FFSF DOCUMENTATION REQUIREMENTS
FOR VERBAL OR WRITTEN QUOTATIONS



●	The Documentation for Quotations Verbal and/or Written form (Quotation form) must be completed when purchasing any commodities or contractual services $1000 or over.

●	The Quotation form, along with copies of the written quotes, must be approved by District/Center management and submitted to the Tallahassee office for approval prior to purchase.

●	Verbal quotations need to be entered on the Quotation form.

●	If less than three quotations are received; a statement documenting why they were not received must be shown.

●	If the commodity or service is available from a single source, documentation shall be provided on the Quotation form.

●	Electronic equipment must be approved prior to purchase by District/Center management and the Tallahassee office regardless of price.  Quotes will be required and the Quotation form must be completed.

●	Date:  the day you are completing this form.

●	Buyer:  who is purchasing the commodity or contractual services.

●	Mgmt Approval:  District/Center manager’s signature.

●	Provide vendor information for each quote: telephone number, name, address and who submitted the quote.

●	Fill out the quantity, description, unit price and extended price for each quote.

●	Check whether the quote was written or verbal.

●	Total each quote, and enter the total quote amount chosen in the “total” section.

●	Enter the chosen quote amount in the “award” section.
