Division of Purchases’ Sole Source

Authorization Form


Form Instructions:  This form must accompany contracts being proposed for approval that are not the direct result of a competitive RFP or a subsequent renewal that was anticipated in the RFP.  If the proposed contract is the direct result of a competitive RFP or an anticipated renewal, please complete the Competitive Award Authorization Form.  
	Contract Administrator:  
	
	Office/Division/Program
	

	Agreement Amount: $
	$0.00
	CT Number:
	

	Start Date:
	
	End Date:
	

	Vendor/Provider/

Company Name and

Address:
	

	Phone:
	207-
	VC Number:
	VC

	Type of Service:


	

	1. Specific Problem or Need

a. Identify and fully describe the specific problem, requirement, or need that the contract is intended to address and which makes the services necessary.

b. Explain how the department determined that the services are critical or essential to agency responsibilities or operations and/or whether the services are mandated by Maine statute.

	

	2.  Availability of other Public Resources.  Explain how the agency concluded that:  

a. Sufficient staffing or expertise is not available within the department and not just within a departmental division to perform the service, and that
b. Other governmental resources (local, state, or federal agencies) external to the department are not available to perform the service more efficiently or more cost effectively than the requested sole source.


	

	3.  Uniqueness:  The supplies or services required are unique to a specific contractor.  
a. If the contractor has a unique capability, it is insufficient to simply say that the contractor is unique. 

b. Describe the unique qualifications, abilities, or expertise of the contractor and the necessity of those particular unique factors to meet the department’s needs.  

c. If the contractor has unique equipment or facilities or he has proprietary data, fully explain, including the necessity of these particular unique assets to the Department.

	


	4.   Timeframe:  Time is of the essence and only one known source can meet the Department’s needs within the required timeframe.    

a. Provide the date by which the supplies or services must be delivered.  

b. Indicate how that date was determined and its significance.  

c. Indicate the impact of delay beyond that date in terms of program schedules, milestones, etc.  

d. State how long it would take another contractor to acquire the capability to perform (learning period), how much it would cost another contractor to get up to speed, and if appropriate, what it would cost the Department in terms of dollars and man-hours to get another contractor up to speed.  State the basis for the above estimates.

	


	5.  Cost.  Since competition was not used as the means for this procurement, explain how the department concluded that the costs, fees, or rates negotiated are fair and reasonable.  Make either a comparison with similar contracts, use the results of a market survey, or describe another means calculated to make such a determination.  

	


	6.  State what is being done to foster future competition.

	

	Signature:


	

	Date:


	


Limits on Sole Source Justification:

1. Incumbency does not justify sole source.

2. Administrative delay or lack of advanced planning does not create an urgency or time frame requirement that justifies sole source.
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