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Need to KnowNeed to Know
• For Goods and Services $5000.00 or more
• Exceptions – under $5000.00

• Software 
• Radioactive materials 
• Gases 
• Warranties
• Service Contracts

• PI must be involved with this process
• The process takes 2 to 3 weeks
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ProcessProcess
• Get Quote from Company

• Letterhead of Company – with pricing & shipping

• Fill out form: 1232.1.1f Form – Customer Request for a Brand/Vendor Specific 
Waiver of Competition

• Check boxes 1-18
• Funding Source – Check box
• Check Box that you are not getting compensation Conflict of Interest Certification: 
• PI must sign

• Write Sole Source: Justification for the Product
• Sole Source must be on letterhead
• Why you are choosing this vendor – (letter must              

(say why with scientific reasoning for this vendor)
• Signed by PI

• Provide Funding Source: Chartfield String

Send all documents to Admin. Support Office via email or in their mail



1-18 you must 
check at least

One or more Boxes that 
are appropriate with 

this purchase.

Must  check at least One 
or more Boxes 

If you are not sure – Adm can help

Must !! Conflict of Interest 
certifications

ONLY PI Signature
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TimelineTimeline

Gather all 
Documents

Quote

1232.1.1f Wavier
Sole Source

Funding

Give to Admin 
Staff

Entire Purchasing orders 
process takes 2 to 3 weeks to 

process

Do not contact the company 
and place the order – UNC 

Purchasing Department has 
to place the order. 

PI receives the Product and 
Alerts Admin Staff (and gives 

staff ok to Pay Invoice)

PI or Company gives Admin 
Staff the invoice for payment



Who to contact with Questions?Who to contact with Questions?

• Admin. Office located at Kenan 225


