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THE UNIVERSITY OF TENNESSEE

JUSTIFICATION FOR NON-COMPETITIVE PURCHASES AND CONTRACTS

Values of $50,000 or More

	Contract Tracking Number
	     

	Requisition Number for Items Processed through Purchasing:
	     


This form must be completed for all non-competitive purchases for goods or services that are secured either through a purchasing requisition or a contract for expenditures of $50,000 or more.  This form and any other documents that support the justification of a non-competitive purchase must be approved in advance of securing the goods or services.  Approvals include the Department Head, Director of Purchasing, and the Chief Business Officer or their designees.  The Chancellor or Vice President or designee must approve expenditures of $100,000 or more.  The Vice President for Administration and Finance, or designee, must approve expenditures of $250,000 or more. 
Non-competitive service contracts, including amendments that cumulatively exceed $250,000 must be routed to the Tennessee Legislative Fiscal Review Committee for comment.  The Fiscal Review Committee has 15 days from the receipt of the contract information for comments.  A minimum of 30 days will be required to process service contracts exceeding $250,000.   

Information Related to the Purchase of the Goods or Services

1. Type of Request:
	Non-Competitive Contract (Sole-Source)
	 FORMCHECKBOX 

	

	Contract thru Purchasing
	 FORMCHECKBOX 

	

	Requisition thru Purchasing
	 FORMCHECKBOX 

	


2. Prepared By:

	Name:
	     

	Email address:
	     

	Phone No:
	     


3. Cost Center or WBS Element:
	Name:
	     

	Number:
	     


4. Proposed Contractor or Vendor:
	Name:
	     

	Address (Street):
	     

	Address (City, State, and Zip Code):
	     


5. Effective Date:
	  Beginning Date
	     

	  Ending Date
	     


6. Estimated Cost:
	     


7. Source of Funds (e.g. state funds, federal funds, etc.):
	     


8. Is this an amendment to an existing contract/purchase order?
	 FORMCHECKBOX 
  Yes
	 FORMCHECKBOX 
  No


9. If Yes,
	Number of Original Contract/Purchase Order
	     

	Beginning Date of Original Contract/Purchase Order
	     

	Amount of Original Contract/Purchase Order  
	     

	Accumulated Cost with this amendment
	     


10. Describe the primary reason the University is entering into this contract/purchase
	     


11. Describe the goods or service to be acquired.

	     


12. Is there an urgent need or an emergency preventing competitive methods?

	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No
	 FORMCHECKBOX 

	N/A


If yes, please explain:

	     


13. Is there only one product or service that can meet the specific needs or must the product or service be provided by this particular source. 

	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No
	 FORMCHECKBOX 

	N/A


If yes, please explain:

	     


14. Does proposed contractor or vendor have experience providing same or similar goods or services?

	 FORMCHECKBOX 

	Yes
	
	 FORMCHECKBOX 

	No


15. Has the department ever purchased these same goods or services from this vendor?

	 FORMCHECKBOX 

	Yes
	
	 FORMCHECKBOX 

	No



If yes, what procurement method was used?  (Ex. Competitive, Non-Competitive, etc.)

	     


16. If for services, was an effort made to use existing University employees to perform services?

	 FORMCHECKBOX 

	Yes
	
	 FORMCHECKBOX 

	No


If no, why not? 

	     


17. Is the contract for services from another governmental unit, such as a State or federal agency, or from another college or university? 

	 FORMCHECKBOX 

	Yes
	
	 FORMCHECKBOX 

	No


Justification

A complete justification must be provided to explain why the University should acquire the goods or services through non-competitive procurement request rather than through a competitive process.  (Note:  Being the “only known” or “best” is not deemed adequate justification.) 

	     


Approvals

$50,000 to $100,000

	
	
	

	Department Head or their Designee
	
	Date

	
	
	

	Campus/Unit Purchasing Officer or their Designee
	
	Date

	
	
	

	Chief Business Officer or their Designee
	
	Date


Additional Approval for $100,000 or more
	
	
	

	Vice President or Chancellor or their Designee
	
	Date


Additional Approval for $250,000 or more

	
	
	

	Vice President for Administration and Finance or Designee 
	
	Date
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