Procedures for Processing Sole Source Documents for Materials

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.

From: RA-pa-emarketplace@state, pa.us [ mailto:RA pa-emarketplace@state_pa.us|
Sent: Friday, March 04, 2016 12:55 PM

To: GS, pa-emarketplace; Reinoehl, Brian

Cc: GS, pa-emarketplace

Subject: A New Source Justification Form ### # # was Submitted.

A New Source Justification Form was Submitted. It can be found on eMarketplace. You must Login before approving, ID# s##a

Ihis emadl was sent from an unmonitered account. Please contact gs-procure a'state.pa.us for help

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

————— original Message----—-—

From: paemarketplace@state.pa.us [mailto:paemarketplace@state.pa.us]
Sent: Friday, January 23, 2009 S9:57 AM

To: Plecker, susan

Cc: Cain, Barbara

Subject: Source Justification Farm.

vour source justification for Sue's test 01/23/09 has been accepted and is under review. <vour ID# is 199.

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.

Log In
User ID: | |

Password: | |

Register Here
Forqotten Passwori

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

Solicitations Solicitation Sole Source Emergency
Tabulations Procurement Procurement
Upcoming
rocurements

Locate correct ID # and select the Details link.

Description Agency
6571 Wrest Materials |General Services

l:MateriaIs lDavm Eshenours Services [TBD l llmemal

Ca.tegoryl ProposedSupplier Awarded $ Amount | PO# | Status A A
i)mus

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.”
gl “

Approval Status:

Senatted

Returned for Carrechon by Commaodty
Review End Date: Specalist 02/0772034

Need Shopeong Cart number on form. btr

hpproval/Disapproval
Pote:

Awarded § Amount: s Rolatod Docs:

Exocution Date:

Attachmerts:
Quete 232204 for LHU Misstons Lnc.oof
aie Source Latiec OMA Milastane 1o, o

CMA-30 ToCell Spec Sheat Miegtona (e pdf
ook Haven Sola Source Misgtema Ine dacx
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The form can be downloaded and printed, if necessary. However, paper documents will
no longer be routed.

1D: 191 PO#:

Approval Status:
Subrmitted: 1/21,/2009
Accepted: 01/21/2002

Execution Date:

Related Docs:

Review End Date:

Approval/Disapproval Date:
Awarded $ Amount: §

Yiew Source Justification Farm
ownload form as

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.

Review Information
1D: 191 POz:

Approval Status:
Submitted: 1/21/2009
Accepted: 01/21/2009

Execution Date:

Review End Date:

Approval/Disapproval Date:

Awarded § Amount: ] Related Docs:

Yiew Source Justification Farm
Download form as PDF

Select “Browse”

1D: 191 P o#: | |

Approval Status;
Review End Date; |

| Submitted; 1/21/2009
Accepted: 01,/21,/2009
Approval/Disapproval Date:

Execution Date: | |E
Awardad § Amount; § | | Ralatad Docs:
Wiew Source Justification Form
Diownload farm as POF [\\Q
Updata Cancel
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Locate completed form on desktop, and select open.

| B Desktop »
I :

Organize v Include in library = Burn New folder
v Favorites {#F]RFP Process Map - Jen - Shortcut
Bl Desktop [7B ESS Home - Integrated Enterprise Systems
4. Downloads @jBeyond Google - Oct 2015 - March 2016
| Recent Places @Articulate Studio 13
I: [ visio 2013
4 Libraries 5 SynchronEyes Quiz Wizard 7.0
5] Documents (&2 Snaglt 8
@' Music {5/ SAP Logon-Pad
| Pictures {ap) OpenScape Desktop Client
B Videos (3¥] Microsoft Word 2010
{#] Microsoft PowerPoint 2010
/8 Computer (| Microsoft Outlook 2010
L# Vendor Information and Support (\\oactcfpp022) (B:) E’I]Microsoft Excel 2010
&, Windows (C:) [ Microsoft Access 2010
5# puforms (\\cwopa'\oaroot\gsshares) (G:) @ DYMO Label v.8

