
Office of State Procurement

Proprietary, Sole Source, & Used 

Equipment



Objectives

• What does Proprietary mean?

• Documents needed for a Proprietary request

• Submitting a Proprietary request in LaGov and ProAct

• Language added to a Proprietary bid

• What is a Sole Source Purchase?

• Requirements and processing a Sole Source

• Sole Source form

• Used Equipment

• Required documents needed for Used Equipment



What does Proprietary mean?

? Proprietary Specification is a specification 

that cites brand name, model number, or 

some other designation that identifies a 

specific product to be offered exclusive of 

others in accordance with RS 39:1655.



What does Proprietary mean 
cont.?

• Only one product will meet the State’s needs due 
to compatibility, standardization, or 
maintainability.

• The products are available from more than one 
source.



Compatibility

• Cameras

• Scantron sheets for Scantron
Machine

• Motorola Parts – Motorola 
Radios



Standardization - Consistency

• Uniforms

• Furniture – Cubicles

• Training – All staff 
“uniformed”



Maintainability

• Warranty

• Maintenance Agreements

• Certified Technicians



Documents needed for a 
Proprietary Purchase?

• Agency submits a justification on agency letterhead to the 
Office of State Procurement stating why only one brand 
name or item is suitable for their needs and the unique 
characteristics.

• The use of Proprietary specifications must be justified and 
approved in writing by the Chief Procurement Officer or 
designee higher than an analyst.

• Agency will submit a shopping cart in Doc Tracking or 
ProAct selecting the necessary box to notify the Office of 
State Procurement that they are requesting a Proprietary 
purchase and attach the justification letter.



What’s missing in this 
Proprietary letter



Good Proprietary 
Justification Letter



Requests made in ProAct



Requests made in Doc 
Tracking



Language added for a 
Proprietary ITB

A Proprietary Solicitation must state that the 
specifications have been approved as proprietary 
and that bids for only the specified brand/model 
will be considered and must be competitively bid.

In the header of the Solicitation the bid will read:

“In accordance with LA. R.S. 39:1655, items 
_______ and  _______ have been approved as 
proprietary and only the Brand(s) Numbers(s) 
specified will be considered for award.”



Example of a 
Proprietary Solicitation

Header 

Language of 

the ITB



Language added for a 
Proprietary ITB cont.

The line on the Solicitation also has language that 
states:

“This item has been approved as a proprietary purchase 
and only the brand and model specified will be 
considered.”

Finally the Special Terms and Conditions in 
Attachment A will also state:

“In accordance with LA. R.S. 39:1655, items _______ and  
_______ have been approved as proprietary and only 
the Brand(s) Numbers(s) specified will be considered 
for award.”



Example of a Proprietary 
Solicitation

Line 

Item 

language



Example of a Proprietary 
Solicitation

Attachment 

A - Special 

Terms & 

Conditions 

Language



SOLE SOURCE



What is a Sole Source 
Purchase?

It’s a purchase available from only one source, 
usually the manufacturer, and is not sold 
through distributors. The State does not 
recognize distributor territories.

Or

Where compatibility is the paramount 
consideration, where a sole supplier’s item is 
needed for trial use or testing, resale, utility 
services, breeding stock and other livestock 
on a selective basis.

?



La. R.S. 39:1597

A contract may be awarded for a required supply, service, or 
major repair without competition when, under regulations, 
the chief procurement officer or his designee above the level 
of procurement officer determines in writing that there is 
only one source for the required supply, service, or major 
repair item.



Requirements

• Agency submits letter stating why no other product is 
suitable or acceptable for their needs, the unique 
characteristics, and a statement that it is sold by only one 
known supplier

• Agency obtains and submits a letterhead statement from 
sole source vendor (not from  a sales representative) 
declaring that product is sold only by his company and not 
sold through a distributor network

• The vendor must provide the agency with a firm price 
quote, and a signed notarized or published price list









Proceed with Caution
• Agency must show that other similar goods or services cannot perform 

the desired objectives

• Agency must investigate other manufacturers and show why they don’t 
meet their needs

• Vendor sole source declaration must be signed, dated and clearly state 
they do not sell the product through distributors

• A firm fixed price quote must have a date the prices are good through 

• A notarized quote is not a notarized price list and published price lists 
do not need to be notarized

• Obtain and submit all required documents to avoid delays in 
processing



Processing
• Agency submits all required documents to the Office of State 

Procurement.

• The Office of State Procurement determines if the procurement 
satisfy all requirements in La. R.S. 39:1597

• The Office of State Procurement ensures the price is fair.  The 
State should not pay full list price on a sole source procurement.

• The State Procurement Analyst does an independent research 
before making a recommendation

• The purchase is approved by the Chief Procurement Officer or 
designee.



If there is a reason to doubt that the 
purchase is sole source, it should be bid.



Entering in ProAct



Sole Source/ Proprietary 
Form



Entering in LaGov





Used Equipment 
REVISED STATUTES 39:1645

The purchase of Used Equipment falls under 
“Conditions for the Use of Sole Source 
Procurement” as defined in the Rules and 
Regulations: Title 34, Chapter 9; Section 905 (B)

As a general rule, an agency should procure new 
equipment, but it may be necessary or advantageous 
to purchase used equipment.



Used Equipment

The most common reasons are:

• The inability to secure new 
equipment

• The lack of adequate funds for 
new equipment

• Used equipment that will satisfy 
the agency’s need is available at a 
substantial savings. 
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What is required for 
Used Equipment?

Agency will submit a letter stating the following 
information for a Used Equipment Purchase:

• Price of Used Equipment versus New Equipment

• Plan for maintenance and repair of equipment including 
cost

• Savings that will accrue to the State by purchasing used 
equipment

• Statement of fact that procedures set out in Louisiana 
Procurement Code will result in the loss of opportunity to 
purchase the equipment.



Example of a Good Used 
Equipment letter:



Example of a Used 
Equipment letter missing 

required information:

What’s Missing from this Letter?



Office of State Procurement

OSP Main Phone Number:  

225-342-8010 

Professional Contracts Help Desk:    

DOA-PChelpdesk@la.gov 

Purchasing Helpdesk: 

DOA-OSPhelpdesk@la.gov


