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Sole Source Approval Process 
For contracts $25,000 or greater 

In accordance with the requirements as strictly defined in the Financial Administration Manual (FAM), PSS will identify if a Sole Source contract can 
be supported. Client Departments are ultimately responsible for the decision when choosing to contract on a sole-sourcing basis.

Client creates RS, fills in Sole 
Source section and Sole Source 

Authorization Form in SAM 

Client sends notification of 
completed and approved RS to 
PSSrequisitions@gov.nt.ca, via 

“Notify” button in SAM

Client receives email with 
ticket/reference number, 

advising that request has been 
received by PSS 

PSS reviews RS and Form, 
and assesses Sole Source 

justification

PSS fills in comments/Form in SAM, indicating if the 
choice to Sole Source can or cannot be supported, 
including explanation; prints and signs  Form, and 

emails completed signed Form to Client

Client prints and signs Form, and 
forwards completed signed Form to 

DM or delegate for final approval

DM or delegate 
reviews Form

DM approves and emails 
signed Form back to Client OR

DM does not approve

Client emails PSS with 
approved Form OR to 
confirm not approved

PSS proceeds with Sole Source 
OR Client cancels RS, based on 

Client decision

• Client = Client
Department requiring
the Goods and/or
Services

• RS = Requisition

• PSS = Procurement
Shared Services
Division

• DM = Deputy Minister
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