
 
 
 

SOLE SOURCE / BEST SOURCE JUSTIFICATION 
 

To be completed by Unit or Area and include 
additional details on separate sheets if necessary. 

 
 

Vendor/Source ________________________________________________________________ 
 
Amount ($) ___________________________________________________________________ 
 
Unit or Area _______________________________________   Date______________________ 
 

Sole Source – A single vendor is uniquely qualified to meet the City’s procurement 
objective. 
 
Provide an explanation of the “need” that has to be fulfilled, focusing on the requirements 
(not a description of the product or service, which satisfies that need).  Why is this vendor 
the only one that can fulfill the need identified? 
Describe the unique aspects of their product or service and/or attach letter from vendor: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Check appropriate reason below: 
  
      This is a product manufactured by a single vendor. 
 
      This product or service is sold only through this single distributor. 
 
                 This service is unique to a single organization. 
 

An unusual or compelling urgency exists (explain below). 



Best Source – Does the need meet one of the following “best source” definitions instead 
of the sole source definition referenced above (explain below): 

 The product or service must match or be compatible with current equipment or services;
or

 It would not be economically feasible for another vendor to provide the product or service
needed; or

 A single vendor is uniquely qualified to fulfill the City’s need; or
 An unusual or compelling urgency exists.

What activities have already occurred prior to submitting this request?  Discuss what other 
products and services in the market were reviewed and why they didn’t fulfill the need.  Have you 
already evaluated products or services available on the market and then made a determination 
that this product or service is the only one that meets your need?  Has the vendor already done 
any work related to this project or purchase? 


	VendorSource: Robertson Morrison Inc.
	Amount: $33,202.03
	Unit or Area: Fire
	Date: April 17, 2025
	Check Box1: Off
	Text2: 
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	Check Box8: Off
	Check Box9: Yes
	Text10: We would like to hire Robertson Morrison Inc. to install a mini split HVAC unit in the City's Emergency Operations Center (EOC). Prior to serving as the City's EOC, the room was designed as a storage room for the City Clerk's Office. The EOC has a video wall that emits heat and the EOC will need to comfortably fit large groups of people during an activation. Robertson Morrison Inc. was the HVAC contractor hired to design and build the current HVAC system during the Fire Station 1 Renovation. Their history with the current system uniquely qualifies them. 
	Text11: We had 3 HVAC contractors on site to evaluate a solution, all of which recommended a mini split. The first contractor could not purchase a mini split unit due to a manufacturer shortage, and the second contractor did not offer the same comprehensive service as Robertson Morrison Inc. 


