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Purchasing has combined the “Sole-Source/Proprietary Justification Form for Products” and the 
“Sole-Source/Proprietary Justification Form for Services” into one form.  The end-user will need to 
complete the three justification criteria items and the form must be approved by the appropriate 
departmental approvers (one approver for each dollar approval level) based on the overall cost.  
 
While the new “paper” form can be used, a more convenient electronic version of this form has been 
added to PeopleSoft eProcurement which should satisfy 99% of your requests and will automate the 
approval process.  Note:  please do not use this form for DEP requisitions. 
 
To locate and use the new electronic version of this form, create your requisition in eProcurement.  
From the Review and Submit page, click the Header Comments hyperlink: 

 
 
 
Click the Copy Standard Comments hyperlink: 

 
 



Enter POC as the Comment Type and enter SOLE as the Comment ID.  Click OK: 

 
 
 
Place your cursor in the justification box below the first justification criteria: 

 
 
 
Type the appropriate feature/characteristics which are unique to the requested product/service.  Then 
arrow down to the second justification criteria: 

 



Type a brief explanation of need for this unique feature/characteristic.  Then arrow down to the third 
justification criteria: 

 
 
 
Enter the appropriate information to identify other sources that have been reviewed and why they are 
not satisfactory.  Do not click the “Send to Vendor” box.  This is an internal justification form and 
should not be sent to the vendor.  Click the OK button to save this comment to your requisition: 

 
 
 
Once the justification has been saved, budget check and submit your requisition for approval in the 
same manner as any other requisition: 

 
 
 



This process will automate the approval of your sole source/proprietary justification.  When your 
approver reviews this requisition, they will see your justification on-line: 

 
 
 


