Phone Bid Quote Form

For Purchases:

Between $2,500 and $24,999, including Freight but Excluding Sales Tax

Between $5,000 and $24,999 also Requires a Notice of Intent Form

	Bid date:
	     

	Item description:
	     

	Department:
	     

	Place of Delivery:
	     

	Employee name:
	     

	Employee phone number:
	     

	
	

	Vendor name:
	     

	
Vendor phone:
	     

	
Vendor street address:
	     

	
Vendor P.O. Box:
	     

	
Vendor City, State, Zip
	     

	
Bid price (separate out both

       freight costs and tax):
	     

	
Conditions, constraints, etc?

       Term of payment;

       Delivery time:
	

	     

	
	

	Vendor name:
	     

	
Vendor phone:
	     

	
Vendor street address:
	     

	
Vendor P.O. Box:
	     

	
Vendor City, State, Zip
	     

	
Bid price:
	     

	
Conditions, constraints, etc?
	

	     

	
	

	Vendor name:
	     

	
Vendor phone:
	     

	
Vendor street address:
	     

	
Vendor P.O. Box:
	     

	
Vendor City, State, Zip
	     

	
Bid price:
	     

	
Conditions, constraints, etc?
	

	     

	
	

	Low bidder:
	     

	Vendor selected:
	     

	
	

	If low bidder not selected, or if less than three bids or replies, please explain:
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