[bookmark: _GoBack]Step 1 – Sole Source Contract Request (District Representative Responsibility)

	Date:
	     
	

	Brief Description:
	     
	

	Estimated Cost:
	                     PID           Cost Center           
	

	District Representative:
	     
	

	Procurement Officer:
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	SSI/CIP/CEII Required:
	[bookmark: Check5][bookmark: Check6]SSI  |_| Sensitive Security Information  CIP |_| Critical Infrastructure Protection 
[bookmark: Check7][bookmark: Check8]CEII |_| Critical Energy Infrastructure Information   NA |_|

	CIP Physical Access:
	[bookmark: Check2]Escorted |_|  
	[bookmark: Check3]Unescorted |_|     
	NA |_|

	CIP Requirement:
	[bookmark: Check4]Electronic Access |_|           
		NA |_|

	If CIP, asset owner must sign-off:
	[bookmark: cipProcessOwner]Date:       
	Signature:



	Manufacturer:
	     

	Manufacturer Address:
	     

	Manufacturer Identification/Part No.:
	     

	Source of Supply:
	     

	Source of Supply Address:
	     



	Is this the only product that will work with our system? 
(If no, click here for instruction)
	Choose an item.
	Why is this the only product that will work?
	Choose an item.
	Is this the only source of supply for this product? 
(If no, click here for instruction)
	Choose an item.
	Why is this the only source of supply for this product?
	Choose an item.
	Least-cost option (if no, explain)?
	Choose an item.


Additional explanation if necessary: 

	



I certify to the best of my knowledge that this purchase is compatible with existing goods, equipment or services and there are not reasonable alternatives or substitutes and/or the product is clearly and legitimately available from only one source of supply.

	District Representative:
	Signature:                                          
	Date:      

	Procurement Officer:
	Signature:                                                
	Date:      



Step 2 – Approval to Proceed with Contract Development 

	Procurement/Warehouse Mgr.:
	Signature:                                                
	Date:      

	District Rep’s Manager:
	Signature:                                                
	Date:      



Instruction: At the end of Step 2, send the original form with signatures in Steps 1 and 2 to Procurement Officer to begin Contract development. 
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