
 
[bookmark: _Hlk190853958][image: ]_______________________________________________________________________________________________________REQUEST FOR EXCEPTION TO	 
COMPETITIVE BIDDING PROCESS

	CLASSIFICATION
	FUNDING SOURCE
	REQUEST

	☐  Sole Brand1 
	☐ General Fund
	☐ Federal
	☐ New

	☐  Sole Source2   
	☐Grant/Categorical
	☐ Special/Other
	☐ Renewal



[bookmark: Requisition_Number:____Description:___Es]Requisition Number: Click or tap here to enter text.  
Estimated Cost: $Click or tap here to enter text.
Proposed Brand1: Click or tap here to enter text.	
Proposed Source2: Click or tap here to enter text.
Description of Product/Service: Click or tap here to enter text.

This form must accompany the purchase document whenever an exception to the competitive bidding
process is requested. State and local laws subject San Joaquin Delta College to competitive bidding rules and sound bidding/quoting practice where competitive bids are not required. District policy states that orders in the amount of $5,000 or higher must be competitively quoted or bid unless the order is justified as a sole source per Public Contract code section 3400.

Requests for goods and/or services from a specific supplier or limited to a specific brand, where substitutes to the recommended supplier or brand are unacceptable, must be accompanied by a written justification explaining the circumstances that make alternatives unacceptable. The employee signing the justification must disclose in writing whether he/she has a potential or actual conflict of interest. District employees who have a business relationship with or financial interest in the recommended supplier must disclose the conflict of interest. Any employee with an actual or potential conflict of interest may not participate in the purchase decision.

The Procurement & Contract Services Department or authorized designee will determine whether the justification is appropriate. Requests for exception must be supported by factual statements that will pass an audit and public scrutiny.
[bookmark: INSTRUCTIONS]
DEFINITIONS:
Sole Brand: A product or service that is unique and essential to requirements, standards, or required to match existing items. Requested product or service can be purchased from more than one supplier and requires competitive bidding.

Sole Source: A product or service that can only be obtained from one supplier. Supplier should provide a documented statement on letterhead expressing evidence of sole source status and inability to compete. Carefully review the instructions below and the entire checklist before you begin.    

INSTRUCTIONS 
Please check all applicable categories below and provide additional information where indicated.

☐ The requested product is an integral repair part or accessory compatible with existing equipment.

1. Existing Equipment: Click or tap here to enter text.

2. Manufacturer/Model Number: Click or tap here to enter text.

3. Age: Click or tap here to enter text.

4. Current Estimated Value: Click or tap here to enter text.

☐ The requested product has unique design/performance specifications or quality requirements that are not available in comparable products.

☐ I have standardized the requested product and the use of another brand/model would require considerable time and funding to evaluate.

☐ The requested product is one in which I (and/or my staff) have specialized training and/or extensive expertise. Retraining would incur substantial cost in time and/or funding.

☐ The requested product is used or demonstration equipment available at a lower-than- new cost.

☐ Repair/Maintenance service is available only from manufacturer or designated service representative

☐ Upgrade to or enhancement of existing software is available only from manufacturer

☐ Service proposed by supplier is unique; therefore, competitive bids are not available or applicable. 

☐Other factors (provide detailed explanation in #2 below).





1. Provide a detailed explanation and pertinent documentation for each category checked in item 1 above. 
Attach additional sheets if necessary.
 Click or tap here to enter text.

2. Was an evaluation of other equipment, products, or services performed?  ☐ Yes  ☐ No
If yes, please provide all supporting documentation.

3. List below the name of each individual who was involved in the evaluation, if conducted, and in making the recommendation to procure this product or service. Attach additional information, if necessary. Each individual must submit a completed and signed Disclosure Statement (attached).
   	 Click or tap here to enter text.
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4.  I certify that the above information is accurate to the best of my knowledge, and a signed copy of this document will be kept on file and available for audit in my department.

Name of Person Completing this Form: Click or tap here to enter text.		
Date: Click or tap to enter a date.

           Manager Name: Click or tap here to enter text.	
           Title: Click or tap here to enter text.

           _____________________________________________                             _______________________________
Manager Signature	Date

Procurement & Contracts Approvals

           _________________________________________________		______________________________
Staff Approval	Date

           _________________________________________________		______________________________
Director or Authorized Designee	Date
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[bookmark: DISCLOSURE_STATEMENT_TO_ACCOMPANY]DISCLOSURE STATEMENT TO ACCOMPANY REQUEST 
FOR EXCEPTION TO COMPETITIVE BIDDING PROCESS

Each individual involved in evaluating and/or in making a recommendation to purchase must complete, 
sign, and submit a Disclosure Statement with the applicable purchase document. Filing an annual statement of economic interest does not exempt an employee from this requirement. (Attach additional information if necessary.)

1. Please list any income or gifts you received from this company during the past 12 months:
Click or tap here to enter text.


2. Please list any financial interests (stocks, shares, investments, etc.) you have in this company:
Click or tap here to enter text.


3. Do you have any other type of business relationship with this company?
Click or tap here to enter text.


4. To the best of your knowledge, does any member of your departmental staff have a business relationship with this company?
Click or tap here to enter text.

5. Do you or any of your near relatives have any financial interest in this company?
Click or tap here to enter text.


6. Please provide any additional information you believe should be disclosed at this time that may cause a real or perceived conflict of interest:
Click or tap here to enter text.


7. I certify that the above information is true: Click or tap here to enter text.



           ___________________________________________	                   	______________________________
Evaluator Signature	Date

Print Name: Click or tap here to enter text. 		
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