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DIRECT NEGOTIATION FOR SOLE SOURCE PURCHASE

	The following questionnaire must be completed and signed by the Department and approved by Purchasing before confirming a Direct Negotiation with a Vendor.


	1.
Briefly describe the goods or services to be acquired by sole source negotiation.
	2.
Indicate the contact information of the preferred vendor including name, address, phone and fax number.

	
	


	3.
Confirm under what item of the Purchasing Procedure authorization is being requested (see Procedures Appendix B)

	 FORMCHECKBOX 
 




	4.
Provide a business case explaining the reasons why competitive bids/proposals cannot be obtained and why it is necessary to obtain the goods and/or services from a sole source.  (Attach a separate sheet if necessary).

	


	5.
Provide complete details of the specifications or scope of work or terms of reference.  The level of detail should be similar to that which would ordinarily be used for the purpose of obtaining a normal quotation, tender, or proposal.  In this instance it is used for the purpose of obtaining a quotation or proposal albeit from one source of supply.  (Attach a separate sheet if necessary).

	


	6.
Identify any other terms and conditions including pricing arrangements that need to be finalized / negotiated prior to awarding the contract.  

	


	7.
Verify requisition has been completed and approved, including approved budget amount, account code(s).  

	Requisition #
Account Code#
$______________ total price

All pricing exclusive of applicable taxes.




	8
Identify any future financial implications of the contract (if any) and/or costs which may apply in optional periods or years.

(i.e. maintenance, extended warranty, etc.)  

	

	Will there be any optional periods after the initial term of the contract?
Yes  FORMCHECKBOX 

No  FORMCHECKBOX 

If yes, indicate the number of optional periods.


DEPARTMENT REVIEW AND APPROVALS

REQUISITIONER APPROVAL:
ADMINISTRATIVE DIRECTOR:


Name
Name




Signature and Date
Signature and Date

PURCHASING REVIEW AND APPROVALS
Confirm the purchase meets the requirements for sole source Direct Negotiation.  Note how the purchase arrangement is to be concluded, and who is to be involved in the negotiations, etc.

______________________________________
Meets Requirements  FORMCHECKBOX 
    Does Not Meet Requirements  FORMCHECKBOX 

Purchasing Staff

Notes:  ____________________________________________________________________________________________________________

____________________________________________________________________________________________________________


Manager of Purchasing (Up to $100,000)
Date



Vice President or designate
Date



(Over $100,000)
