(Insert Procured Item/Service) Small Purchase 
Utilized When Quotes are Obtained by Written Requests/Submissions

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: 

Written submissions were sent to vendor and included:
· Award method clearly described (e.g., line item, bottom line)
· Award method statement (responsible and responsive)

· Contract time period

· Buy American statement, form, and instructions (if applicable)
· Specifications that are sufficiently detailed to get what is needed, but not so specific as to restrict competition

· Product specifications (approved brand and/or an “equal”)

· Quantity, quality, packaging, etc.
· Pricing (unit and extended)

· Procedure for documenting/pre-approving any substitutions and/or deviations (if applicable)

· Contact information
· Civil rights statement
· Warranty documentation

Maintain all written communications and documents to support the small purchase process. 
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