Procedures for Processing Sole Source Documents for Services

The agency will prepare and complete the online Source Justification Form and submit to
DGS after they have completed the SPR process and included all of the required
attachments.
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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 Sole Source
Coordinator will make sure that the form is correct before assigning to Commaodity Specialist.

The request will appear for 10 days on the website after it is accepted for public viewing.

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 Submuatted. It can be found on eMarketplace. You must Login before approving, ID# ###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 of the status of their request.

————— 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 Commodity Specialist will receive an e-mail stating that a Source Justification Form was
accepted. The e-mail will provide ID # for reference when accessing the website.

Page 1 of 7
Revised 6-14-16



Procedures for Processing Sole Source Documents for Services

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 Procurements link on eMarketplace.

Solicitations Solicitation Sole Source Emergency
Tabulations Procurement Procurement
Upcoming
rocurements

Locate correct ID # and select the Details link.

1D Description Agency Category ProposedSupplier 5 |
26571 est for Beta Site General Semvices Semvices Dawn Eshenours Sewices BD Internal Details

Commodity Specialist will review Source Justification Form. If required to be returned for
correction, the Sole Source Coordinator will notate what needs to be corrected prior to
marking it as “Returned for Correction.”

10: 2501% POR:
Approval Status:
Svbmitted: 8/0/201%
; fccectad Qosoeionie
Returned for Comrection by Sole Source
Review End Dates Cocrdnator CO/OW/201%

We will be sending an amad Lo reguest required
addibonsl mformation

Approval/Disapproval
Date:

Awarded $ Amount: s Related Docs:

Execution Date:
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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:
Review End Date: Submitted: 1/21,2002
Accepted: 01/21,/2009
Approval/Disapproval Date: Execution Date:
Awarded $ Amount: 5 Related Docs:

“iew Source Justification Farm
Download form as PDE

Commodity Specialist will complete a Sole Source Determination Summary Sheet and

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

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

Review Information
1D: 191 POz
Approval Status:

Review End Date: Subritted: 1/21,/2009

Accepted: 01/21,2009
Approval/Disapproval Date: Execution Date:
Awarded § Amount: 5 Related Docs:
Wiew Source Justification Form
Download form as PDF

ED
I
W,

Select “Browse”

Review Information

ID: 151 P O#: | |
Approval Status;
Review End Date: | | Submitted: 1/21/2009
Accaptad: 01,.21,2004
Approval/Disapproval Date: Execution Date: | |E
Awarded § Amount: $ | | Related Docs:
[ [ .
Download form as PDF L
T
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Locate completed form on the computer and select open.

Organize v Includein library + Burn New folder
¢ Favorites (8] RFP Process Map - Jen - Shortcut
Bl Desktop [7H ESS Home - Integrated Enterprise Systems
4 Downloads @j Beyond Google - Oct 2015 - March 2016
"] Recent Places ] Articulate Studio 13
“ 2 Visio 2013
4 Libraries 5 SynchronEyes Quiz Wizard 7.0
5| Documents (& Snaglt 8
&' Music 5} SAP Logon-Pad
|| Pictures {ap OpenScape Desktop Client
i (3¥] Microsoft Word 2010
{2 Microsoft PowerPoint 2010
M Computer {#| Microsoft Outlook 2010
# Vendor Information and Support (\\cactcfpp022) (B:) (3] Microsoft Excel 2010
&, Windows (C:) Microsoft Access 2010
¥ puforms (\\cwopa\ocaroot\gsshares) (G:) [Z DYMO Label v.8

Select “Upload”

ID: 191 PO#: |
Approval Status:
Review End Date: | B submitted: 1/21/2009

Accepted: 01/21/2009
Approval/Disapproval Date: Execution Date: |
Awarded $ Amount: § | | Related Docs:

Files zelected to upload: B I “UF' naD
wiew Source Justification Form FProcedures far processing Sale Sources far LU ;‘
Download form as PDFE Materials1.dac

1 fileis) selected at 77.5KB

Update
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Your summary will appear on the left side of the screen. Select “Update”

Review Information
1D: 190 P O#:
Approval Status:

Review End Date: Subrnitted: 1/21/2009

Accepted: 01/21,/2009
Approval/Disapproval Date: Execution Date: f
Awarded § Amount: 1 Related Docs:
Attachments: Bromse UPLOAD
ITC Aggregates 2006-2010 Sup 1 .doc
Ago# Flyer doc
Yiew Source Justification Faorm -
Download form as PDF

Upon completion of your approved recommendation, the Commodity Specialist:
e Routes the sole source to their Associate Commodity Manager (or CM)

o Type in the ACM/CM’s email

o Type in comments

o Route for review

Approval Routing
‘Routing Comments: Routing E-mail:
| N
[ Route for Review ]

e The Associate Commodity Manager (or CM) should review the sole source and then,
o If approved the Associate Commodity Manager will have the
Commodity Specialist electronically approve the sole source.

e After 10 days from the sole source acceptance date where the sole source was posted
to eMarketplace; and if approved, an auto-generated email will route to the sole
source coordinator and subsequently to other approvers based on the dollar amount
of the Sole Source request to review and approve.

o You do not need to route to the sole source coordinator to let them know you
approved.
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D 24913 Por;
Approval Status:

feview End Date:

hoproval/ Disapproval

Execution Date:
Pote:

Awarded $ Amount $554450.00 Related Docs: Sols Source Datermvnation 24913 doc

2y acd Procedure September

@

If disapproved, the Commodity Specialist:
e Attaches their disapproved determination summary to the electronic request.

o Do Not click the CS approved button. Currently No Disapproved button is
available at this time. This will be a future enhancement to the system.

e Routes to their Associate Commodity Manager (or CM) for review.

o ACM/CM and CS to notify the Agency of the disapproval prior to notifying the
Sole Source Coordinator.

o If the Associate Commodity Manager (or CM) is in agreement for disapproval,

o ACM or CM naotifies the Sole Source Coordinator to disapprove based on the
Commodity Specialist recommendation as specified in the Sole Source
Determination Summary Sheet. Confirm agency has already been notified of
the disapproval.

Approval Routing
Routing Comments: Routing E-mail:
Ly
[ Route for Review ]
Cancel
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Upon final determination the agency will receive an e-mail regarding the status of the
request.

From: RA-pa-emarkeiplace@@state.paus {mailto RA-pa-emarkerplace@srate.pa.us)
Sent: Friday, April 08, 2016 2:50 PM

To:

Ca

Subject: Source Justification Form

Your source justification has been approved for Test. Your 1D# 15 199
Note:

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

Fhis cmall was sent from an unmonitered account. Please contact gs-procurcastate pa.us for help
e
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