INSTRUCTIONS TO COMPLETE RFQ FORMS

REQUEST FOR QUOTATION

1. RFQ# - Make up a name/number that fits your needs. This will be the project name used for all correspondence relating to this project. Example: CARPET SMS 06, SHS LIBRARY BOOKS 06, etc.

2. RFQ Date and Time – Give at least 10 work days to complete and return these forms. It is recommended to make the time around 2-3 in the afternoon to allow for FedEx to arrive.

3. Date of RFQ – This is the date you send it out

4. Check the box if you want this to be a Market Basket quote. A market basket quote is when you purchase many different kinds of items over the course of a year. You award the bid to the vendor that has the best overall price for the items listed. The items and quantities are what you would normally use during the year and are a significant part of the total cost of the quote.

5. Site Address – Put in your site name and address for delivery. 

6. Contact – This is the person that will be contacted by the vendor for any questions regarding the RFQ.

7. Phone/Fax – Complete your site numbers.

8. Description – Make this as clear as possible. If you need more room, just put “Please see attached” in the description column, then make up a separate document to attach. It must have all the columns shown. The totals should remain on the main sheet.

9. Quantity – How many in what packaging do you want. Be clear, some vendors only sell by the case that has 10 items in it. If you are not clear, they may send 10 cases instead of 10 items or 1 case.

10. Send the RFQ, attachments and Instructions to Bidders to at least 3 vendors. Keep a list of the vendors to submit with the requisition.

11. As quotes come in, Date and Time stamp them and have the person stamping clearly initial it.

WRITTEN QUOTE SUMMARY FORM

1. Complete the top section.

2. The first vendor listed should be the vendor you are recommending for award.

3. Complete the written justification section if you are not awarding to the lowest bidder. 

4. Submit the original of the summary form, the RFQ with all attachments, vendor list and all vendor responses with the requisition.

5. DO NOT ORDER until you receive a valid PO from the business office. Indicate on the requisition if you want us to mail or return the PO to you for faxing or hand delivery.

Please contact the business office with any further questions.
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