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Hampton University
SOLE SOURCE PURCHASE JUSTIFICATION FORM

(Attach to Requisition for Purchases exceeding $2,500)

Thb form must aoeompany tto erqiAWon turttsfiewer a seta souica purchase is requested. RequbtHons for goads or aenrtesa that are ot
bo purehasad from a specKtc vendor or limited to a apactRc brand, where substitutes to foe suggested vendor or brand aro
unaooeptabte, must be aooompanlad ty a written JustWcatton eitoUnlng the drouiratanoes that make altematives um
JtotHfoatlon must be signed ^ the pifndptf Investigator, echool deauib or director. The Individual signing foe.
dbdosa In writtng whether or not hefohe has a prrienli^ or actual conflict of Interest Urdveislty emptoyaoa are not ot make or pertictpato
in any purchasing decision that plaeea them in a conffiot of Irrierest between their ofSdd unNeraiV duties end any other interest or
obllgatton. Unhreistty omptoyees who have a business relattonshto or flnanciel Interest dnctudlng that of a near letative) In the
suggmded vendor, must dtedoBa the conKct of kriereil end can net p^dpato In foe decision to sote source foe putchasa

This

must

DATE:	

BUDGET INDEX:

REQUESTOR-S NAME:	

REQUESTING DEPARTMENT:

VENDOR NAME: ^.Continuum.

ESTIMATED COST:	

Description of goods or servfoes being requested:

REQUESTING SOLE SOURCE (Sole Soutoe et defined ea the souroe selected when there are no other sources
leasoneblycapableof providingthe goods or seniioesexcept for the one selected.) Your erason for selecting a sola
source must be specific and In your own words. Example of a sole souroe: the goods or services can onty be purchased
from thisvendoror independentoontfador.the souroe oiffers unique knowledge, experience or technical capabfiilies: the
source demonetretee a unique capabilt^ not othenvise avaitabta from another souroe or another reasonable basis for
selecting the recommended souroe for satisfying this requirement

REQUESTING SINGLE SOURCE (Single Source ie defined as a source selected spediicatiy by the requester due to the
oompatlbiiity of equipment, replacement parts, training or some other unique purpose even though other sources are
avaliabie.) &afnple8 of stn^ souroe: the souroe was seleoted under a previous competitive bU purehsse ordbr,
provides oontini^ of sarvloe, the prime award b under a government grantfoontrad aid the source b based on urgent
need of the egen^ as supported by sponsor oorrespondenoe (attach oonespondenoe). equipment was lefrirttehed or
there b another leasoneUe basb ftor seiec&ng the recommended souroe for sOiafying this requirement

Please explain, why this is the only product or service that can meet the UnKrerstt/s requirements?
Uniqueness? Technical Specifications? Established Standards? Compatibility? Please explain In
detail and provide auppoiting documentation If possible.

1.

2. What other vendofs/eupplleis were contacted? Did you consider other products or services with
similar capabilities? Indicate the specific brands/models of competitors’ products that were
investigated and describe why, spedfbaiiy, they do not meet some, or ail, of your needs. Please
include the names of the other vendors which were contacted along with phone numbers.

What efforts have been made to obtain tha very best price possible? Why do you foe! this prtee is
fair and reasonable? Include supporting documentation to support your position, If applicable.

3.



The undersigned states that he/she has prepared the above documentation and that the facts and other 
data set forth are complete and accurate to the best of the undersigned's knowledge and belief. 

Investigator or Initiator (Please print or type) Signature 

Date 

I Purchasing Department Use Only 

__ Approved ____ Disapproved 
Mrs. Hazel Thomas

Assistant Vice President for Operations


