	Procurement History Form

	Project No.:
	
	Project Period of Perform. ends:
	
	Budget Object Code:
	
	Item Name:
	
	Approved in Budget:
	$

	If cost <$3,000 indicate below how price was determined to be fair and reasonable:
	If cost > $3,000 & < $30,000 solicit at least 3 quotes (phone quotes acceptable)  & document below:

	 FORMCHECKBOX 

	Compared to catalog or online price sold to the general public
	Number of Quotes Solicited:
	
	Number of Quotes Received:
	

	 FORMCHECKBOX 

	Compared to competitive price (quotes) of same or similar item within past year
	Note: If cost > $30,000 written quotes and other requirements apply—See Informal Bid Process

	 FORMCHECKBOX 

	Compared to the pricing history of the same item from previous purchases
	          If cost > $90,000 sealed bids and other requirements apply—See Formal (Sealed) Bid Process

	Name of Employee 
	Vendor #1
	Vendor #2
	Vendor #3

	Conducting Procurement:
	
	
	
	

	Employee’s Job Title:
	
	Quoted By:
	Quoted By:
	Quoted By:

	
	
	
	

	Date:
	
	
	

	Qty
	Unit
	Description (and/or attach specifications)
	Unit Price
	Extension
	Unit Price
	Extension
	Unit Price
	Extension

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	Total Amount of Quotation:
	$
	$
	$
	$
	$
	$

	Payment Terms: (Net 30; Net 20; Net 10):
	
	
	

	Delivery Terms: (Vendor Pays Freight/Agency Pays Freight):
	
	
	

	Delivery Date:
	
	
	

	Awarded to:
	
	
	

	 (note purchase order number, if applicable, under awarded vendor)
	
	
	

	 FORMCHECKBOX 
 Check here if selection not based on lowest price and indicate other basis/reason for selection:
	 FORMCHECKBOX 
 Delivery Charges
	 FORMCHECKBOX 
 Delivery Date
	 FORMCHECKBOX 
 Quality
	 FORMCHECKBOX 
 Warranty/Service

	 FORMCHECKBOX 
 Other (explain):

	Note: The RFQ (request for quotes) should state the selection criteria, i.e.: Qualified quotes will be evaluated & acceptance may be made of the lowest and best quote most advantageous to [Agency 

	Name] as determined upon consideration of such factors as: prices offered; quality of items offered; general reputation & performance capabilities of offerors; substantial conformity with specifications/ 

	other conditions set forth in quote; suitability of articles for the intended use; related services needed; date of delivery & performance; and such other factors deemed by [Agency Name] to be pertinent.

	Other Comments:
	

	

	Attach specifications, written vendor quotes/brochures, purchase requisition/order, as applicable, and forward to approval official prior to purchase. If required, submit to NCDOT/PTD 

	along with completed Procurement Checklist for pre-award approval. After purchase is complete, retain this form and all documentation for file.

	Approval
	Approval Official (printed name and position title):
	
	

	
	I hereby certify that this procurement was conducted following all applicable state, federal and local procedures and requirements. Documentation regarding this procurement is on file and will be retained up to five (5) years from the date of project closeout. Funds are available for this purchase and I am authorized to certify at this procurement level.
	Signature:
	Date Signed:

	
	Date submitted to NCDOT/PTD for approval (if required):
	
	Date approved by NCDOT/PTD (if required):
	

	Receipt
	Date Goods/Services Received: 
	
	Accepted By:
	
	Satisfactory Condition/Quality:
	Yes
	 FORMCHECKBOX 

	No
	 FORMCHECKBOX 


	
	Contractor failed to meet contract terms (explain):
	

	
	

	
	Would you use/recommend this contractor again?
	Yes
	 FORMCHECKBOX 

	No
	 FORMCHECKBOX 

	Check here if additional contract administration documentation is attached:
	 FORMCHECKBOX 



NCDOT-PTD-FM002               This form is provided for grantees to document procurement activities and is not intended as a mechanism for soliciting/requesting quotes from vendors.
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