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STATE OF UTAH

DEPARTMENT OF HUMAN SERVICES

DIRECT CLIENT SERVICES SOLE SOURCE PROCUREMENT REQUEST

A Sole Source Procurement is appropriate only if the required services are reasonably available from only a single source and if it otherwise qualifies under Rule R33-3-401 of the Utah Administrative Code (See rule below).  

ALL SOLE SOURCE REQUESTS OVER $1,000.00 MUST BE PRE-APPROVED BY IN WRITING BY THE DHS PURCHASING AGENT.  ALL SOLE SOURCE REQUESTS EXCEEDING $50,000.00 MUST BE PUBLISHED ON BIDSYNC FOR AT LEAST FIVE DAYS PRIOR TO APPROVAL OF THE SOLE SOURCE.
Instructions:  Provide the information requested below and submit the completed form to the DHS Purchasing Agent for review and approval prior to any contract negotiations with the proposed sole source provider.

Agency Name:  















Agency Contact Person:  




Phone Number:  





Proposed Sole Source Provider:  











Provider’s Federal Tax ID#:  









Provider's Contact Person:  

Phone Number:  




Proposed Contract Start Date:  








   

Proposed Contract Expiration Date:  










Proposed Renewal Options (Contract shall not exceed 3 years unless approved by BCM)):  





	1.
	What is unique about this service to justify a sole source? Refer to attached Utah Administrative Code R33-3-401.

	     


	2.
	Could the service be reasonably modified to allow for competition?

	     


	3.
	Explain the market research performed to make the sole source recommendation?

	     


	4.
	List the names of three or more individuals or organizations contacted, the contact persons, and a summary of each person’s response. 

	     


	5.
	Complete disclosure must be included with this request if the requestor or anyone in the requesting agency has any personal, financial or fiduciary relationship with the recommended provider.  (Please attach, if applicable.)

	     


	6.
	State the estimated cost of the service(s) to be provided (hourly, monthly, one-time, etc) and provide Service Code and/or Commodity Code under which services will be paid: 

	$     

  (including renewals)
Service Code(s):  


    AND/OR
Commodity Code(s): 






7.
The Agency certifies the Provider has submitted and it has completed a review of the following items (For any item marked “No”, state why):

a.
The required general, professional and automobile insurance required by DHS, including:

Yes  No  N/A


(  (  (  
(1)
A Certificate of Insurance showing compliance with the applicable insurance provisions of the DHS Service Contract (http://www.hsofo.utah.gov/services_contract_forms.htm); AND

(  (  (  
(2)
An Additional Insured Endorsement

See Checklist of Required Commercial Insurance Coverage for instructions and language to be contained on certificate and additional Insured Endorsement.  (http://www.hsofo.utah.gov/services_contract_info.htm)

(  (  (  
b.
Current local or municipal business license to conduct the applicable business/service.

(  (  (  
c.
Current registration with the Utah Department of Commerce, authorizing the provider 



to conduct business in the State. 
(  (  (  
d.
Applicable professional licensure through the Utah Division of Occupational and 
Professional Licensing (DOPL) to provide the service.

(  (  (  
e.
Applicable licensure through the Office of Licensing (DHS/OL) to provide the service.

(  (  (  
f.
Completed Conflict of Interest Declaration or Certification. 






(http://www.hsofo.utah.gov/services_contract_forms.htm)

(  (  (
g.
Completed and signed W-9 Form “Request for Taxpayer Identification Number (TIN) and Certification”. (http://www.irs.gov/pub/irs-pdf/fw9.pdf)

8.
Is the Scope of Work to be used in the final contract attached?  
Yes  (
No









   
(  Indicate why? (ie emergency placement situation):      
Agency Representative's Signature






Date

NOTE:  The Agency Representative submitting the request must have verified that the funds are available for the purchase prior to submitting the request. 
( Approved, Time Limit(s), if other than Agency proposed periods: 






( Approved, Subject to the Following Conditions: 








( Denied
DHS Purchasing Agent








Date

Department of Human Services

Utah Administrative Code R33-3-401 Conditions for Use of Sole Source Procurement.
Sole source procurement shall be used only if a requirement is reasonably available from a single supplier.  A requirement for a particular proprietary item does not justify a sole source procurement if there is more than one potential bidder or offeror for that item.

Examples of circumstances which could necessitate sole source procurement are:

(1)  where the compatibility of equipment, accessories, replacement parts, or service is the paramount consideration;

(2)  where a sole supplier's item is needed for trial use or testing;

(3)  procurement of items for resale;

(4)  procurement of public utility services.

The determination as to whether a procurement shall be made as a sole source shall be made by the procurement officer.  Each request shall be submitted in writing by the using agency.  The officer may specify the application of the determination and its duration.  In cases of reasonable doubt, competition should be solicited.  Any request by a using agency that a procurement be restricted to one potential contractor shall be accompanied by an explanation as to why no other will be suitable or acceptable to meet the need.

R33-3-402 Negotiation in Sole Source Procurement.
The procurement officer shall conduct negotiations, as appropriate, as to price, delivery, and terms.
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