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Requirements Packet 
Sole-Source Procurement 

Under the South Carolina Consolidated Procurement Code, Section 11-35-1570, a sole source 
procurement may be used only when there is a legitimate need that only a specific supply or service 
can meet, when competition is not practicable, and only one vendor can reasonably provide that 
specific supply or service. 

This packet documents and supports a non-competitive procurement under the South Carolina 
Consolidated Procurement Code (SCCPC) § 11-35-1570 and South Carolina Regulation 19-445. This 
packet must be fully completed and approved under Memo 2-001 before any purchase, contract, 
renewal, or obligation of funds occurs. 

Each Department must complete section 1 and 2 for each soul-source procurement. Once 
completed, email this form to: procurement@citadel.edu

1. INFORMATION (DEPARTMENT)

Department: ___________________________________________________________________________________________________ 

Requestor Name and Title: ___________________________________________________________________________________ 

Date: __________________________________________________________________ 

Vendor Name: ________________________________________________________ 

Goods-or-Services Description: ______________________________________________________________________________ 

Contract-or-Agreement Title (if applicable): ________________________________________________________________ 

Estimated Total Cost: _________________________________________________________________________________________ 

Funding Source / FOAP (include grant title and period, if applicable):  

__________________________________________________________________________________________________________________ 

Period-of-Performance (start-end dates): __________________________________________________________________ 



2. SOLE-SOURCE CRITERIA & JUSTIFICATION (DEPARTMENT)

2A. Sole Source Basis
(Check all that apply and provide explanation where indicated)

 Only one vendor can provide the required goods or services 

 Vendor possesses unique or proprietary capability 

 Compatibility or continuity with existing systems is required 

 Competing would result in substantial duplication of cost or unacceptable delay 

 Other allowable basis (explain below) 

2B. Programmatic or Operational Need 
(Explain why this requirement is necessary for instructional, operational, research-based, safety-
based, compliance-based, or mission-based needs) 

2C. Consequences of Not Procuring 
(Describe what will occur if this requirement is not fulfilled, including disruption, risk, or non-
compliance) 

2D. Prior Use, Historical Context, and Program Reliance (if applicable) 
(Describe any prior use of the goods or services, historical reliance on the vendor or solution, 
incumbent status, continuity considerations, or programmatic dependency. Include relevant 
contract history or duration of use, if applicable.)



2F. Description of the Requirement  
(Describe clearly what is being purchased. Focus on what the goods or services do - not the brand 
or the vendor) 

2G. Explanation of Sole Source Justification 
(Explain in plain language why other vendors cannot reasonably meet the requirement. Avoid 
vendor marketing language) 

2H. Supporting Evidence Attached (check all that apply) 

 Vendor exclusivity attestation (vendor letter or signed email) 

 Vendor technical or proprietary documentation 

 Comparison of alternative products or vendors 

 Email confirmations or correspondence 

 Prior solicitations or procurement history 

 Other documentation (describe): ____________________________________________________________ 

Department Head Acknowledgement (Department Submission): 

Signature: _________________________________________________________ 

Name: ______________________________________________________________ 

Date: _______________________________

2E. Market Research Performed 
(Describe what sources were reviewed or compared to determine whether other vendors could 
meet the requirement) 



Sole Source 
Written Determination 

 

 
Agency Identification: The Citadel, Military College of South Carolina (H090) 

 

 
Description of the agency need that this procurement fulfills: (See instructions on last page for guidance) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

 

 

 
Describe the Market Based on Research Performed: (See instructions on last page for guidance) 

 
 
 
 
 
 

 

 
Sole Source Vendor Name: 

Based upon the following determination, Agency proposes to acquire the supplies, construction, information 
technology, and/or services described herein from the vendor named above per SC Code Ann § 11-35-1560 and 
SC Regulation 19-445.2105, Sole Source Procurement. 

 

 

 



 

 

Description of supplies, construction, information technology, and/or services vendor will provide 
under the contract: (See instructions on last page for guidance.) 

 

 

 

 

 

 
Explain why the described solution is the only solution that meets the agency’s need and how no 
other identified solutions were sufficient. (See instructions on last page for guidance) 

 
 
 
 

 

 

 
Note: Determination is not complete without required signatures and dates 

 

 
Required Signatures: 

 

 
Prepared by:   Date:   

Printed Name:   Title:   
 

 
Approved by:   Approval Date:   

Printed Name: David K. Hong  Title: Director of Procurement 

The last page contains instructions and is not required to be retained. 
 

 

 

 

 

 

 



Sole Source 
Written Determination - Instructions 

Agency Identification: (Provide Agency and Number) 

Description of the agency need that this procurement fulfills:   
(Do not describe the vendor solution that meets the agency’s need.  This is often accomplished best by describing the problem the agency is 
trying to solve.)  

Describe the Market Based on Research Performed: (Enter a description of the market based on research you performed for 
this procurement including such things as commercially available off the shelf products, vendors providing solutions in the market space, 
barriers to entry to the market space, benefits and types of customized solutions and how and by whom those solutions are provided.   

