
DEPARTMENT OF THE (YOUR SERVICE)
YOUR ORGANIZATION
YOUR LOCATION (DEPLOYED)


Date
MEMORANDUM FOR 

FROM:  

SUBJECT:  Brand Name/Sole Source Letter Justification Letter


1. We understand your office is requesting a sole source award for Snap On tools; Air Force Federal Acquisition Regulation (AFFARS) 5313.106-1, the following requirements outlined must be addressed:   
a.  A brief non-technical description of the supplies/services to be acquired.
b.  A clear, concise statement of the facts justifying the award of a sole source contract. For example:
i). If the justification is urgency, then the time constraint and the reason why only one contractor can meet the requirement shall be explained; and/or 
ii). If the justification is the unique capabilities possessed by only one contractor, then state the reasons why no other contractor has or can obtain these capabilities and why these capabilities are essential for contract performance; 
iii). A statement that the proposed sole source is the only known source that can satisfy the Government's requirement. However, statements such as "No other sources are considered qualified" shall not be considered a basis for sole source justification; and 
iv). A statement of actions to be taken by the requiring activity to preclude the necessity for future sole source acquisition of the same supplies/services (e.g., conducting a market survey to determine potential future sources).
2.	Please note that the contracting officer, and not the requiring activity, is the final authority for determining the adequacy of any sole source justification before contract placement.
3. If you have any further questions regarding this letter, please feel free to contact the undersigned at 555-5555.  





JOHN M. DOE
Contracting Officer
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