WRITTEN QUOTE PROCEDURES
Purchases requiring informal written quotations
	When written quotes are required: Written quotes are required when the District has spent, or expects to spend, $10,000 or more during the fiscal year with the same vendor or on similar items or services. This includes purchases made by all schools and departments across the District, not just your individual purchase.



How to Obtain Quotes
 Obtain pricing from at least three different vendors. Quotes can be obtained online or directly from the vendor. 

 Online pricing is acceptable. If the item and price are shown on a vendor's website, simply take a screenshot showing the vendor, item, price, and website URL. A shopping cart showing the total is also acceptable. 

 If pricing is not available online, you may request a quote by email or contact the vendor directly. 

 Compare the same or similar items/services whenever possible. The items do not have to be exactly the same, but they should be reasonably comparable. 

 Make sure the pricing includes shipping/freight, taxes, fees, or other charges, when applicable, so the total costs can be compared. 

 If a vendor does not respond or cannot provide the item/service, keep the email or other documentation showing that you attempted to obtain a quote. 

 Attach the three quotes/screenshots and the completed Written Quote Form to your requisition in School ERP Pro.

Selecting a Vendor
Select the offer that is most advantageous to the District based on the factors communicated to the vendors, such as price, delivery, compatibility, warranty, availability, or other relevant requirements.
If the selected vendor is not the lowest total price, clearly document the business reason for the selection on this form.
Purchasing may request additional information or determine that another procurement method is required before a purchase can proceed.

	Important: Do not place the order or authorize work until the requisition has been approved and a purchase order has been issued, unless Purchasing has specifically authorized another process.





WRITTEN QUOTE DOCUMENTATION
Complete and attach all quote documentation to the requisition
	Requestor / Department:
	Date:

	Requisition # :
	Estimated Purchase Total:

	Description of Product or Service:
	Fiscal Year:

	Notes:



	Vendor
	Date
	Contact Email, Website, and/or phone number
	Base Price
	Freight / Tax / Fees
	Total
	Result / Notes

	1. 
	
	
	
	
	
	

	2. 
	
	
	
	
	
	

	3. 
	
	
	
	
	
	



If fewer than three quotes were received
Document the vendors contacted and the outcome (no response, declined, unavailable, etc.). Attach supporting emails or other documentation.
	Vendor Contacted
	Date / Method
	Outcome / Reason

	
	
	




AWARD SELECTION & CERTIFICATION
	Selected Vendor:
	Selected Total: 

	Reason for Selection:
Explain the basis for the award. If the selected vendor is not the lowest total price, explain why the selection is most advantageous to the District.



	Factors Considered (check or describe as applicable)

	Price     Delivery / Availability     Specifications / Compatibility     Warranty / Service     
Other: 



	Requestor Certification
I certify that the information above is accurate, the vendors were given comparable requirements to the extent practicable, and the attached documentation represents the written quotations or solicitation attempts obtained for this purchase.


	


	


	



	Signature
	Printed Name / Department
	Date


Attachments
☐ Quote 1    ☐ Quote 2    ☐ Quote 3    ☐ Documentation of unsuccessful quote attempts (if applicable)    ☐ Other supporting documentation
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