• How were the specifications or scope of work developed?
• Will the product be obtained from a third-party vendor or reseller, or the manufacturer?
• Will the reseller assist or consult in the implementation?
• Length of time and place of delivery?
• What types of warranties or other performance guarantees are available in the market?
• How and by whom will training be provided?
Document and retain market research in the procurement workpaper file.)

Sole Source Vendor Name: (Provide Vendor Legal and dba Name) 

Based upon the following determination, Agency proposes to acquire the supplies, construction, 
information technology, and/or services described herein from the vendor named above per SC Code Ann § 
11-35-1560 and SC Regulation 19-445.2105, Sole Source Procurement.

Description of supplies, construction, information technology, and/or services vendor will provide under the 
contract: (Provide a description of the product(s) and/or service(s) identified that will meet the agency’s need.)   

Explain why the described solution is the only solution that meets the agency’s need and how no other 
identified solutions were sufficient. (Provide an informed, objective explanation for the sole source procurement method, including 
the agency’s factual grounds and reasoning as supported by the agency’s market research.  The agency’s explanation should be based on its 
own conclusions supported by its description of the market space.    

• Vendor assertions of product differentiation or availability may be obtained as part of market research and are valuable
information in the agency’s assessment of available solutions, but are not, by themselves, sufficient justification for a sole source
determination.

• Please do not cut and paste vendor claims, content, or literature in this space.
Recommend this section be pasted into the required public notice of intent to award without competition.)

Notes: 

Authorized Approver signature is the agency head unless the agency head has delegated that authority in writing to 
someone above the level of procurement officer and provided written notification the MMO.  

Approval Date: Sole Source Determinations are required to be approved prior to contract execution.  The 
approver should hand write the date at the time of approval.  

Drug Free Workplace Act:  The agency must obtain a DFWA certification from the vendor if the 
sole source procurement is $50,000 or greater.  

Cost or Pricing Data must be addressed and documented in the file for any sole source procurement exceeding 
$500,000  


	Sole Source Written Determination and Instructions_v1 edits.pdf
	Description of supplies, construction, information technology, and/or services vendor will provide under the contract: (See instructions on last page for guidance.)
	Required Signatures:


	Department: ITS
	GoodsorServices Description: Housing management software
	ContractorAgreement Title if applicable: StarRez 5-year pricing proposal
	Estimated Total Cost: 284,395.56
	Funding Source  FOAP include grant title and period if applicable: Barracks Auxiliary funds 
	PeriodofPerformance startend dates: 05/01/2026-4/30/2031
		2026-03-13T11:11:31-0400
	Len Niebo


	Date_3: March 13, 2026
	Printed Name: Leonard Niebo
	Title: CIO
	Approval Date: 
	Requestor Name and Title: Leonard Niebo CIO
	Date: March 13, 2026
	Vendor Name: StarRez
	Check Box1: Off
	Check Box2: Yes
	Check Box3: Yes
	Check Box4: Off
	Check Box5: Off
	Check Box12: Off
	Check Box13: Off
	Check Box14: Off
	Check Box15: Off
	Check Box16: Off
	Check Box17: Off
	Text6: The College seeks to adopt a residential housing software application to support the effective management of on‑campus housing operations and to enhance the residential experience for students. This platform will serve as the centralized system for housing‑related processes, including room selection, assignments, communication, and operational coordination.
The adoption of this application is intended to improve accuracy, transparency, and consistency in housing administration while providing students with a more streamlined and accessible experience. By consolidating housing information and workflows into a single, secure system, the College seeks to better support student engagement, residence life operations, and institutional planning.
The residential software application aligns with the College’s commitment to responsible technology use, data stewardship, and continuous improvement of student services. All use of the system will be governed by applicable institutional policies and relevant state and federal privacy and data protection requirements.
	Text7: 1. Operational Inefficiency and Staff Burden
Without a centralized residential housing system, housing operations typically rely on fragmented tools, manual processes, or ad‑hoc workflows. Over time, this increases administrative burden on staff, slows response times, and diverts effort away from higher‑value student engagement and residential programming. Manual coordination also raises the likelihood of inconsistent processes across residence halls or housing cycles.
Risk: Reduced operational effectiveness and staff burnout.

2. Increased Risk of Errors and Inconsistent Decisions
Housing assignments, room changes, occupancy tracking, and communication are highly transactional. In the absence of a purpose‑built system, institutions face a greater risk of data entry errors, conflicting records, or inconsistent application of housing policies. These issues can escalate into student dissatisfaction, appeals, or disputes.
Risk: Loss of confidence in housing processes and increased remediation effort.

3. Limited Visibility for Planning and Decision‑Making
Modern residential systems provide consolidated views of occupancy, demand patterns, room utilization, and operational trends. Without this visibility, leadership decisions related to capacity planning, renovations, staffing, or future housing investments are based on incomplete or delayed information.
Risk: Reactive rather than strategic housing and facilities planning.

4. Weakened Student Experience
Students increasingly expect self‑service access, timely updates, and transparent housing processes. When institutions lack modern residential tools, students may encounter unclear timelines, delayed communications, or confusing procedures—particularly during high‑stress periods such as room selection or move‑in.
Risk: Diminished student satisfaction and perceived institutional responsiveness.

