Needham Public Schools
Sole-Source Determination Request

School or Department: Date:

Contact Name: Requisition #:

Vendor Name:
Vendor Address:

Vendor State/Zip:
Vendor Contact Name:
Vendor Contact Phone:

Is this vendor established in H.T.E.? Yes No If no, Tax ID #

Please itemize specific items to be purchased (attach additional sheets if needed.)

Qty

Item Description (Include Specific Title, Model or Order Number, ISBN Number, etc.)

Total Cost of Procurement (inc. Shipping): \

Please indicate basis for sole-source determination request:

School/ Department Head Signature: Date:

Attach this form and signed contract to requisition. Forward to Accounting. Director of Financial will issue sole-source
determination and attach to purchase order.

Director of Financial Operations: Request Approved: Request Denied:
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