Source Justification Form Instructions for Agencies

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 Reqguests:

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 Commaodity 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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Source Justification Form Instructions for Agencies

To locate the form — go to www.dgs.pa.gov. Select State Government > Material and Services
Procurement > Procurement Forms.
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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.

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.

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

Section Al — Select Agency from drop down field

I e ]

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.

@ Materials Description:

Shopping Cart %

) Services Description:

SPR #*

) IT-Materials Description:
Shopping Cart
#3

O IT-Services Drescription:

SPR #%
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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).

Estimated Cost:

00000 35K - $10K v|

Initial Contract Term: * | |

Fenewals: * | |

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

3. Supplier - Hame:" | |

Full Address:* | |

Contact Name:*

Telephone: *

E-mail:*

Confirm E-mail:*

SRM Supplier #:*

Format : #5s-2s&-g2= Format : FFF-FFF-FFFF

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.

4. Delivery or service location: |

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.

heck the appropriate reasons for this source justification:

[ ] 1. Sole Source: Only known source - Not available from another supplier.

(] 2. Material/ Repair/Maintenance: Material or service MUST be compatible with existing equipment. Documentation must be provided
rom the manufacturer.

(] 3. Used Equipment: Value set by 2 independent 3rd party appraizals.
(] 4. Professional Expert: Describe in detail in Section C.

[ s. Exempt (Law): A federal or state statute or regulation exempts the procurement from the competitive procedure. Any applicable
nformation precluding the procurement from competitive procedures must be attached.

[ 1 6. Feasibility: Clearly not feasible to award the contract on a competitive basis.

Revised 06/14/2016 3



Source Justification Form Instructions for Agencies

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).

SECTIONC

P Dascribe e wnisgue fostures of T proceroment St prodist & L
attach 3 Statement of Work (“S0W"),

2 o attach e St hae Deen Condutieg o date 1O varsy the scppiier (s Me onfy
knswn sowres,

1 Does the supoier utiioe Sattiteston, desmrs, ressders. o557 I "Veu,” please dentity,

A Ars thare L with » WEEY OF MaTVEE
agreament? If “Yeq,” plosse sxplan,

B Wuw mas B mate (e OF SeVVICE Deen Drocured in the past? Pleass provide (reeios seanos
pestSeAtons, cntracts, & PO%s far Mis mater il or servies,

61 2r0oered 1voegh the 1T (70 (rocess. (leass eeovde orignal | amoont and comract parod of orser.
1% Bie e Sral rhase of the grogect? ©

T i e an upgrade, sdibtion, alteration, i, 10 & earkes Jroceremerl please describe n delal,

£ Wt are the of oot e g

B ¥ timing M & factor, whal ix the thme factor snd whyT '

90, Last any uthac infcomation relevant to e ot heve ar as

11 For Toqueats > $990,000, has the supplier Signed cout o priong deta cartfcanos i & Ta poving
Deeakdown attaihea?

Section D — Names & Signhatures — 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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SECTION D

IMPORTANT "1 The peinted names on this form shall ¢ the of these individuals, 4 jes must insure that these « review the form and
Pive their consent 1O apoly ther panted name on ths farm. No handwntten signatures shall be required in order for the form to be connidered “ugned” by those indwiduais whose rames
appear ¢ the sgrature secon of the form,

hopping Cart Cantact Parsan (Person whom DGS will contact regarding the Shopgt:

Jur agency that DG5S can contact far sddeonsl informston, etc

Approval Section: You must dick "Add Contact” alter sach antry
Hamar Titer )
Contact Typet* | Approwng Awthonty v Lmait*

To add attachments: select browse, locate attachment and select the add button.

Attachment
I iEirl:lwse... I ls‘%dd Remove ‘v’iew] IM I

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.

I save YWiithout Submitting I

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.

The ctyestve of Hes foem s 5 coptere o relarmnt docomariaton en Agerey reay h
% JEIMADON (SeEw DIUCESS. TINS S00Th ISt B Conpbetad elacyoncaly, S0

1T sole sowces mant first be reviewnd and appeowed through the BCHY Col process,
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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.

[ =end for Internal Approval ] E-mail: I I

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.

By clicking this button, the form will be submitted to
DES/0IT depending upon the category selected.

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 #.

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.

From:
Ta:

i
Subiect:

gs-procure@stake. pa,us

Plecker, Susan

Plecker, Susan; GS-Procurement - Inkernet
Source Justification Form,

Sent:

four source justification for This should be a detailed description has been accepted and is under review. Your ID# is 133.

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.

010742009

Main Screen View

Description Agency

This should be & detailed General
description Services

ProposedSupplier Estimated § Awarded %
rroposecolppler Range Amount

TED

Lretails

Sue's Trucking Company 510,001 - §50k

Revised 06/14/2016


mailto:paemarketplace@state.pa.us

Source Justification Form Instructions for Agencies

Details Screen View

e Justification Data

General Information

Requesting Agency:  Administration Commodity Specialist Reviewer:
Material or Service: Materials: test E-mail:
Proposed Supplier: test Request Type(s): Sole Source
Description: Another Test for Ben - Ignore this if you get an e-mail about it... Estimated § Amt: $EK - F10K
Date Submitted: 241372009

Review Information I
10: 236 POz:

Approval Status:
Review End Date: Submitted: 2/13/2009
Approval/Disapproval Date: Execution Date:
Awarded $ Amount: $TED Related Docs:

View Source Justification Form
Download form as PDE
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