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Subject:  Policy No. 22, Only Practical Source Procurement
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Purchasing Policies and Procedures Manual dated 09-01-02 is out of date and needs
substantial revision to bring the Manual into compliance with applicable State and City
Codes and to incorporate current policies and procedures. Until the Manual can be
rewritten, updated, coordinated, and re-issued in its entirety, interim changes in
procurement policies and procedures will be implemented through Memorandum issued
to City Agencies and Departments. The attached Policy No. 22 replaces in its entirety the
policy currently contained in Purchasing Policies and Procedures Manual dated 09-01-02.

The attached Policy No. 22 also replaces the guidance to agencies/departments currently
published in the Procurement Tool Kit (Agency Desktop Toolkit 2006) which is posted
on the Department of Finance’s intranet site. The Toolkit is also currently under revision

The revised Policy No. 22 has been coordinated with the City Attorney’s Office. Major
changes in the Policy include:

(a) Identifying specific conditions under which a valid sole source condition exists (Section
22-4.0(b);

(b) Delineating Agency documentation and submission requirements (Section 22-5.1 through
22-5.3);

(¢) Delineating Procurement personnel responsibilities (Section 22-5.4); and
(d) Establishing record-keeping and reporting requirements (Section 22-7.0).

This change is effective immediately upon dissemination.
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