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MEMORANDUM FOR RECORD

SUBJECT:  Sole Source Justification For   (item being purchased) .

1.  Reference.  See Purchase Request Number:  _____________ dated __________

2.  (Your activity name) requests a sole source procurement for the purchase of   (identify the item being purchased)  from (Contractor Name). 

3.  Reason for request:

The Federal Acquisition Regulation (FAR 6.302-1) describes the circumstances permitting for other than full and open competition when there is only one responsible source.  To support such a decision, you must describe your  reason and need for the sole source acquisition.  

Such reasons may include “the item demonstrates a unique capability” which must be fully described in your request.  

For example: 

The Aviator Gear requested is unique and sold only by the vendor identified.  The gear is unique in that it does XY and Z and no other gear offers this capability.  OR

The item being purchased must be compatible with other equipment already in place and no other item will meet the compatibility requirement. OR

The supplies are available only from the original source in the case of a follow-on contract and to go elsewhere would result in a substantial duplication of cost the Government would not expect to recover through competition.  

4.  The point of contact is the undersigned at (phone number), (fax), or email at (email address).








(Signature of POC)
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TITLE OF POC

This guidance addresses purchases that do not exceed the simplified acquisition threshold (currently $100,000).  Purchases over that level, may require a more detailed Justification and Approval document.    
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