Use of Federal Funds for Contracted Goods or Services
[bookmark: _GoBack]This form must be completed and submitted with all contracts funded with FEDERAL funds regardless of process used (Price comparison, quote, RFP, bid). 
A contract is required for anyone hired to consult as even if hired as an employee. Deliverables must be outlined and agreed upon in the contract. 
Step 1: Determine process (price comparison, quote, advertised bid or RFP). 
1. Amount of the service to be provided: [Type here]
2. Refer to the price comparison process to determine which process to use based on anticipated amount for the service.

Check Price Comparison Process To Be Used:
· $0 - $49,999- Must have a minimum of two price comparisons/quotes for similar vendor type. 
· Above $3,499.00 get quotes.
· $50,000 – 100,000 Work with purchasing to get quotes, complete an advertised bid or RFP process.
· > $100,000 Work with purchasing to complete required advertised bid or RFP. 
Step 2: Complete comparison process (A, B, C or D)
A: ($0 - $49,999) use this form (attach quotes if provided). Minimum of Two Comparisons Required (otherwise Sole Source Form must be completed). 
	
	Vendor 1
	Vendor 2
	Vendor 3
	Vendor 4

	Vendor Official Name:
	
	
	
	

	Price Comparison:
	
	
	
	

	Service Comparison:
	
	
	
	

	Vendor Selected
	☐  YES        ☐   NO
	☐  YES        ☐   NO
	☐  YES        ☐   NO
	☐  YES        ☐   NO

	Rationale for selecting the vendor from the two comparisons (put rationale in the box underneath the selected vendor.
	
	
	
	


B: $50,000 to 100,000 Process Used
· RFP Results [type name of vendors that responded and results of RFP process here]
· Bid Results [type name of vendors that responded and results of BID process here]
C: $>100,000 Process Used
· Bid Results [type name of vendors that responded and results of BID process here]
D: Sole Source: If the vendor is a sole source, you must complete and attach the sole source form to the contract. (Contact the purchasing office for the sole source form.) 
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