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Sole Source Request Form
School food authorities and community sponsors (sponsors) that wish to utilize sole source procurement exceeding $10,000 must obtain a written quote from the vendor and complete the Sole Source Request Form (or equivalent) and the Sole Source Procurement Checklist to SNPPolicy@doe.virginia.gov. Please allow two weeks for processing.
Definition of sole source: A sole source procurement is authorized when there is only one source practicably available for the goods or services required. Competition is not available in a sole source situation; thus, distinguishing it from a proprietary purchase where the product required is restricted to the manufacturer(s) stipulated, but is sold through distributors, and competition between them can be obtained. Sole source justification based solely on a single vendor’s capability to deliver in the least amount of time is not appropriate, since availability alone is not a valid basis for determining a sole source procurement.
Sponsor and Contact Information
Sponsor Name: Click or tap to enter
Sponsor Number: Click or tap to enter
Contact Person Name: Click or tap to enter
Contact Person Email: Click or tap to enter
Contact Person Phone Number: Click or tap to enter
Sole Source Information
Sole Source Vendor Name: Click or tap to enter
Item or Good/Service Trying to Purchase: Click or tap to enter
Dollar Amount: Click or tap to enter
Sole Source Justification
Sponsors must provide a written justification to include why this is the only product/service that can meet the sponsor’s needs, why this is the only practical source available from which to obtain this product/service, why the price is considered reasonable, and the description of the efforts that were made to conduct a competitive negotiation.
Click or tap to enter







Authorization and Signatures
The undersigned hereby certifies that the information in this application is complete and accurate.
REQUESTED BY:
[bookmark: Text6]SFA Administrator or Sponsor Representative Name: Click or tap to enter
[bookmark: Text9]Date: Click or tap to enter date


Signature of SFA Administrator or Sponsor Representative
APPROVED BY:
Virginia Department of Education
Sara Bennett, MS, RDN, SNS 
Director, Virginia Department of Education, Office of School & Community Nutrition Programs
Date: Click or tap to enter date

Signature of Director, VDOE-SCNP
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