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SOLE or SINGLE SOURCE REQUEST FORM
Dept. Making Request________________________________________________

Item Description ____________________________________________________________________________ 

Vendor______________________________________ Fund Acct. #___________________________________ 

Sole Source procurement:  goods or services are requested and there is no substantial equivalent.  
Single Source procurement:  there is more than one supplier but the department selects one vendor based on specific rationale.  

Please complete the items below to assist the Purchasing Department to determine if the purchase is deemed to be a Sole or Single Source Procurement. Your evaluation of the product and/or supplier, and the relevance to your research or work, must be detailed in the explanation section.  Include a sole source letter from the vendor, see attached sample and forward to Purchasing@sunyorange.edu.

Please Check One:	SOLE SOURCE_____  SINGLE SOURCE_____: 

____ Only known product of its kind 		____ Only known supplier of the product. 
____ Sub-Award/Sub-Contract 
____Use of specific vendor is identified as a requirement of the sponsored project award. 
____OTHER: _________________________________________________________________________________ 
_____________________________________________________________________________________________

CHECK ALL THAT APPLY (EXPLAIN REASONS BELOW): 

____Uniqueness of a product (explain your research/work requirements and the relevance of the product).
 ____Critically important features (detail the features and your research of comparable items). 
____Continuity of existing research/work 
____Repairs, replacement parts, or technical service available only from manufacturer or authorized distributor 
____Compatibility with existing equipment 
____Other – Explain below List.

Support Provided for Justification (include items such as committee research, responses from the vendors solicited, etc., attach items to the email, if necessary). _____________________________________________________________________________________________ _____________________________________________________________________________________________ _____________________________________________________________________________________________ _____________________________________________________________________________________________ _____________________________________________________________________________________________  
_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Signature ________________________________ Date ________________ 

Print Name_______________________x._______
Procurement Initials_________ Date ________________ 
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