Verbal Quotations
Purchasing Department

Quotation information




How to use this form

Requisition (RPO) #: ______________  Date: _____________
                  Use this form as documentation for verbal quotes required by our

School/Department:__________________________________

 procurement procedure.  Once you complete this form, forward to the

Quotations good thru: ___________________



 purchasing department immediately.
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Vendor: ________________   _________________   _________________    _____________

 _________________________                    Person quoting: ________________   _________________   _________________   _____________
 Signature of person obtaining quotes                        Telephone number:  ________________   ________________   _________________     _____________
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	If you do not accept low quote, explain below.

__________________________________________________

__________________________________________________

__________________________________________________

__________________________________________________

__________________________________________________
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