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for
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INTRODUCTION

· Ordering agencies are to use the attached excel workbook titled “TN VEHICLE QUOTE TEMPLATE,” herein after referred to as “quote template,” to obtain quotes from contracted dealers to be used to complete vehicle purchase orders.
· The general instructions below provide guidance to state agencies on how to secure the quotes from the contracted dealers.
· Instructions clearly outline which cells need to be filled in by the ordering agency and which cells are to be filled in by the contracted dealers.
· The workbook is protected and the cells are locked. Password to unlock the cells and make changes is “CPO123.” 
· The agency is to ensure it re-locks the cells before sending to dealers to obtain the quote.
· If you have any questions on the documents, the process or the contract please contact: 

	Charles Key
Category Specialist
	
	

	(615) 741-1433
	
	

	Charles.Key@TN.gov
	
	




GENERAL INSTRUCTIONS

· First, create a word or PDF document with detailed specifications of the vehicle that the agency wishes to purchase, including any special requirements or add-ons.
· Second, refer to the table below to identify the contracted dealer for each manufacturer by region:  

	
	Manufacturer
	Region 1
	Region 2
	Region 3
	Region 4

	Dealer
	Chrysler, Dodge & Jeep
	TT Columbia CDJ
	TT Columbia CDJ
	TT Columbia CDJ
	TT Columbia CDJ

	
	Chevy
	TT G Murf Chevy
	Wilson County Motor Co Chevy
	Wilson County Motor Co Chevy
	Wilson County Motor Co Chevy

	
	Ford
	TT F of Murfreesboro
	TT F of Murfreesboro
	TT F of Murfreesboro
	TT F of Murfreesboro

	
	GMC
	TT G Murf GMC
	TT G Murf  GMC
	TT G Murf GMC
	TT G Murf GMC

	
	Nissan
	TT Nissan   Cool Springs
	TT Nissan    Cool Springs
	TT Nissan    Cool Springs
	TT Nissan    Cool Springs

	
	Toyota
	Beaman Toyota
	Beaman Toyota
	Beaman Toyota
	Beaman Toyota



· Please refer to Attachment A – “Region Classification” to determine the region.
· Quote templates have been created that are specific to each dealer. 
· Complete the appropriate quote template based on vehicle and delivery requirements.


TN VEHICLE QUOTE TEMPLATE INSTRUCTIONS

· List the vehicle specifications in the yellow highlighted “Specification Summary” table (cells B6:B10).
· Vehicle specification list includes:
· Brief description
· Delivery Location(s)
· Delivery Region
· Volume Required
· Delivery Date
· Contract details are pulled from the current contract, located in cells D5 – G10. Please verify these are correct.
· All cells shaded in blue, gray and red/orange are automatically calculated.
· The contracted dealer must fill out all cells shaded green.
· Please refer to the legend below as it summarizes which cells need to be filled in by state agency or contracted dealer:

[image: ]

· Once completed by the state agency, the worksheet is to be locked using password “CPO123.”
· Email the quote template to each contracted dealer that offers the required specifications in the delivery region. Again, please note that each contracted dealer will have a unique quote template.
· Ensure email indicates the date by which the quote template with contracted dealers quote must be received by the state agency.

Purchase order to be issued by the state agency:

· Once the quote templates with contracted dealers’ quotes are received, all quotes should be reviewed for completeness, accuracy and that each meets the specifications as requested by the state agency.
· The state agency shall issue a purchase order to the contracted dealer that meets specifications and has the lowest Total Extended Cost, as set out in cell B34 of the quote template.
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ATTACHMENTS TO INSTRUCTIONS
ATTACHMENT A:  REGION CLASSIFICATIONS




Region 1 Counties, East Tennessee

Anderson			Johnson
Blount				Knox
Campbell			Loudon
Carter				Monroe
Claiborne			Morgan
Cocke				Roan
Grainger			Scott
Greene				Sevier
Hamblen			Sullivan
Hancock			Unicoi
Hawkins			Union
Jefferson			Washington




Region 2 Counties, East/Mid Tennessee

Bledsoe			McMinn
Bradley			Marion
Cannon			Meigs
Clay				Overton
Coffee				Pickett
Cumberland			Polk
Dekalb				Putnam
Fentress			Rhea
Franklin			Sequatchie
Grundy			Van Buren
Hamilton			Warren
Jackson			White
Region 3 Counties, Middle Tennessee

Bedford			Maury
Cheatham			Montgomery
Davidson			Moore
Dickson			Perry
Giles				Robertson
Hickman			Rutherford
Houston			Smith
Humphreys			Stewart
Lawrence			Sumner
Lewis				Trousdale
Lincoln			Wayne
Macon				Williamson
Marshall			Wilson



Region 4 Counties, West Tennessee

Benton				Henderson
Carroll				Henry
Chester			Lake
Crockett			Lauderdale
Decatur			McNairy
Dyer				Madison
Fayette				Obion
Gibson				Shelby
Hardeman			Tipton
Hardin				Weakley
Haywood
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