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At a recent Joint Purchasing Board (JPB) meeting, our members expressed interest in developing single source and best source policies for their organizations.  The following documents were obtained by the Santa Clara Office of Education’s Purchasing Department to help our JPB members develop their own sole source and best source policies and processes.
The following sample documents are for reference only and the SCCOE is not endorsing one over another. They are for use by any organization that is considering the development of sole source and or/ best source policies to help guide their employees.  The sample documents are from the Santa Clara Office of Education, County of Santa Cruz and South Lake Tahoe Utilities Procurement Departments.  
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SAMPLE “BEST SOURCE” JUSTIFICATION

TO:

Purchasing


FROM:
Program Manager, XYZ Department/Branch
DATE:

1/25/2006

RE:

Best Source justification for Heartshare Training Services

The XYZ Department is recommending that Heartshare Training Services provide CPR services to COE staff as a Best Source vendor for the following reasons:

· Several providers were contacted and Heartshare was determined to provide the best combination of qualified services, competitive rates and experience.

· Heartshare has the experience and qualifications to perform these services because:

1. They follow the American Heart Association guidelines.  Many hospitals do not recognize the Red Cross certification, but the heart association guidelines are widely respected and used.  

2. They provide and deliver study packets for staff, many vendors do not and, in the past, the COE has had to purchase them.  
3. They have certified instructors and provide instruction at our location; many providers require attendance at their location.

4. Their training includes infants as well as children and adults.  
· Their prices are comparable with other firms, yet they offer superior quality and deliver more comprehensive services. 

Data supporting this recommendation is available by contacting department secretary, Jane Doe at extension x1234.

Thank you

cc: Mary Smith, Assistant Superintendent, ABC Services










  (Sample #2)

COUNTY OF SANTA CRUZ 
JUSTIFICATION FOR SOLE SOURCE/SOLE BRAND/EXCEPTIONS

(must be completed on requests over $1,500)

Requisition Number: 






Dated:____________________
Item:

(   ) Sole Source:

Item is available from only one vendor.  Item is one-of-a-kind item and is not sold through distributors.  Manufacturer is a sole distributor.


(   ) Sole Brand:

Various vendors can supply the specified model and brand and competitive bids will be solicited for the brand requested only.


(   ) Exceptions:

Services that cannot be easily transferred from one supplier to another as detailed in 2.4 of the Purchasing Manual: Check those that apply.





 FORMCHECKBOX 
 Expert professional services    FORMCHECKBOX 
 Election supplies





 FORMCHECKBOX 
 Legal printing  FORMCHECKBOX 
 Services DA, County Counsel or Sheriffs





 FORMCHECKBOX 
 Appraiser services   FORMCHECKBOX 
 Consultants of B.O.S





 FORMCHECKBOX 
 Insurance   FORMCHECKBOX 
 Existing Contract  FORMCHECKBOX 
 Law fixes price





 FORMCHECKBOX 
 Other, define below

NOTE:
When completing the justification section, refer to the criteria listed below.  

JUSTIFICATION:   (attach additional sheets if required)

CERTIFICATION:

I am aware of Santa Cruz County Procedures, Sections 2.4 and 3.4 of the Purchasing Manual (Title III, Section 100) concerning purchasing procedures and requisitioning.  As an approved department representative, I have gathered technical information and have made a concentrated effort to review comparable/equal equipment.  This is documented in this justification.  I hereby certify as to the validity of the information and feel confident this justification for sole source/sole brand is accurate and appropriate for this acquisition.

This form was completed by:




DEPARTMENT






APPROVAL: 





Name







Director (or Auth. Rep.) /Date




PROCUREMENT





APPROVAL: 






Dept/Requisitioner / Phone

Procurement Officer / Date

Rev/1/05

CRITERIA FOR SOLE SOURCE/SOLE BRAND

A.
FACTORS THAT MAY BE APPLICABLE:


Respond specifically to each question below in preparing a justification.


1.
If the product requested is one-of-a-kind item, provide background information on how this was determined.


2.
Provide information on why a particular product and/or vendor was chosen.


3.
Provide information on other vendors that were contacted and why they cannot provide the requested product.  Is the selected vendor also the manufacturer?


4.
If unique features are required to successfully perform the required function, identify what those features are any why they are required.  (Be specific)


5.
Provide information on other models available and why they were rejected.  Provide brand name, model, vendor name, date and name of each person contacted.


6.
To “exactly match existing equipment” or to “inter-member (connect) with existing equipment” is not normally an acceptable justification for sole brand.  When you determine this is a justified factor that should be considered; the quantity, manufacturer, brand, model, property number of the existing equipment, and necessity for “interfacing” must be provided.

