 (Insert Procured Item/Service) Small Purchase 
Utilized When Quotes are Obtained by Published Sources

Market analysis conducted via:  

· Historical analysis (review previous purchases)


· Current market analysis (review market pricing)


· Other (list: ______________)

Written specifications/descriptions for item or service:
Contract period: 

Published sources (internet, catalogues, and advertisements) included:
· *Buy American statement, form, and instructions (if applicable)
· Product specifications were equal for all sources
· Equal quantity, quality, packaging, etc.
· Pricing (unit and extended)
· Equal award method (e.g., line item, bottom line)
· Warranty documentation
· Buy American statement, form, and instructions (if applicable)

*For published sources, the district may have to make additional contact with the vendor.
List the location for each published source, including the internet address, if applicable. Print and maintain the published documentation to support the quote award. The quotes must include the item description, packaging, pricing, and date of publication.
Vendor 1: 





Date:

Vendor 2:





Date:

Vendor 3:





Date:

Vendor 4:





Date:
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