Guide to Complete Sole Source Form Using DocuSign

1. The requester will enter their name and email along with their Department Head’s name and email
a. Department Head - the person responsible for the daily operations of an academic or
administrative department

PowerForm Signer Information

fthere are O roms requred e T document 10 be compieied. Dlease ente
e amct {tmeye e wCTiArTY An el <6 Te yet PUBnG them

Requester

John Dixon

jadixon@wm.edu

Department Head

Marra Austin

maaustin@wm.edu

2. The Procurement Services, Senior Procurement Officer, and Director of Procurement roles will not be
edited by the requestor. Select “Begin Signing” to start the sole source form completion

Procurement Services

Procurement Services
procur@wm.edu

Senior Procurement Officer 1

Senior Procurement Officer 1
Procur@wm.edu

Director of Procurement

Erma Baker
eabaker01@wm.edu

Senior Procurement Officer 2

Senior Procurement Officer 2

procur@wm.edu

3. Select the check box to agree to DocuSign’s electronic records and signatures then select “Continue”

Please Review & Act on These Documents

& Procurement Services
t " DocuSign,

m OTHER ACTIONS ~
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4. Complete the applicable fields on the form (red indicates a required field)

SOLE SOURCE or PROPRIETARY PROCUREMENT APPROVAL REQUEST

Date: B222007 | vendor: %

Department: [Procurement 4PR000001 |
” adi; @w
Contact: Llohn Dixon Email: [2dixon@wm edu Phone#: 13957

Contract Term: Is this a one-time purchase, or will the requested product(s) or \cr\n.d\)
recurring 1l b d \CO“DO
g annual basis? (Check one) bne year recurring year | [ SU0000

I recuming aomual xocnse. please document exnenge: o I -

Veor 2RO Cr R0 Y 4 GO0 Year 5 §E0% ]
Total§___ 300

This form must be completed by the J and must y all requests for sole source or

proprictary purchases.
Definitions: check appropriate category:

[Ellsole Source - A sole source procurement is authorized when there is only one source available for the
product(s) or services(s) required.

Proprietary Procurement- A proprictary fi restricts the or service to one

nunumuum or vendor. A common example would be spe n by brand name which excludes
ion of approved “equals.” Proprictary items may be available from several distributors. If available,
ph..\u attach a list of proprietary suppliers which might be used to assist in expediting this procurement

A. Department Responsibilities: The following data and information must be submitted.

1. Describe the product(s) or service(s) being requested and how same will be used, specify users or
target group for uquuud product(s) or service(s), and benefit to College.
Cnucal characteristics for us is the number of pixels in the SLM. The higher number allows a much finer
conlro\ over the phase front of the laser beam. The most important parameters for us are residual phase
nppies (ie. stability) diffraction efficiency, and fill factor (l.e active area fraction)

Note: The document cannot be edited once submitted. Please refer to the last page for tips.

Once all fields are completed, select the finish button
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The Department Head will receive an email from DocuSign stating there is a document waiting for their
approval and signature

Select the “Review Document” link the email

Select the check box to agree to agree to the DocuSign terms then select the “Continue” button

Please Review & Act on These Documents

procurement Services e
e vy DocuSign.

OTHER ACTIONS -

Department Head will review the document for approval and select “Next” which will scroll the
document to the signature line and select the “Sign” icon

6. Forward to Office of Procurement for contract review, negotiations, and contract award.

- B, Office of Procurement Responsibilitcs:
2. Negotiate cost and/or contract scope, deliverables, and associated terms and conditions.
b, Determine price reasonablencss.
c. lssue executed contract andor approved order.

Requirements | through 7 A
delegated authority establsbed under the Rules Govemning Procurcment of Goods, Servies. lnsurnce, d Comncion

by a Public I f Higher Education of the C of the Restructured
Higher Education Financial and Administrative Operations Act, Chapter 4.10 (§ 23-38.88 et seq.) of hne 23 of the Code
of Viginia

ciggmendation:

= Marra Austin 6232017 | 11:42:46 EOT
Department Head Signature Department Head Print Date
Approved:
Senior Procurement Officer Signature Date

Director of Procurement Signature (depending on cumulative S threshold) Datc



10.

11.

12.

13.

14.

15.

16.

17.

18.
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Apply the digital signature using the DocuSign signature styles and select “ADOPT AND SIGN”

The signature will then be applied to the signature line and select the finish button

Higher Education Financial and Administrative Operations Act, Chapter 4.10 (§ 23-38.88 et seq.) of Title 23 of the Code

of Virginia,
Recommendation:
DocuBlgned try:
Pacin Gustin Marra Austin 6/23/2017 | 11:44:16 EDT
Department Head Signature Department Head Print Date

A pop up screen will show to create a “FREE DocuSign account”. Please do not create a DocuSign
account, instead select “NO THANKS”

a- &-
Save a Copy of Your Document =

ﬁ Bectronically sign any.
Get signatures from
b

ﬁ Sign on the go with
B s

The document will now be sent to Procurement Services for approval

You're done!

Thanks for using DocuSign.
After ail recipients finish signing, you il receive an email with a link 10 the document

Procurement Services will receive an email from DocuSign stating to please sign the document
(Procurement Services will only assign the document to the applicable Senior Procurement Officer)

The assigned Senior Procurement Officer will review the submitted form for approval and signature

Once approved/signed by the Senior Procurement Officer the form will be submitted to the Procurement
Director

The Procurement Director will review and approve/sign
a. If the dollar threshold is $500,000 or greater, the form will be sent to the Chief Financial Officer
for approval and signature
Once the Procurement Director or Chief Financial Officer have approved and signed the document, the
form will route back to the Senior Procurement Officer to apply the contract number generated by
Cobblestone (ex. WM18-1234)
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19. Once all required approvers have signed, all associated parties will receive an email stating that the
document has been completed and will provide a link to the fully signed/approved document
Do:usffgm

Your document has been completed.

VIEW COMPLETED DOCUMENT

All signers completed Please DocuSign this document
I 10607 pdf

O O O
S T p———————
W WILLIAM & MARY W WILLIAM & MARY

asuncas
¢ WILLIAM & MARY

Vendor; YT Servicss

Requisition 8 PRIS23TS2

Email: #S00n@am 085 proges; 2211858

or vwill the requested producs(s) or service(s) be requzed ca 3
SR i S £

Thos ferm it be ccmpleted by (e sequeinag department. and mat sccompasy all fequests foe sele sontce ot
proprsessy prchaes

Raqusvasests 1 duoagh 7 : VA

delngried susbonty estiblided usde e Rules Governing Procuwment of Goods, Services, lunsunce. sed Constructicn
by a Publ B o a G 4 of Vs by Subchapenr

asamenl snd Adessssstiative Opeetoss Act, Chagowe 310 (1 23-35 55 ot saq ) of Tithe 23 of the Code

Definstiens: check sppeogeste catepory

21372018 | 09:3249 EST
Date

211372018 | 10:50:38 EST
Dae

Dare

a. If an approver denies to sign at any stage of the approval flow, the document will no longer be
valid and unable to be edited. The requestor will have to restart the process over again,
incorporating any applicable corrections into the form.

b. Itis recommended that the requestor save the answers to the questions asked on a separate word
document. This will be useful in case the document is denied, avoiding retyping the answers
along with making any corrections needed.

c. If additional documents need to be attached to this form, please select the attachment icon
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