	UNIVERSITY OF VIRGINIA – PROCUREMENT SERVICES

SUMMARY OF TELEPHONE QUOTES FOR PURCHASES

PURCHASE REQUISITION #: 



OR      DEPARTMENT PURCHASE ORDER #: 


 PURCHASING CARD  FORMCHECKBOX 

Note: To document that a DMBE-certified Minority- or Woman-owned vendor quote was obtained, phone quote documentation must include all of the following: 

	· Vendor name and address 
· Description of goods or services required 
· Delivery dates and F.O.B. point 

	· Name of person giving quote 
· Name of person receiving quote 
· Date information was obtained


	Vendor Name and Address

Date Quote Obtained:
	      
      
	      
       
	      
       

	 Contact Person/Phone Number:
	        
	        
	      

	Item Descriptions
	Quotation
	Quotation
	Quotation

	      
	        
	        
	        

	       
	        
	       
	       

	       
	        
	       
	       

	       
	        
	       
	       

	       
	        
	       
	       

	 TOTAL:

 
	      
 
	      
 
	      
 

	 Payment Terms (Net 30, etc):

 
	      
 
	      
 
	      
 

	 FOB (Destination/Ship Point):

 Delivery Date: 
	      
      
	      
      
	      
      

	 Freight Charges:
	       Included       Extra 
	       Included       Extra 
	       Included       Extra 

	 Freight Charges (Estimated):

 
	      
 
	      
 
	      
 

	Quotes obtained by: 







 FORMTEXT 
      








Last Updated: 10/18/04


