
 

 

PURCHASING 
OPERATING PROCEDURES 

 
SECTION V- C – Sole/single source purchases 

 
TITLE:  Sole/single source purchasing procedures and required documentation.  

 
Purpose:  

 
In accordance with DPS Board policies for purchasing, policy DJE-Bidding procedures, these procedures outline 
the process and steps to be followed for approvals of a  sole or single source procurement.   

 
1. Definitions: 
 
Single source purchase- Is a purchase of goods or services that is available from multiple sources, but is 
specifically required from one source supplier on a non-competitive basis.  This is based upon a number of pre-
determined conditions for the purchase.  These are outlined in the ‘Single/Sole source justification form (sample 
attached).  
Sole source purchase- Is a purchase of goods or services that is available from only one (1) source 
(vendor/manufacturer).  

 
2. Policy:  
 
(In accordance with Board of Education Purchasing Policies, DJE-Bidding procedures, the Director of Purchasing 
or designee, shall have the authority to contract in the open market without formal competition for the purchase of 
materials, equipment, supplies, services and construction not exceeding twenty five thousand dollars ($25,000). 
This limit is fifty thousand dollars ($50,000) for construction projects and services.  He(she) may, by rule, delegate 
this authority to designees or to any school, department or official). 
 
As District funds provided for purchasing are derived from taxpayer funding sources it is essential that all goods 
and purchases be performed with the utmost care and responsibility.  Procurements may be made without formal 
competition up to $25,000.   
 
It shall be the practice of the Purchasing department to attempt to obtain competition on goods and services, on 
purchases exceeding $5,000.  Purchases below $5,000 in aggregate value are considered, by their nature, as 
‘small buy’ and do not require formal competition.  

 
3. Procedures: 

 
PROCEDURE BY WHOM 

$2,500- $5,000 Purchases- seek and obtain competition 
as possible, Buyer discretion.  

Purchasing department 
 

 
 

PROCEDURE BY WHOM 
$5,000-$25,000 Purchases- seek and obtain competition 
as possible. The Director of Purchasing has the authority to 
contract for goods and services in the open market without 
formal competition.  The limit for competition for general 
goods and services is $25,000, for Construction and 
Facilities Management departments is $50,000. 
 
Goods or services with no competition require a sole/single 
source justification form (sample attached under ‘forms). 

Purchasing department 
 
 
 
 
 
 
Schools/Requesting departments 

 
 



 

 

 
 
 
 
  

PROCEDURE BY WHOM 
$25,000- unlimited purchases- formal competition is 
required though the use of competitive IFB, RFQ, or RFP’s 
by the Purchasing Department.   
 
 
All sole or single sources are required to be documented on 
form referenced below and signed by sponsoring District 
Administrator.  (See below attached form for justification).  
This form shall be submitted with the corresponding 
purchasing requisition, contract or agreement.  This form is 
then reviewed by the Director of Purchasing. 
 
  

Purchasing department 
 
 
 
 
Requesting department/School 
 

 
 

4. Forms: 
 
(Note: The attached sole/single source justification form is to be used to document all non-competitive 
purchases over $25,000 in value ($50,000 in construction and facilities).  

 
 






