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Course Agenda

• What is a Sole Source procurement?

• How does it differ from other procurement methods?

• How do you complete a Sole Source procurement in PASSPort?
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• A Sole Source is a Procurement Method which City Agencies use when there is only one

(1) source for a specific good, service, or construction

• PPB Rule Section 3-05 (a)

What is a Sole Source? 3-05 (a) 
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• ONLY when there is one (1) source/vendor for the required good, service, or construction.

• The contract value should be above $20,000.

• Agency has performed its due diligence to confirm that there is no other vendor available to provide the 

goods or services needed by the City of New York.

• Since there is only one source for this good, service or construction, there is no competition and thus, the 

contract is not competitively awarded.

• Price is determined through negotiations between the Agency and Vendor.

Conditions of Use of the Sole Source Method – 3-05 (a)
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• Vendor Letter – A sole source letter from the vendor stating that the vendor is the sole proprietor or provider of the good 

or service. The best practice is that the letter is on a company’s letterhead with a recent date.

• ACCO Letter/Justification Memo – A letter from Agency ACCO which includes the following:

• Description of the Process of determination

• Description of the efforts made to solicit from other sources

• A statement of Agency’s intended action to develop future competition

• RFI – A request for Expressions of Interest released in PASSPort to collect information about vendors interest and 

capability to provide this good or service.

• Publish an ad on the City Record Online (CROL). 

• Comptroller Notification of intent to procure a sole source agreement – A copy of the letter shall be forwarded within five 

days of completion to the Comptroller.

Determination - 3-05 (b) 
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Public Notice – 3-05 (c) 

• A public Notice is required for many procurements methods, including Sole Source. When required, an 
ad is posted in the City Record Online. The City Record Online (CROL) is a fully searchable database 
of notices published in the City Record Newspaper. This includes, but is not limited to, Solicitations and 
awards, Public hearings and meetings, public actions and sales, and official rules proposed/adopted by 
city agencies.

• Currently, Public Notices are submitted through PASSPort 

• If you have questions about a CROL notice, you may reach out to CROLUpdates@dcas.nyc.gov

mailto:CROLUpdates@dcas.nyc.gov
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• A Notice of Intent must be posted in CROL within the RFI in PASSPort

• Must be posted for at least 5 consecutive editions, no less than 10 calendar days before negotiations 

begin, which is why the Sole Source RFI in PASSPort has to be out for 5 business days + 10 calendar 

days, as the RFI in PASSPort is how vendors can respond and express their interest.

• Must be posted simultaneously with CROL Publication

Notice of Intent (CROL Posting) – 3-05 (c) 

Content of Notice of Intent

Agency name

EPIN

Title and/or brief description of the goods, services, or construction procured

Estimated quantity, if any

Name of the proposed vendor

Summary of the determination

How qualified vendors may obtain an application, or express their interest in 

providing such goods, service or construction

RFI due date
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Example of a Sole Source Notice of Intent (CROL Posting) - 3-05 (c) 
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• A Notice of Award must be posted in CROL within the Contract stage in PASSPort

• CROL posting least 1 posting editions, within 15 calendar days of registration

Notice of Award (CROL Posting) – 3-05 (c) 

Content of Notice of Award

Agency name

EPIN

Title and/or brief description of the goods, services, or construction 

procured

Name and address of the vendor

Dollar value of the contract

The date of the published notice of intent to enter sole source negotiations

Summary determination of the basis for the sole source procurement
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Example of a Sole Source Notice of Award (CROL Posting) – 3-05 (c) 
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• All Sole Source Procurements for Professional Services or Standard Services that are valued 

above $200,000.00, are subject to Local Law 63 Posting. This means, agencies need to have the 

item advertised on their LL63 Plan prior to beginning solicitation.

• Local Law 63 Displacement Determination Form should be completed and uploaded within the 

PSR in PASSPort.

• All Sole Source Procurements are exempt from Local Law 1.

• Sole Source procurements valued above $5,000 are subject to Local Law 34, and therefore 

vendors with Sole Source contracts do need to include the relevant positions (CEO, CFO, COO, 

etc.) in their PASSPort Vendor Profile, and fill out the LL34 tab in PASSPort within the Contract 

phase.

