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A8. 255 Sol e Source Procurenent
1. Condi tions for Use
a. Uni versity purchases of $25,000 or nore are nade

foll ow ng conpetitive seal ed bids, proposals or
negoti ati ons. However, when there is only one
source avail able fromwhich particul ar goods,
services or construction may be obtained, University
policy permts purchases fromqualified vendors

wi t hout advertising for goods, services and
construction that are $25,000 or nore, if the
followng criteria are net:

1) The University departnent has a unique
requi renment which is essential in order for the
departnment to acconplish its work.

2) This requirenment can only be net by particul ar
goods, services, or construction which have the
requi red uni que feature, characteristic, or
capability, e.g.

a) Proprietary itens;

b) Conmpatibility with existing equi pnent; or

c) Public utility repairs or construction
that can only be provided by the utility

conpany.

3) The particul ar goods, services, or construction
havi ng the uni que feature, characteristic, or
capability are available fromonly one supplier
or source.

b. When goods or services are necessary in a limted
quantity for test or evaluation, the purchase of the
itemor service may be on a sole source basis with
the approval of the Ofice of Procurenent, Real
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Property and Ri sk Managenent (OPRPRM .

When an itemis referred to by an exact brand, but
there are other brands that qualify as "acceptable
alternates” or "equals," the purchase shall be
subj ect to bidding.

Wien an itemis unique, but is available fromnore
t han one supplier, the purchase shall be considered
a "restrictive" purchase rather than a sole source
purchase and shall be subject to bidding. The
required item however, wll be designated by brand
name and nodel nunber.

The fact that a person or organization is or has
been furnishing services to a purchasi ng agency does
not, by itself, render such person or organization
the only source for the type of service required.

The potential |oss of funds at the end of a fiscal
year shall not be a basis for sole source exenption

When an itemis specified by brand nane and nodel
nunber in a Federal grant, this nerely constitutes
approval to use such funds for acquisition of the
item and does not constitute approval for a sole
source purchase.

For expenditures |l ess than the above bid | evels,
progranms shall refer to Section A8.250.14, Sole
Sour ce Expenditures Under $25,000 for Goods,
Servi ces and Construction.

The O fice of Procurenent, Real Property and Ri sk
Managenent (OPRPRM shall maintain a list of sole
source procurenents that may be procured w thout
obtaining a sole source exenption pursuant to item 2
of this section. The list is attached at the end of
this section as Exhibit Atitled "Procurenents
Approved for Sole Source", dated 08/01/99.

University programnms shall cite on the purchase order
or on the contract as "Approved for Sole Source
Procurenent pursuant to Adm nistrative Procedure
A8.255.1.i,(cite sole source nunber from attached
[ist)".
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2. Requesti ng Sol e Source Approval

a.

When requesting a sole source purchase, the
requi sitioner nust conplete and submt the foll ow ng
typed documents to t he OPRPRM

1)

2)

3)

4)

5)

6)

Request For Sol e Source, OPRPRM Form 65
(Attachment 255.1). An authorized desi gnee
shall certify to the best of his/her know edge
that the information provided is true and
correct;

If a rush review of a request is needed, a
witten explanation and justification as to the
reason for the rush review,

Original Approvals fromany other

adm ni strative directive, circular, or
guideline (i.e. telecomapproval, President's
approval, etc.);

Determ nati on of Cost or Price Reasonabl eness,
OPRPRM For m 95 (Attachment 285.1), to verify
that price offered is considered fair and
reasonabl e;

| f federal funds will be expended,

Aut hori zation to Purchase Equi prment with
Federal Contract or Gant Funds, UH Form 39
(See APM Section A8.290), and copies of the
award docunent fromthe granting agency and
budget sheet indicating the approved line item

Notice of Sole Source, OPRPRM Form 110
(Attachment 255.2), which shall serve as a
notice of intent to issue a sole source
purchase order/contract for purchases greater
t han $25, 000 for goods, services and
construction. A copy of the Notice of Sole
Source shall be posted for public notice by the
O fice of Procurenent, Real Property and Risk
Managenent for a period of at |east seven

cal endar days prior to any approval action.

I nstructions for preparation of this formare
at Attachment 255.3.
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7) A conpleted requisition or a conpleted Contract
Encunbrance and Paynment Form Form FM S-41
(Attachments 275.1, 275.1a and 275.1b), if a
contract is to be witten; and

8) An original or a FAX original of a witten firm
quot ati on whi ch shoul d include nethod of
delivery, freight costs, delivery tine,

i nsurance, all applicable taxes, and di scounts,
if any.

I f contracting for services, departnents shall also
conplete and submt:

1) Contracting for Services, OPRPRM Form 74
(Attachment 230.3); and

2) A draft of University of Hawaii, Negoti ated
Agreenent for Services, OPRPRM Form 107G
(Attachment 230.4);

| f federal funds will be expended under this
contract, the programshall submt copies of the
award docunent fromthe granting agency and budget
sheet indicating the approved line item

Departnments shall notify OPRPRM of any speci al
federal provisions which nmust be included in the
contract terns, and, if necessary, secure clearance
by the Ofice of Research Servi ces.