B.
FACTORS THAT DO NOT APPLY:

The following factors should not be included in your sole source/sole brand justification.  They will not be considered an only tend to confuse the evaluation process.


1.
Personal preference for a produce or vendor.


2.
Cost, vendor performance, local service, maintenance, and delivery are award factors in competitive bidding, not sole source justifications.


3.
Features that exceed the minimum department requirement, e.g., heavy duty and quality.


4.
Explanation for the actual need and basic use for the equipment, unless the information relates to a request for “unique features”.


5.
The statement “no substitutions” will not be considered without completion of the “Justification for Sole Source/Sole Brand” form.


If you need guidance in completing your justification, please call Purchasing.

S:\Purchasing Forms\Sole SourceException Justification1.doc

FILENAME
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Sole Brand/Source Sole

Justification/Approval Form 
EXPLANATION: Complete this form when specifications limit bidding to one brand name (whether or not the item can be purchased from more than one source).

1. 
The District follows legal requirements to obtain competition whenever possible.  Competitive purchases are easy to justify in regards to price and also encourage suppliers to remain competitive in price and service.  At times however, it may be necessary or economically preferable to purchase products or services on a sole brand or sole source basis.  Since sole brand/sole source purchasing is an exception to the normal procurement function, it must be objectively justified.  Completion of this form should facilitate that process and provide a written record of the basis used in sole procurement decisions.

2.
Criteria that may be considered in determining sole brand includes (but is not limited to):


  unique features

service & support reliability
availability
operational familiarity


  part interchangeability
programming ease

repair ease
size limitations


3.
The purchase of products or services often requires research of the market and District needs regardless if the purchase will result in a competitive solicitation later.  The research is an internal process.  Departments are requested to use discretion in their discussion with vendors so as not to compromise any competitive advantage the buyer may have, regardless of the acceptance or rejection of the sole brand/source justification.

Staff is also asked to anticipate future needs and research products/services prior to any substantial investment to avoid being committed to certain products without recognizing and comparing all variables.

	Supplier Name:
	

	Street Address:
	

	City/State/ZIP:
	

	Contact, Phone:
	


	General Description of Commodity or Service requested to be Purchased and its function:

	


INSTRUCTIONS:  Please initial all entries below that apply to the proposed purchase.  Attach additional information or support documentation if needed.  More than one entry will apply to all sole source justifications.

	SOLE BRAND JUSTIFICATION TC \l1 "



	ITEM
	INITIALS
	JUSTIFICATION


	1
	
	This is the only known product or service that will meet the minimum essential needs of this department or perform the necessary intended function.  

If this item is initialed, please explain below.


	Explanation (include the unique performance features of required functions and why they are necessary):
What methods were utilized to find other sources - be specific (e.g. internet search engines, sourcing sites, other users, the competition):

List the other vendors that were researched.  Detail why their product/service was rejected.



	2
	
	Product or service has been previously standardized (documentation attached).  It is not due for review, and it is not interchangeable with a similar product/service from another manufacturer.  


	Comments:  




	3
	
	Staff wishes to add the product or service to the standardization list.  If this item is initialed, describe in detail below. 



	Explanation:




SOLE SOURCE JUSTIFICATION TC \l1 "
	4
	
	Purchase is to be made from the original manufacturer or provider.                                                      

	5
	
	Purchase must be made through the manufacturer - the manufacturer is the exclusive distributor.



	6
	
	Purchase must be made through the only area distributor of the product or only authorized service provider.

	7
	
	None of the above 6 items apply.  A detailed justification for this sole source purchase is provided below:


	Detailed Justification:


	Describe what you have done to ensure that the product brand or service costs recommended are reasonable:




	Other explanation/justification: (e.g. history of previous like purchases)



	Suggested review date:


  On the basis of the above, I recommend that competitive procurement be limited and that the product or service indicated be solicited on a sole brand basis.  

  On the basis of the above, I recommend that competitive procurement be waived and that the product or service indicated be purchased on a sole brand and sole source basis.  

I have made a diligent effort to review comparable products or services.  I feel confident that the sole brand/sole source purchase is justified and feel confident in explaining the justification to the general public.  I also understand that I may be required to provide a detailed cost analysis/estimate since price reasonableness may not be established through the competitive process.

	EMPLOYEE NAME & DEPARTMENT
	AUTHORIZED SIGNATURE
	DATE

	
	
	


	MANAGER NAME (if different)
	AUTHORIZED SIGNATURE
	DATE

	
	
	


Based on the above statements and justification, I hereby agree with the purchase of this product or service on a sole brand/source basis.

	PURCHASING AGENT SIGNATURE
	DATE

	
	


Other approvals may be required up to and including Board of Director approval.