• As with most procurement methods, Sole Source contracts that are over $100,000.00 are subject 

to Public Hearing within the Contract phase in PASSPort.

Additional Requirements, Local Laws and Public Hearing
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Example 1 – Situations on When to Use Sole Source – Goods

The Department of Health and Mental Hygiene intends to 

enter into a sole source agreement with Thermo Fisher, for 

the provision of the Niton XL3t 700S GOLDD, a hand-held 

Consumer Goods Analyzer. The Department requires this 

instrument specifically because it provides lead concentrations 

of tested surfaces in seconds, it has the ability to measure 

heavy metal content in consumer products and it reports the 

results. This is the only product on the market that provides 

this function.

In addition, DOHMH has determined that Thermo Fisher, is 

the sole manufacturer and source for the Niton XL3t 700S 

GOLDD Series analyzer. Thus, all purchases are made 

directly from Thermo Fisher.
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Example 2 – Situations on When to Use Sole Source – Professional Services

The DCAS Admin Police Unit supports City of New York 

citizens and employee’s safety with the use of various X-Ray 

machines located throughout the five boroughs.

The intent of this sole source procurement is to request 

maintenance services for a period of three years on 33 X-ray 

machines utilized at various DCAS facilities previously 

purchased from Astrophysics INC. Astrophysics INC., is the 

only provider to support and maintain their own X-Ray 

machines.

DCAS has determined this sole source award is in the best 

interest of the city because Astrophysics INC., is the sole 

source seller and provider of maintenance.
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Example 3 – Situations on When to Use Sole Source – Construction Services

The Department of Parks & Recreation (“Parks”) intends to enter into a sole source agreement with 

Asphalt Green Inc. (“Asphalt Green”) to undertake certain capital reconstruction work on the Asphalt 

Green facility in Manhattan.

Similar to other agreements with non-profit organizations (Central Park Conservancy, Prospect Park 

Alliance, etc.) the City of New York, through Parks, partners with non-profit organizations to perform 

necessary capital reconstruction work at city-owned facilities.

Asphalt Green is a not-for-profit organization that was formed, for the purpose of  promoting and 

assisting in the restoration, development, maintenance and management of the Asphalt Green facility 

and property, which is owned by Parks.

Pursuant to the most recent License Agreement dated December 1, 2011, Asphalt Green 

possesses and solely uses, operates, controls and manages the property through December 

31, 2031. Further, the license agreement affords Asphalt Green the sole right to perform 

services at the property including possible future expansion, plus operation of any necessary 

improvements. The license specifies that Asphalt Green may make alterations, installations, 

additions, or improvements to the property by using contractors or mechanics selected by Asphalt 

Green, subject to Parks prior approval. 
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• Do market research and get benchmark data to find out what price range the vendor charged for 

the item or service for in the past. You can also use the prices of similar goods or services as a 

benchmark.

• Check if the vendor has a contract with OGS or GSA, and if they do, use the intergovernmental 

method to obtain the good or service. Usually, vendors with contract with OGS or GSA have 

lower prices on those contracts, those prices may be used as a benchmark to negotiate the price 

down even further.

Tips for Negotiation
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RFI Requisition PSR Contract
Comptroller 
Registration

Sole Source Procurement Workflow in PASSPort

• Prior to the RFI the Agency would:

• Obtain Sole Source vendor letter determining if there are any resellers of the good or services

• Search if the vendor is on an OGS or GSA contract offering the same good or services

• Agency generates their Sole Source Justification Memo/ACCO Letter
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Sole Source – PASSPort Demonstration



18

Sole Source – Sourcing – Setup Project
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Sole Source – Sourcing – Setup Documents

- Vendor Letter and ACCO letter should be uploaded to the Setup Documents Tab

- In this case as this Sole Source is due to a License Agreement between Asphalt Green and 

NYC Parks, the Agency would upload the license agreement to show proof of Sole propriety.
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Sole Source – Sourcing – Select Vendors



21

Sole Source – Sourcing – Prepare RFX - Setup
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Sole Source – Sourcing – Prepare RFX - Setup

Procurement Description and Statement of Need:

Pursuant to Section 3-05 of the New York City Procurement 

Policy Board Rules, the Department of Parks & Recreation (“Parks”) 

intends to enter into negotiations for an agreement with Asphalt Green 

Inc. (“Asphalt Green”) to undertake certain capital reconstruction work 

on the Asphalt Green facility in Manhattan for a five (5) year term.

