What research has been performed to ensure that no other source is capable of fulfilling the 

requirement?  For instance, list other products or services tested or used and describe why 

they are not acceptable. 

 

 

 

4. What steps are being taken to foster competition in future purchases of this product or service? 

(Please enter any asset life information here – when and how originally purchased, expected 

life of the asset, and the plan for replacement.) 

 

 

 

 

 

 

Approved: 

 

____________________________________  ______________ 

Department Director      Date 

 

___________________________________   _______________ 

Purchasing Manager      Date 

 

 

Purchasing Manager’s notes  
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