Select “Upload”

ID: 191 P O#: |
Approval Status:

Review End Date; | |9 Submitted: 1/21/2009

Accepted: 01/21/2009
Approval/Disapproval Date: Exacution Date: |
Awarded $ Amount: b | | Related Docs:

Filas salactad ta uplaad: OV T LTS
“iew Sourca Justification Farm Frooedures for processing Sole Souroes far !“\
¥ for POE M atarialzd doo

1 tileig) selected at 77 .G1KB

Your summary will appear directly above the upload box on the right side of the screen.

Review Information

ID: 1490 PO#: [
Approval Status:

Review End Date: [ ™ Submitted: 1/21/2009

Accepled. 01212009
Approval/Disapproval Date: Execution Date: |
Awarded § Amount: kg | | Related Docs: registered ysors dog
Attachments: FIEwT UFLOAD

52 2

Ago# Flyardoc

Lavenload torm as 2L
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Select “Approved or Disapproved” in Approval Status drop down box based on your
determination.

General Information

Requesting Agency: Admimstration Commodity Specialist Reviewer:  Susan Plecker
aterial or Service: Matenials: test E-mail: splecker@state pa.us

Proposed Supplier: test Request Typeis): Sole Source
escription: Another Test for Ben - lgnore this if you get an e-mail about it Estimated $ Amt: $5K - $10K

Another Test for Ben - Ignore this if you

Date Submitted: 2/1372009
yo: 235 PO#:
Approval Status: Submitted *

9  Submitted: 2/13/2009
Accepted 2/12/2009

Review End Date:

Approval Disapproval Date: Execution Date:
Awarded § Amount: $TBD Related Docs:
Beowse

View Source Justfication Form

DRownload form as POF

Select “Update.” Source Justification Form is routed to CPO.

Review Lnformation

10 7353 POS:
Approval Status: LICS Agproved

Sebmated: WL

Review End Date 117 B o ook,
:::’:W"IO‘“WPWII Execwtion Date: ﬂ
Awmarded § Amount: $ Related Docw: toa Detacmengtion facmdos
Cannot contain special characters
Browse
Uptzat

atfcabon focm as SO8

Chek ve Fies

FACER emad guote paol
spa_feesched 2 pf
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CPO will approve or disapprove.

LS B roe

Approval Status

Review (nd Date

(vsapproves
Raturned lor Comaction \

1/ O i
Apuroval/ Disagproval Desctios Dete [T C’
Date |

Amurded $ Amaunt ' Related Ducs:
B

Agcraaa Lodk

I.‘vgta sl 2 ot A
Powertcuse Quote-Spee. pat v
L\:: 11 pdt

Routing Comemants Nou - ik
fouting Cammments: Rogting E-oed:

_Fose tor Rrew |

Update I Cancel

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 Commaodity 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.

I $4645)

PO
Approval Status:

4300470192

Roview tnd Date: peY
Material or service MUST be compatibin with
«0shing equpmant
Approval/Disapproval
PRIV OWAPRIOVS Execution Date:
Date:
Awarded $ Amount: $256,583.0 Related Docss

Attachments

Yoew Scurce Justificabion Form ag POF

Review Information

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

. A notification is also

From: RA-pa-emarkeiplaced@state.pa us [mailto RA-pa-emarkerplace@state pa.us)
Sent: Friday, April 08, 2016 2:50 PM

To:

Cea

Subject: Source Justification Form

Your source justification has been approved for Test. Your ID# 15 199

Note;

Fhis cmall was sent from an unmonitered account. Please contact gs-procure astate pa.us for help
_—

Agencies must send the No Bid Contract letter and the Political Contributions Reporting form to the vendor who has been awarded a noa-bid contract by the
Commonwealth. The non bid letter template and the political Contributions form can be found via this link under the Sole Source Preparation Section
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