Parks has determined that Asphalt Green is the sole provider for 

the required services because of an existing license agreement 

between Parks and Asphalt Green. The license agreement provides 

Asphalt Green with the sole right to perform services at the property 

including possible future expansion, plus operation of any necessary 

improvements. The license specifies that Asphalt Green may make 

alterations, installations, additions, or improvements to the property by 

using contractors or mechanics selected by Asphalt Green, subject to 

Parks prior approval.

Any firm that believes it Is qualified to provide these services is 

invited to do so. Please indicate your interest by responding to the RFI 

EPIN: 84623Y0234 in PASSPort no later than September 15, 2022, 

2:00PM

If you have questions, please submit these through the 

Discussion Forum of the subject EPIN in the PASSPORT system.
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Sole Source – Sourcing – RFX Setup Reminders

Things to keep in mind when filling out the Prepare RFX Setup tab:

- Click – 5 days before RFI release date (to allow CROL time for confirmation)

- Click – On release date – 5 consecutive Posting days begin same day as release

- . shows up and is Clicked same day as

- Release for 10 calendar days following the date of last publication of the CROL ad

- Must be posted for at least 5 consecutive CROL editions, no less than 10 calendar days before 

negotiations to begin, for a total of at least 15 days prior to negotiating with the identified vendor
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Sole Source – Sourcing – Prepare RFX - Documents
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Sole Source – Sourcing – Prepare RFX - Vendors
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Sole Source – Sourcing – Prepare RFX – Questionnaire 
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Sole Source – Sourcing – Prepare RFX – Item
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Sole Source – Sourcing – Competition Pool
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Sole Source – After the Sourcing RFI, but before the Requisition

• After the RFI has ended, the Agency will go into PASSPort (Evaluation and Awards Tab) to complete 

their required analysis

• Open and review the responses from the vendors, if any

• If response was received, confirm that the vendor has met the requirements 

• Be sure to complete your responsiveness check (Evaluation and Awards Tab)

• Once responsiveness has been deemed, the agency can initiate a Sourcing Requisition
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Sole Source – Requisition – Sourcing Requisition
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Sole Source – Requisition – Procurement Method
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Sole Source – Sourcing – Setup Project
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Sole Source – Sourcing – Setup Documents
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Sole Source – Sourcing – Pre-Solicitation Review - Summary
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Sole Source – Sourcing – Pre-Solicitation Review - Financials
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Sole Source – Sourcing – Pre-Solicitation Review –
Contracting Out for Technical Consulting, Personal Services
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Sole Source – Sourcing – Pre-Solicitation Review – Labor Considerations
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Sole Source – Sourcing – Pre-Solicitation Review – Sole Source Method 
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Sole Source – Sourcing – Pre-Solicitation Review – Environmental Considerations
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Sole Source – After the Requisition, but before the Contract

• Agency will submit and wait for all oversight Approvals

• Contract can only be created after all oversight approvals are applied
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Sole Source – Sourcing – Setup Project – Create Contract 
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Sole Source – Contract
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Sole Source – Contract

• The contract Stage for Sole Source Procurements is the same as all other Contract Phases.

• Please be sure to complete a Public Hearing should your contract go over $100,000.00.
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Links to Resources

MOCS Service Desk

Sole Source Information on BuyWise

Procurement Training on BuyWise

Learning to Use PASSPort on MOCS website

https://mocssupport.atlassian.net/servicedesk/customer/portal/8
https://cityshare.nycnet/content/buywise/pages/noncompetitive-procurement/sole-source
https://cityshare.nycnet/content/buywise/pages/procurement-training
https://www.nyc.gov/site/mocs/passport/getting-started-with-passport.page


Thank you for your time!




