QUOTATIONS FORM

Purchases between $5,000 and $29,999

To: Finance Officer                                             Quotations No.: ________________ 

From: __________________________

               (Demanding Officer)

Date: ___________________________

I have obtained the quotations listed below for the purchase of the following items:

ITEM
DESCRIPTION OF ITEMS
QUANTITY























QUOTATIONS:

Please attach copies of three quotations when you present form for approval

SUPPLIERS NAME AND ADDRESS
TOTAL PURCHASE COST










Please complete section below when:

1-You choose any but the lowest bid 2- Less than three quotations have been obtained
REASONS



ACTIVITY CODE_______________                                             EXPENSE CODE_______________
MAIN BUDGET HOLDER                                                            FINANCE APPROVAL       

SIGNATURE_______________________                                     SIGNATURE_____________________

DATE______________________________                                    DATE___________________________
(When Quotation Form is approved, PO can be entered on the accounting system and left on "Hold". Please write PO number and pass it to accounts to complete and print PO) 

PURCHASE ORDER NO.______________
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