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Single/Sole Source Justification and Quotation Evaluation Form

Campusiepartmentsshouldfollow these instructions to determine howidsare required tabe
solicitedprior to purchasinggoods and/orservices.

(A)  Purchasedbetween £,501and $25,000(Except for Sponsored Projects/Cost Sharsee(B))
Formal price solicitations are not required for items in this rangectrasingServicesighly
recommendghat informal pricecheckingand quotegatheringmay generate substantial
savingdo your budyet. Purchasingservicess availablgo assist departments bgrovidingthem
with suppliernames antbr contactinformationto obtain pricing quotes for their needed
goods or services.

(B) *NEW 7/1/2018- Sporsored Projects/Cost Share Fund Purchabetveen $10,001 and $25,000
Requisitions in this range for purchases on Sponsored PripassShare funds, dhat could
potentially be transferred onto a Sponsored Project at a later datgest be submitted with a
completed Quotation Evaluation Form inding a minimum of2) two supplier quotes
attached,unlessusing an approved contracted supplier if the item or service can only be
purchased from one suppliein which case Single/Sole Source Justification Form must be
completed and submitted withhe requisition.

(C)  Purchases between $25,0Gand $1®,000
Requisitions in this range must be submitted witbaanpletedQuotation Evaluatiofrorm
including aminimum of (3) three supplierquotesattached unlessusing an approved
contracted supplieor if an item or service can only be purchased from one suppfiexhich
casea Single/Sole Source Justification Form must be completed and submitted with the
requisition.

(D)  Purchase$100,001 and greater
Purchases at this level are subject to the Request fopésal (RFP) processirBhasing
Services will work with the requesting departmentdevelop and incorporatéhe scope of
A}EI Jvs} hsD[* Z & TheREPswol Besuedto a minimum of(3) three suppliers for
formal bids AllRFRIocuments anduppler correspondencecommunications, and responses
will be managed bfPurchasinglf an item or service can only be purchased from sapplier,
then a Sigle/Sole Source Justificationrf must be completed and submitted with the
requisition000912 0 612 792 re W*n BT /F2 12 Tf 1001 246.17 209.81 Tm 0 g A. reg
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*NEW 7/1/2018- All Sponsored Projects/Cost Share (GCAO01) purchases between $10,001 and
$25,000, will require a minimum ¢2) two quotesto be obtained and attached to this form

*Far all purchases between $25,001 and $100,00Minimum of(3) three quotesare requiredto be
obtained and attached to this form

Prepared by: Department: Phone:

Purchase Description:

Required Delivery Date:

Company 1)) 2.) 3.)

Total Price  $ $ $

After evaluating all of the above, please make your supplier recommendation below. If the decision is
based on anything other than price, please describe the reasoning and value for the selection.

Recommended Supplier:

Basis folRecommendation:

The information provided above is accurate and represents a fair and impartial evaluation of
guotations received.

Signature; Date:
(Department Business/Budget/Financial Specialist)

Name/Title: Phone:

Please scan and attach this formytour requisition in PeopleSoft.
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