Quote Request Form - rev date 7.9.12

UNIVERSITY OF WEST GEORGIA (UWG) - REQUEST FOR INFORMAL QUOTE 
For Annual Expenditures Less Than $25,000 
Instructions to Bidder:  This Quote Request is governed by State of Georgia Standard Terms & Conditions found at State Purchasing web site http:// www.doas.georgia.gov/StateLocal/SPD/Docs_SPD_General/terms-conditions.pdf . If you are not already registered as a UWG vendor you will be required to submit a W-9 prior to receiving a Contract of Purchase Order. Please e-mail response to requestor.
Requestor Information
	Quote Requested By:
	
	E-mail:
	

	Department Name:
	
	Phone:
	678-839-

	Quote Due Date:
	
	Fax:
	678-839-

	Delivery Requirements: Include any Lead Time, Due Date, Installation or  Special Handling Needs
	
	Quote Title 
	

	
	
	Special Notes:
	


Bidder Information

	Company:
	                                                       
	Address
	Check if you have received a done business with UWG in the past ___ 

	Quoted By:
	
	

	E-Mail:
	
	

	Phone:
	
	

	The following statement must be signed at the time bids are submitted.  Failure to sign this statement will render bid invalid.

	"I certify that this bid is made without prior understanding, agreement or connection with any corporation, firm or person submitting a bid for the same materials, supplies, or equipment, and is in all respect fair and without collusion or fraud.  I understand that collusive bidding is a violation of State and Federal law and can result in fines, prison sentences, and civil damage awards.  I agree to abide by all conditions of this bid, and certify that I am authorized to sign this bid for the bidder.  (O. C. G. A. 50-5-67).  I further certify that the provisions of the official code of Georgia annotated 45-10-20 et seq. have not and will not be violated in any respect."

                                                                                                                                                                                                                                                                                                                                                                                                   

Authorized Signature                                                                                                   Date 

                                                                                                                         TOTAL:                                                                                

Name (Typed or Printed)


Price Schedule
	Line Item
	Description (See Additional Requirements Below)
	Quantity
	Unit Price
	Delivery Lead Time

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	

	4
	
	
	
	

	5
	
	
	
	

	6
	
	
	
	

	7
	
	
	
	

	8
	
	
	
	

	All bids are subject to the following instructions when checked:

___   1.  Documentation of past experience supplying similar goods or services.

____   2.  The attached Instructions, Specifications, Statement of Work, Drawings Terms or Conditions 

____   3.  Proof of insurance per the attached requirements prior to beginning work.



Price Tabulation Sheet

	Line Item
	Bidder 1


	Bidder 2


	Bidder 3


	Bidder 4


	Unit Price
	*Extended Price
	Documentation Submitted  
	Notes

	1
	
	
	
	
	
	
	
	

	2
	
	
	
	
	
	
	
	

	3
	
	
	
	
	
	
	
	

	4
	
	
	
	
	
	
	
	

	5
	
	
	
	
	
	
	
	

	6
	
	
	
	
	
	
	
	

	7
	
	
	
	
	
	
	
	

	8
	
	
	
	
	
	
	
	


Request For Informal Quote Instructions

· Complete the Requestor Information section
· Add complete description of all goods and or services you need quoted
· Include minimum experience, additional description, Statement of Work, drawings, terms, and insurance requirements as appropriate. 
· It is very important to include your complete contact information so prospective bidders can contact you if they have a question.
· Quote due date should be established to allow prospective bidders enough time to complete and return a quote.
·  “Price Schedule” Section
· Include a complete description of the product or service you need including the quantity and delivery requirements.
· If requesting a service or non-standard goods it is a good practice to require documentation of past experience
· Always attach additional instructions, drawings, specification, etc. if bidders will need the information to give you a complete and accurate quote 
· If requesting a service or installation include insurance requirements recommended by Risk Management 
· E-mail the same request to all bidders  
· Do Not give one bidder information or agree to change the requirements for any prospective bidder unless you make the same information available to all bidders!!!  
· Do Not use information or requirements not included in your request for quote as a basis for making an award recommendation
· Do Not disclose information of pricing received in quotes to anyone, especially competitors, until after an award is made and a PO is issued or a Contract is signed.
· Do not tell a bidder they have received an award until the quotes have been reviewed and accepted by the Department of Purchasing
Tabulation and Award of Informal Quote

· Upon receipt of quotes compile a tabulation sheet
· You may use the tabulation sheet on the Request for Informal Quotes form or develop your own spreadsheet as long as it contains all the required information
· You may request additional information or clarification from bidders if you need it to evaluate their response as long as you do not allow them to materially alter their quotes (ex. request additional documentation of experience or ability to meet quoted lead times)
· Always contact Purchasing staff first if in doubt about an acceptable quote or an appropriate request for clarification or additional information
· When contacted by bidders concerning the status of the award, prior to issuance of the PO or contract, tell them “ the responses are under evaluation”.  You may give them an estimated time for award if you know it or you may refer them to Purchasing Staff if you have already submitted an ePro request with all the quote documents.
· When the quote and tabulation are complete, enter an ePro request and attach all the quotes received along with the tabulation sheet. Documentation may be attached by request line or to the request as a whole. 

