
Sole Source Guide and Checklist 

Sole Source Defined 

A sole source purchase is a procurement in which only one vendor can provide the required 
product or service due to unique features, compatibility requirements, proprietary 
technology, or other circumstances that prevent meaningful competition. 

When is Competition Required for a Purchase? 

Under Mississippi Code 31-7-13, purchases over $5,000 generally require competition. 

• Purchases between $5,000 and $75,000 may proceed with quotes from vendors 
offering comparable products or services. 

• If comparable competition is not available after reasonable research, the sole 
source process may be appropriate. 

Before Starting a Sole Source Request 

Please gather the following documentation before submitting your requisition: 

1. Vendor Quote 
o Obtain a valid quote from the vendor. 
o Sole source approvals will take several weeks, so quotes should remain valid 

for as long as possible. At least a 45-day validity period is preferred. 
2. Sole Source Questionnaire 

o Complete the 5-question sole source questionnaire word document. It can 
be found here https://www.procurement.msstate.edu/optrequests.php.  

o Clearly explain why the product or service is unique and why no comparable 
alternative will meet the department’s needs. 

o This document will be publicly advertised and reviewed during the approval 
process. 

3. ITS Sole Source Letter (For IT Purchases Only) 
o For ITS related purchases, include a letter from the vendor stating they are 

the sole provider or authorized source of the product, software, or service. 

Submitting the Requisition 

1. Create a non-catalog requisition in Bully Buy. 
2. Answer “YES” to the sole source question on the header level of the requisition. 
3. Attach all supporting documentation before submitting for approval. 

The requisition will then route through the appropriate sole source procurement review 
process. 

https://www.procurement.msstate.edu/optrequests.php
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How to Process a Sole Source Purchase
in Jaggaer
This guide walks you through the steps required to finalize a sole source purchase
within the Jaggaer procurement platform. Following these instructions ensures you
correctly identify the vendor and save your transaction settings for compliance.

1 Go to Bullybuy.msstate.edu

Then start a non-catalog item order. Once you go to checkout you will select the
pencil.

https://www.procurement.msstate.edu/procurement/bully-buy/index.php
https://Bullybuy.msstate.edu
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2 Click "Is this a Sole Source?"

3 Click "Save"


