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                                     Sole Source Request Form

Date of Request: Click or tap to enter a date.
	Requestor Name: 
	Click or tap here to enter text.
	Operating Unit:
	Choose an item.
	Requestor Email: 
	Click or tap here to enter text.
	Contract Term Start: 	
	Click or tap to enter a date.
	Requestor Dept: 
	Click or tap here to enter text.
	Contract Term End:	
	Click or tap to enter a date.
	System-wide Request: 
	Yes☐     No☐
	Total Value of Request:
	Click or tap here to enter text.

	If no, list Campus Here: 
	Choose an item.	Vendor Name:
	Click or tap here to enter text.


(See Sole Source Request Guide on pages 2-4 for instructions)

Description of the University need that this procurement fulfills:
Click or tap here to enter text.

Description of the Market Research Performed:
Click or tap here to enter text.

Description of supplies, construction, information technology, and/or services vendor will provide under the contract:
Click or tap here to enter text.

Explain why the described solution is the only solution that meets the University’s need and how no other identified solutions were sufficient.
Click or tap here to enter text.



Sole Source Request Guide
SC Consolidated Procurement Code Reference Section 11-35-1560 / Regulation Reference 19-445.2105

1. What is sole source procurement? 
a. Sole source procurement is when only one specific item or service will fulfill the need of the University, and there is only a single source of supply for its acquisition. Sole source procurements are processed without competition.
b. The need must not be unduly restrictive to artificially create a sole source situation.
c. Sole Source procurement is not permissible unless there is only a single supplier.
d. In cases of reasonable doubt, competition must be solicited.  
e. Sole source procurements require special justification and rules for use. All sole source procurements must meet the following criteria: 
i. The item or service must be the only item or service that will meet the need of the University, and 
ii. The item or service must only be available from one source. 
f. Examples:
i. Where the compatibility of equipment, accessories, or replacement parts is of paramount consideration;
ii. Where a sole supplier’s item is needed for trial use or testing;
iii. Where the item is one-of-a-kind.*
* However if your one-of-a-kind item can be provided by multiple vendors, then it is no longer a sole source.  What you have is a brand name justification where you have proven that only that a particular item is acceptable, and the vendor community cannot provide a substitute or equal product.  This must be competitively procured.

2. Before I pursue a sole source what should I consider?
a. Is it on State Term Contract? https://procurement.sc.gov/contracts
b. Does USC have a University Term Contract for this?    
c. Does another USC department have a contract for this?  If so, contact Central Purchasing because we may be able to piggyback off that contract.
d. Is there an exemption to the SC Consolidated Procurement Code for this?  https://procurement.sc.gov/legal 
e. Is there already a sole source in place that covers this request (such as a multi-year sole source)?
f. How did Central Purchasing process this last year/time?  Look at the most recent PO.
g. Am I submitting this in a timely manner?  If the contract has already been signed or services/items have already been provided or invoice has already been received, you may have an unauthorized procurement.

3. How do I submit my sole source request?
a. The requestor must submit a requisition with the following attachments:
i. A completed Sole Source Request Form 
ii. Quote from vendor (not invoice) if applicable
iii. Unsigned contractual agreements from vendor (if applicable)
iv. Any supporting documentation (including those validating the market research conducted)
b. Requisitions missing the completed documentation listed above may be returned to the requestor.




4. What information does Central System Purchasing need in the Sole Source Request Form?
a. Here is guidance to help you respond to each prompt in the Sole Source Request Form.

* Description of the agency need that this procurement fulfills: 
Describe the University need.  

Per Reg. 19-445.2105 (C)(2), The written determination must include a purchase description that states the University’s actual needs, which shall not be unduly restrictive.  

Describe the problem you are trying to solve, not the product or service that solves the problem that you are trying to solve.  That is the solution.  Do not describe the vendor solution that meets the University’s need.

Where State Procurement Auditors see problems is when the written determination begins with the solution or specific supply.

* Describe the Market Research Performed: 
Describe the market research the University performed to determine the availability of products or services that would meet the University’s needs.

What is Market Research?
Market Research is a process for gathering and analyzing data on industries, markets, and suppliers on key factors such as quality, delivery, cost, and other key performance indicators.  This data allows for a clearer understanding of market forces, which allows a procurement professional to make the most appropriate decision regarding the procurement.

Market Research:
· Identifies available solutions in the market space
· Identifies the suppliers in the market, and
· Identifies industry characteristics such as pricing, contract terms and conditions, payment terms, financing, etc.

This is your opportunity to demonstrate conclusively that only one solution exists and that it is available from only one vendor.

* Description of supplies, construction, information technology, and/or services vendor will provide under the contract:
Provide a description of the product(s) and/or service(s) identified that will meet the University’s need.

Based on what you found in your documented Market Research, you should have a pretty good idea of the types of products or solutions available in the market, the suppliers that can provide a solution that meets the University’s need(s), price range, and terms and conditions.

* Explain why the described solution is the only solution that meets the University’s need and how no other identified solutions were sufficient. 
Provide an informed, detailed, and objective explanation as to why no other vendor’s supplies, construction, information technology, and/or services will meet the need(s) of the University.  This shall include the University’s factual grounds and reasoning as supported by the agency’s market research.  The University’s explanation should be based on its own conclusions supported by its description of the market space.  

Vendor assertions of product differentiation or availability may be obtained as part of market research and are valuable information in the University’s assessment of available solutions, but are not, by themselves, sufficient justification for a sole source determination. 

Please do not cut and paste vendor claims, content, or literature in this space.  
By this point, you should be able to articulate why only one solution is available and that it is only available from one supplier.  Examples: compatibility of equipment, accessories, or replacement parts is the paramount consideration or where the item is one of a kind and there is no dealer network.

5. What is the process after I submit my requisition?
a. Upon receipt of the requisition via PeopleSoft approval workflow, the requisition will be assigned to a buyer in Central Purchasing for review and processing.
b. The buyer will review the documentation received, conduct their own market research, and will reach out to you if they have any questions or concerns.
c. The buyer will then draft the Sole Source Written Determination and submit it for review and approval through an internal process.
d. Upon receipt of approval, the buyer will then determine if the sole source must be advertised in South Carolina Business Opportunities (SCBO) before the PO can be processed and/or before the contract can be signed.  Code Reference 11-35-1560.
i. If the value of the sole source is $50,000 or less – Advertisement in SCBO is not required
ii. If the value of the sole source is between $50,000.01 and $250,000.00 – Must advertise the Intent to Sole Source in SCBO for five (5) business days
iii. If the value of the sole source is greater than $250,000.00 – Must advertise the Intent to Sole source in SCBO for ten (10) business days.
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