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CREATE A PROCUREMENT REQUEST – Sole Source  
1. Follow the steps above for Create a Procurement Request – Non-Catalog Goods or Service. When 

choosing the requisition type, choose Sole Source.  

 
2. If the amount of the requisition is $10,000 or more, a sole source questionnaire will be required after 

submitting. Click on Complete Questionnaire. 

 
 
 
 
 
 
 
 
 
 

3. Complete Form and add supporting documents.  
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4. Click Submit. 


	Create a Procurement Request – Sole Source

