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The agency will prepare and forward to DGS a fully approved shopping cart. They will also 
complete the online Source Justification Form, which will include the Agency shopping cart 
number for their request and route to DGS. 

 
Note:  The Agency no longer needs to use this form for “No Substitute” Materials. The 
“No Substitute” request should be included in the Internal Note of shopping cart. 

 

 

 
 

The DGS sole source coordinator will be notified via e-mail that a New Source Justification 
Form was submitted. DGS sole source coordinator will review the request for completeness 
and will either accept or reject it. 

 

 
 

The Agency will be notified via e-mail that their Source Justification Form has been accepted. 

 

 
 

If the Source Justification Form is accepted, the sole source coordinator will assign it 
electronically to a Commodity Specialist. The sole source coordinator will make sure that 
the form is correct before assigning to Commodity Specialist. 

 

The request will appear for 10 days on the website after it is accepted for public viewing. 
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The Commodity Specialist will receive an e-mail stating that they have a Source Justification 
Review and the email will provide an ID #. 

 
Commodity Specialist should log in to eMarketplace with the user id & password they created 
when they registered. 

 

 
 

Once logged in, select the Sole Source Procurement link on eMarketplace. 

 

 

 

Locate correct ID # and select the Details link. 
 

  
 

Commodity Specialist will review the Source Justification Form. If required to be returned 
for correction, the Commodity Specialist will notate what needs to be corrected prior to 
marking it as “Returned for Correction.” 
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The form can be downloaded and printed, if necessary.  However, paper documents will 
no longer be routed. 

 

 
 

Commodity Specialist will complete a Sole Source Determination Summary Sheet 
and save to their computer. Please note that the Sole Source Summary Sheet will be 
available for public viewing, so be clear and concise. 

 

The Summary Sheet must be uploaded to the website Related Docs section.  Start by 
selecting the “Edit” button. 

 

 
 

Select “Browse” 
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Locate completed form on desktop, and select open. 

 

 
 

Select “Upload” 

 

 
 

Your summary will appear directly above the upload box on the right side of the screen. 
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Select “Approved or Disapproved” in Approval Status drop down box based on your 
determination. 
 

 
 

Select “Update.”  Source Justification Form is routed to CPO. 
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CPO will approve or disapprove. 

 

 

 
Source Justification Form is then routed back to the sole source coordinator who will notify 
the Commodity Specialist that the Source Justification Form has been approved for 
processing by the Commodity Specialist. 

 

Commodity Specialist will continue to process sole source shopping cart using the SPR 
Procedures which are included in the IFB Procedures. 
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Upon approval and release by the Sole Source Board the sole source coordinator will 
complete the Source Justification Form with the award information and complete the final 
approval of the form. 

 

 
 

The Agency is notified via e-mail that the Sole Source is fully approved. A notification is also 
sent via e-mail to Department of State. 
 

 
 


