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SOLE SOURCE PROCESS SUMMARY 
 
 

For Services and IT Service Requests 
 

 When the Source Justification Form is routed and submitted to DGS or OIT the agency must 
have already completed the Supplier Price Request (SPR) process in SRM and attach the quote 
from the supplier and all pertinent documentation to the Source Justification Request. 

 

 Submittal of the Source Justification Form without an SPR will be cause to disapprove the 
request immediately without review.  Then agency must re-submit with proper 
documentation for DGS or OIT to accept and start the review process. 

 

 The form is then assigned to the appropriate Commodity Specialist 

 
 The Commodity Specialist reviews the request, completes the Determination Summary and 

attaches this to the request on eMarketplace with their approval/disapproval. 
 

 The Electronic form routes for DGS or OIT approvals (depending on $ amount) 
 

 Upon final approval the agency will receive an e-mail that the Source Justification has been 
approved. 

 
 Upon receipt of an e-mail stating the sole source is approved, the Agency may process the PO 

utilizing the follow on document from the SPR. 
 
 

 

For Materials, including IT Hardware or Software Requests: 
 

 When the Source Justification Form is routed and submitted to DGS or OIT, the agency 
should also forward to DGS & OIT the fully approved shopping cart. 

 

 The form is then assigned to the appropriate Commodity Specialist 
 

 The Commodity Specialist reviews the request, completes the Determination Summary and 
attaches this to the request on eMarketplace with their approval/disapproval. 

 

 The Electronic form routes for DGS or  OIT approvals. 

 
 The Commodity Specialist processes SPR and creates PO for Board release & approval 

process. 
 

 Upon final release by board, the Sole Source Coordinator via the eMarketplace System, 
electronically updates the form with pertinent award information. 

 

 Upon final approval agency will receive e-mail that the Source Justification has been 
approved. 
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To locate the form – go to www.dgs.pa.gov. Select State Government > Material and Services 
Procurement > Procurement Forms. 

 

 

 
Please complete the form in its entirety.  Complete all fields that include an asterisk * If 
a mandatory question is not applicable, then indicate N/A. 

 

 
 

Section A – all fields are required except for Fax #. 

Section A1 – Select Agency from drop down field 

 
 

Section A2 – This description will appear on eMarketplace once Materials/Service reviewer 
has accepted the Source Justification Form. It is recommended that the description be 
detailed but limited to one paragraph (please check your spelling). 

 
 

Section A2 – please select Materials or Services Radio button and add a brief description.  For 
Services enter the SPR solicitation number used in SRM rather than the Shopping Cart #. For 
Materials enter the Shopping Cart # that was entered and routed to DGS or OIT. 

 

. 
This form will be available for public viewing on eMarketplace 

After the DGS or OIT Sole Source Coordinator selects accepted. 
FORM ACCEPTANCE DOES NOT MEAN 

THE SOURCE JUSTIFICATION IS APPROVED. 

http://www.dgs.pa.gov/
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Section A2 – Select estimated cost from drop down (note: the estimated cost must include 
all potential renewals requested); enter initial contract term and renewals (if applicable). 

 
 

Section A3 – Supplier info is mandatory, an automatic e-mail will be sent to the Department 
of State when the award is complete. 

 
 

Section A4 – A Delivery or Service location must be entered.  This is where the product is to 
be delivered or service is to be performed. 
 

 
 

Section B – Select only one of the appropriate reasons. For Materials - No 
substitute is no longer a part of this form; If the requirement is for a “No 

Substitute” material note on the shopping cart this is a “no substitute” and 
provide written justification for the “no substitute” requirement. DGS or OIT will 

determine if there is sufficient justification for a “no substitute” requirement. 
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Section C – Complete appropriate section.  The fields not applicable must contain N/A. This 
is the most important piece to the source justification form. Please be as specific and thorough 
as possible when completing this section (Note: This is available for public viewing, please also 
check spelling). 

 

Section D – Names & Signatures – The first 3 areas must be completed by the person 
entering the on-line form or the form will not submit properly. 

 
Shopping Cart Contact Person – Person who DGS or OIT will contact regarding the 
Shopping Cart # (Materials)/ SPR # (Services) (all fields required) 

 
Agency Contact Person – Person in the agency that DGS or OIT can contact for additional 
information (all fields required) May be same as Contact Name. 

 
Approval Section – Agency Head or Deputy reviewing and approving (all fields required) 

 
Additional Approvals (if required by Agency) 
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To add attachments: select browse, locate attachment and select the add button. 
 

Attachment 

   
 

Save Without Submitting – You can save the document without submitting by hitting the Save 
without Submitting button. At this time the contact person listed in Section D will receive an e-mail 
with an ID number. The ID number will also pop up on the computer screen of the person entering 
the online form. 

 

 
 
 

To return to the form – Return to the Procurement forms page and select the Source 
Justification Form. Select the “Edit” radio button and enter the assigned ID number and select 
edit. 

 

 

 
For agencies with additional internal approvals – enter the e-mail address of the person to 
approve and select the Send for Internal Approval.  This person will receive an e-mail that there is 
a form waiting for their approval. They will need to go to the form and select the edit button and 
enter the ID number. 

 

E-mail: 
 

If no additional internal approvals are needed or if additional approvals are completed, 
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select the Submit button.  If additional approvals are needed, the last approver will need to select 
the Submit button. 

 

 
 
 
 

DGS or OIT Acceptance of Form – Once DGS or OIT receives and reviews the Source 
Justification Form; you will receive an e-mail from paemarketplace@state.pa.us stating that the 
Source Justification Form has been accepted (posted to eMarketplace for public viewing) and is 
under review. It will also provide you with ID #. 

 

 
 

 
 
 

eMarketplace public viewing – Upon acceptance by DGS or OIT the following information will 
be available on the eMarketplace website for public viewing for 10 days. 

 
Main Screen View 

 

 
 

  

This form will be available for public viewing on eMarketplace 
After the DGS or OIT Sole Source Coordinator selects accepted. 

FORM ACCEPTANCE DOES NOT MEAN 

THE SOURCE JUSTIFICATION IS APPROVED. 

mailto:paemarketplace@state.pa.us
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Details Screen View 

 

 


