PROCUREMENT FORM FOR SMALL PURCHASES

Project:  ________________________________     Activity No.:  ___________     Contract No.:  ___________________

Name of Person Making Calls:  ________________________________________________________________________

Item No.
Quantity
Specifications/Description

Inquiry #1
Date:  _________    Contact Name:  ______________________     Phone Number:  _______________

Company Name:  ____________________________________     Address:  ____________________________________

Comments:  ________________________________________________________________________________________

Price #1:  ______________________

Inquiry #2
Date:  _________    Contact Name:  ______________________     Phone Number:  _______________

Company Name:  ____________________________________     Address:  ____________________________________

Comments:  ________________________________________________________________________________________

Price #2:  ______________________

Inquiry #3
Date:  _________    Contact Name:  ______________________     Phone Number:  _______________

Company Name:  ____________________________________     Address:  ____________________________________

Comments:  ________________________________________________________________________________________

Price #3:  ______________________

Purchase Awarded To:  _________________________________________     Award Amount:  $_________________

Basis for Award:  ___________________________________________________________________________________

Authorized By:  ___________________________________________________     Date:  _________________________




                        (signature)
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