
QUOTE GUIDELINES 

This quote form will remain valid until 
the earliest expiration date on the 

quotes. 
 
If it is preferred, the user may 
summarize three written quotes from 
vendors, and place the total cost for 
each on the first item line, and indicate a 
quantity of 1. 
 
Regardless of price, every attempt 
should be made to procure from 
awarded vendors.  
 
This form is required if the total cost of 
the purchase is $3,500 or more when 
using Federal funds, or $10,000 or more 
for State/Local funds. Attach this form 
and 3 written quotes to the purchase 
request in Business Plus. If less than 3 
quotes could be attained, attach proof 
that 3 vendors were contacted. 
 
Contact Purchasing if the item/service 
cannot be purchased from an awarded 
vendor.  
 
Indicate the recommended vendor in the 
space provided. If the lowest price quote 
is not selected, a full explanation must 
be offered in the space provided.  
 
Narrative Justification: Describe the 
evaluation factor, how the awardee’s 
offer met or exceeded the standard 
for each factor, and/or why the higher 
priced quote represents the best 
value to the District.  
 
 

 
 
 
 
 

        
 

 
      

      CAMPUS/DEPARTMENT: ____________________________________________________________ 

 
     PRINT NAME: ____________________________  EMAIL: __________________________________ 
 
     PHONE: __________________________ EXT.__________         DATE: _______________________ 

     
      Federal Funds 
      State/Local Funds 

 

Write the proposed vendor in this space. 
 
 
 

Include vendor name, contact, expiration date, 
and phone # in the boxes to the right.>> 

Vendor #1  
 
 
 
 

Expires:     /      /      

Vendor #2 
 
 
 
 

Expires:     /      /       

Vendor #3 
 
 
 
 

Expires:     /      /      

Item Description 
Include catalog/item #, if available 

Qty 
Unit 
Price 

Ext Price Unit Price Ext Price Unit Price Ext Price 

        

        

        

        

        

        

        

TOTAL COST    

If NOT selecting the lowest priced quote, requestor must indicate the factors considered in the quote evaluation: 

        Special features / characteristics 
        Maintenance availability 
        Technical qualifications  
        Item selected has the optimum lifespan  
        Total ownership cost / Long-term cost 

                  Delivery time 
                  Warranty considerations 
                  Vendor past performance/experience 
                  Suitability / compatibility / alignment 
                  Other(s) 

Narrative Justification: A justification for each box checked above must be provided: 
 
 
 
 
 
 
 
 

ALIEF ISD PRODUCT/SERVICE QUOTE FORM 