5. Scalability and Resilience Constraints
As enrollment fluctuates, housing policies evolve, or unexpected events occur (e.g., temporary relocations, maintenance issues, emergency housing needs), institutions without centralized systems may struggle to scale or adapt quickly. Manual processes are less resilient under pressure and more dependent on individual knowledge holders.
Risk: Operational fragility during peak demand or disruption.

6. Data Governance and Audit Challenges
Decentralized or informal housing records complicate data governance, retention, and audit readiness. Even when handled carefully, distributed spreadsheets or email‑based workflows are harder to secure, track, and review consistently against institutional policies and regulatory expectations.
Risk: Increased exposure in audits, reviews, or public records requests.

7. Missed Opportunity for Service Integration
Residential housing does not operate in isolation. Without a modern platform, integration with student systems, campus services, or communication channels may be limited or manual. This reduces the institution’s ability to present a cohesive, coordinated student services experience.
Risk: Fragmented student services ecosystem.
	Text8: This is a new procurement
	Text9: To determine whether other vendors could meet the College’s residential housing management requirements, the following sources and information were reviewed and considered:


Market Research and Vendor Landscape Reviews
A review of the higher education residential housing software market was conducted using publicly available vendor websites, product documentation, and industry overviews to identify commonly used housing management platforms and their core functional capabilities.


Peer Institution Usage and Sector Practices
Information was reviewed regarding housing software platforms in use at peer and comparable public higher education institutions, including institutions within South Carolina and similar residential models. This included publicly documented system adoptions, procurement outcomes, and peer references shared during vendor discussions.


Vendor‑Provided Documentation and Demonstrations
Product overviews, technical documentation, and proposal materials provided by vendors were reviewed to assess functional alignment with institutional requirements. This included demonstrations and written materials outlining housing assignment workflows, inspection management, inventory tracking, integrations, and administrative controls.


Compatibility and Integration Considerations
Sources were reviewed to assess the degree to which alternative solutions could integrate with existing campus systems and operational processes, including facilities management, identity management, and student information systems. Integration feasibility and operational continuity were key evaluation criteria.


Procurement and Contract Review Artifacts
Prior procurement documents, requirements packets, and contractual review materials were examined to understand compliance, data governance, security, and implementation considerations relevant to comparable software platforms.


Based on this review, it was determined that while multiple vendors offer residential housing software solutions, alternative products did not fully meet the College’s combined functional, integration, operational continuity, and implementation requirements in a manner that was practical or equivalent for the institution’s residential model.
	Text10: The College seeks to purchase a subscription‑based, cloud‑hosted residential housing management software solution, along with associated implementation and support services, to support the administration and operation of on‑campus housing.
The software provides a centralized system to:

Manage housing inventory, including buildings, rooms, beds, and occupancy status
Support room assignments, reassignments, and capacity management
Facilitate housing inspections, condition tracking, and inventory controls
Enable resident and staff workflows, including housing requests, communications, and administrative actions
Maintain accurate, auditable housing records for operational, planning, and reporting purposes
Integrate with existing institutional systems to support data exchange and operational continuity

The solution is delivered as a fully hosted Software‑as‑a‑Service (SaaS) platform, requiring no on‑premises infrastructure, and includes security controls such as role‑based access and encrypted data handling. The purchase also includes implementation services, configuration support, training, and ongoing system maintenance and technical support necessary for effective operational use.
This purchase supports the College’s need for a reliable, scalable, and centralized platform to manage residential housing operations efficiently and consistently across the institution.
	Text11: The College requires a residential housing management solution that can operate as part of an integrated housing and facilities ecosystem rather than as a standalone application. A key operational requirement is direct, system‑level integration with the College’s existing facilities and maintenance ticketing system (WebTMA) so that housing inspections, maintenance issues, and work orders can flow automatically between systems without manual re‑entry or parallel tracking.
During market review, multiple housing software products were identified that provide general housing and room management capabilities. However, other vendors would require custom development, third‑party middleware, or manual processes to exchange data with WebTMA. These approaches introduce additional cost, implementation risk, ongoing maintenance burden, and potential points of failure, and they would materially alter current facilities and maintenance workflows.
The selected solution includes a proprietary, pre‑built integration with WebTMA that enables direct data exchange between housing operations and facilities maintenance. This integration supports continuity of operations by allowing housing staff and facilities personnel to work within their existing systems while maintaining a shared, consistent view of inspections, maintenance needs, and housing conditions. The integration is not a generic interface but a purpose‑built connection designed specifically to work with WebTMA’s data structures and workflows, and it is not reasonably replicable by other vendors without significant customization.
Because this integration is central to the College’s operational requirements—and because alternative solutions cannot provide the same level of native interoperability with WebTMA without substantial modification—other vendors cannot reasonably meet the requirement in a practical, equivalent, or risk‑neutral manner. As a result, the College has determined that this procurement meets the criteria for a sole‑source acquisition based on system compatibility, continuity of operations, and integration dependency, rather than preference for a particular vendor.
		2026-03-13T11:11:51-0400
	Len Niebo
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