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Sole Source Procurement Approval Request Form

Refer to the Sole Source Procurement Policy posted on SCM’s section of the VITA Web site prior to completing this form. 

Delegated Purchases - Agencies have $250,000 delegated authority for IT that is out of scope to VITA (see Authority and Delegation Policies). Procurements in an amount less than $200,000 are considered small purchases and small purchase policies apply. For more information about small purchase delegation, please review our Small Purchase Policy. When the procurement falls within an agency’s delegated authority, approval by VITA SCM is not required. Attach the completed form to your eVA requisition (or order) and place in the procurement file. 

For purchases that do not fall within an agency’s delegated authority – Agencies shall submit the form and all supporting documentation to scminfo@vita.virginia.gov for review and approval of the Sole Source Method of Procurement. Please allow VITA SCM up to 5 business days to respond to your request. Thorough completion of all sections of this form will expedite VITA SCM’s review and eliminate the need for follow up from VITA SCM. 

After approval of the Sole Source, the Agency is responsible for posting the approved Sole Source Award Notification on eVA.

Agencies shall be responsible for including a copy of the approved form with their PGR submission for any project and/or procurement requiring a PGR.

Date: 				
Agency/Institution Name:	   
Contact Name:   
Telephone Number:  
Name of Product or Software Solution: 
Description of Product or Non-Professional Service:   
Estimated Total Cost of Sole Source: $
Supplier Name:   

JUSTIFICATION:

1. Explain why this is the only product or service that can meet the needs of the agency or institution.





2. Explain what research was conducted to confirm that only one source is available for these goods or services.




3. Explain why this supplier is the only practicably available source from which this product or service can be obtained.




4. What efforts were made to negotiate the sole source agreement?




5. Detail the market research that the agency has completed to determine the price of the product(s) or service(s) is fair and reasonable.




6. Is this application cloud hosted?   Yes  ☐     No  ☐

a. If “yes” and this is a cloud hosted application, is the application on the COV Ramp Approved Application List and under current oversight? (Note: If an application is on the list but not in active oversight, then cloud terms may need to be negotiated.)                   Yes  ☐     No  ☐

b. If “No” to the previous question, and the cloud application is not on the COV Ramp Approved Application List, has the COV Ramp Assessment been initiated?  
Yes  ☐     No  ☐

If yes, then approval of this Sole Source Procurement Approval Request Form by VITA SCM does not constitute approval of the cloud hosted solution.  The Agency is required to follow the Cloud-based Sole Source Procurement Requirements prior to completing the Award and issuing any purchase orders related to this joint and cooperative procurement:

Cloud-based Sole Source Procurement Requirements

Regardless of the dollar amount, the Agency must comply with The Third Party Use Policy located here: Third Party Use Policy

In addition, Cloud-based or SaaS applications are subject to COV Ramp (formerly known as ECOS):  

a. Successful approval of the COV Ramp Security Assessment.  More information about COV Ramp can be found here: COV Ramp.  Forms and instructions, including the COV Ramp Security Assessment template, are available through VITA’s Service Catalog found here:  VITA IT Service Catalog.

b. The supplier’s acceptance of the VITA required Exhibit of Additional Cloud Services Terms and Conditions or VITA’s approval of any negotiated changes to those terms and conditions. (Any supplier proposed negotiations of these terms must be provided to VITA in redline format for approval.)  These terms and conditions are available by contacting: scminfo@vita.virginia.gov.

7. Does the application contain an Artificial Intelligence (AI) component, or is the supplier utilizing Artificial Intelligence to provide your service/solution, as defined in Executive Order 30 and VITA’s Artificial Intelligence Standard?

Yes	☐	No     ☐

If yes, then approval of this Sole Source Procurement Approval Request Form by VITA SCM does not constitute approval of the Artificial Intelligence (AI) solution.  The Agency is required to follow the Artificial Intelligence (AI) Sole Source Procurement Requirements prior to completing the Award and issuing any purchase orders related to this Sole Source.  The Agency must detail out the use of AI and provide it to VITA in a format and with a level of detail sufficient for VITA to meet its responsibilities under Executive Order 30. Additional information regarding VITA’s Artificial Intelligence Standard is available here: https://www.vita.virginia.gov/artificial-intelligence/.

Artificial Intelligence (AI) Sole Source Procurement Requirements

AI components are subject to VITA’s Artificial Intelligence Registration and Approval Process, which requires registration in Archer and approvals in Planview from VITA, your agency head and your secretary. For additional information about this requirement, please:

a. Visit VITA’s AI FAQ page, found here: https://www.vita.virginia.gov/policy--governance/governance/artificial-intelligence/ai-faqs/.

b. Contact your assigned Enterprise Architecture representative. You can find your EA rep here: https://www.vita.virginia.gov/services/cams-and-agency-contacts/.

8. Is the procurement anticipated to result in a “high-risk contract”?	  Yes	☐	No     ☐

If yes, then approval of this Sole Source Procurement Approval Request Form by VITA SCM does not constitute approval of the high-risk contract.  The Agency is required to follow the High-Risk Requirements prior to posting the solicitation, completing the Award, and issuing any purchase orders related to this Sole Source.  

High-Risk Requirements

Code of Virginia  § 2.2-4303.01 defines a high-risk contract as any public contract with a state public body for the procurement of goods, services, insurance or construction that is anticipated to either: 

a. Cost in excess of $10 million over the initial term of the contract or

b. Cost in excess of $5 million over the initial term of the contract and meets at least one of the following criteria:

i. the goods, services, insurance, or construction that is the subject of the contract is being procured by two or more state public bodies;

ii. the anticipated term of the initial contract, excluding renewals, is greater than five years; or

iii. the state public body procuring the goods, services, insurance, or construction has not procured similar goods, services, insurance, or construction within the last five years

Section 2.2-4303.01 of the Code of Virginia defines “high-risk contract” and provides evaluation criteria for all public procurements which may result in a high-risk contract. VITA’s policy on high-risk contracts is located on our website at: https://www.vita.virginia.gov/procurement/procurement-resources/high-risk-solicitations-and-contracts/

a. Prior to awarding a high-risk contract, VITA and the Office of the Attorney General will review the contract within 30 business days to determine the contract’s compliance with state law and policy, as well as the legality and appropriateness of the contract terms and conditions. 

i. The review will also ensure the inclusion of distinct and measurable performance metrics and clear enforcement provisions in all high-risk contracts, as well as clearly outlined remedies and incentives to be used in the event supplier does not meet contract performance metrics.

Agencies are required to contact VITA’s SCM division at: scminfo@vita.virginia.gov during the contract preparation stage of procurement to begin high-risk contract evaluation. 



CERTIFICATION:
To the best of my knowledge, information and belief, the technology product or service sought by the agency meets all of the criteria for sole source procurements established in § 2.2-4303 (E) of Title 2.2 of the Code of Virginia. 

Signed  
Agency Head or Designee 

Date: 				


APPROVAL:

Signed  
VITA Supply Chain Management

Date 				
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