The Agreenent should also cite the nane of the
granting agency and grant/contract nunber, and the
foll ow ng statenent should be included as a speci al
provision to the contract:

"Federal funds will be expended under this contract;
t he CONTRACTOR shall conply wth the applicable
provi sions of the attached FEDERAL PROVI SI ONS. "

A sixty-day lead time, prior to commencenent of
servi ces, should be provided to OPRPRM f or
processi ng of sole source service contracts.

Upon revi ew and approval of sole source
justification and contract terns, OPRPRM w | |
forward a purchase order (Refer to APM Sections
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A8. 250. 13, A8. 250.14, and A8. 250.17) or contract
docunents to the contractor for execution.

A particul ar goods, services, or construction
requirenent will be considered for sole source
purchase only if clear and unequi vocal docunentation
is furnished by the requisitioner to the OPRPRM

3. Anendments to Sol e Source Contracts

a.

Amendnents to sole source contracts that woul d
change the original scope of the contract or the
original contract price may only be nade with the
approval of the OPRPRM The annual renewal of a
sol e source contract for services should not be
submtted as an anendnent.

When requesting an anendnent to a sol e source

pur chase order/contract, the requestor shal

conplete and submt the follow ng typed docunents to
t he OPRPRM

1) A witten explanation for the anendnent
i ncl udi ng reasons why a change is required and
detail ed specifications to be included in the
contract nodification. An authorized designee
shall certify to the best of his/her know edge
that the information provided is true and
correct; and

2) A Notice O Anmendnent To Sol e Source Contract
OPRPRM Form 111 (Attachment 255.4).

I nstructions for preparation of this formare
at Attachment 255.5.

3) | f the expenditure was subject to approval from
any other adm nistrative directive, circular,
or guideline, the University departnent nust
obtai n an amended approval and submt the
original with their "Notice of Amendnent To
Sol e Source Contract" form

4) A copy of the original purchase order or
reference to the appropriate contract nunber
bet ween the departnent and the contractor.
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5) Determ nation of Cost or Price Reasonabl eness,
OPRPRM For m 95.

6) A conpl eted Purchase Order Change Form
(Attachment 250.9) or a Contract Adjustnent
Form Form FM S-41A (Attachment 275.3 and
275.3a), whichever is applicable.

C. A copy of the Notice of Amendnent To Sol e Source
Contract formshall be posted by the OPRPRM f or
public notice at |east seven cal endar days prior to
any approval action.

4. Renewal of Sole Source Contracts
a. Annual renewal s of sole source contracts are not

consi dered anendnents. Therefore, the procedure for
annual renewal of a sole source contract shall be as
foll ows:

1) For new renewabl e sol e source contracts that
anount to $25,000 or nore for goods, services,
and construction, annually, the procedure for
annual renewal shall be in accordance with
Section 2, Requesting Sole Source Approval,
above.

2) For renewal of an existing sole source contract
that was initially less than $25, 000, the
renewal term anount shall be added to the
initial termanmount to determne if the
cunmul ative total amount is equal to or greater
t han $25,000. |If the cunul ative total anount
is equal to or greater than $25, 000, the
renewal shall be processed in accordance with
Section 2, Requesting Sole Source Approval,
above. |If the total is less than $25,000, the
renewal shall be processed in accordance with
Section A8.250.14, Sole Source Expenditures
Under $25,000 for Goods, Services, and
Construction.

3) For renewal of a sole source contract of
$25,000 or nore for which a Notice of Sole
Source was never posted, the renewal shall be
processed in accordance with Section 2,
Requesting Sol e Source Approval, above.
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Contracts which were previously awarded based on

pur poses which were considered as not admtting of
conpetition are no longer permssible. If renewal

of a previously awarded, non-conpetitive contract is
contenpl ated, prograns should first consider award
by conpetitive solicitation in accordance with Smal
Pur chases procedures or Conpetitive Seal ed

Bi ddi ng/ Proposal s, whi chever is applicable.

However, if a sole source basis for award can be
clearly and unequi vocal |y established, the program
may request renewal of the contract in accordance
with Section 2, Requesting Sol e Source Approval,
above, for each renewal period, except that a new
contract docunent (as referenced in Section 2.b.2
above) is not required. OPRPRMw || prepare a

Modi fication of Contract.



EXHBIT A

PROCUREMENTS APPROVED FOR SCLE SOURCE

08/ 01/ 99

The foll owm ng procurenents are not subject to the
procedure for obtaining sole source approval, APM Section

A8. 255. 2:
Sol e
Sour ce
Nunber

1

Sol e Source

For the repair, replacenent, installation
(connection, activation or hookup), or

rel ocation of public utility conpany equi pnent
or facilities.

Criteria: Wen the equipnent or facilities are
owned or controlled by utility compani es such
as an electric, tel ephone, gas, or cable
tel evi si on conpany.

Annual |icense renewal and nmi nt enance for
conput er software.

Criteria: \When the license renewal and
mai nt enance can be obtained fromonly a single
source, nornmally the devel oper of the software.

Procurenment of conputer software conversions,
nodi fi cations, and mai ntenance for existing
prograns fromthe manufacturer of the software.

Criteria: Wien the conversion, nodification, or
mai nt enance can only be obtained fromthe
manuf acturer of the software.



