FLAGSTAFF BORDERTOWN DORMITORY
REQUISITION

Name: Select One Date:

Department Select One Requisition Number:
Vendor Information

Name of Company:

Mailing Address:
City: State: Zip Code:
Telephone #: Fax #:

O Under $10,000 Requires purchases at best available price & reasonable.

O $10,001 - $50,000 Requires 3 documented quotes.

O $50,001 - $100,000 Requires best price with (3) bona fide quotes & signature of authorized person to bind the Vendor’s

Company.

(] $100,001 - $250,000 Requires (3) bona fade written quotes and board approval.

O Over $250,000 Requires formal bid and approval by the board to advertise for bid.

Qty Item # Description Unit Price | Total Amount
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00

Subtotal $0.00
Mail check to vendor: Tax
O Hold check, to be picked up by: Shipping
Total $0.00
Justification:

Flagstaff Bordertown Dormitory is hereby authorized to deduct the amount from my payroll should I fail to turn in the proper receipts Initial:

Requestor: Date:
Supervisor: L Date:
CEO: Date:
FOR BUSINESS OFFICE USE ONLY
[ Denied Date: O Approved: Date:
Reason:
Check/Credit Card:

901 North Kinlani Road, Flagstaff, Arizona 86001 ~ (928) 774-5279 ~ Fax (928) 556-9683 (Revised 9/4/19)



QUOTATION FORM

For purchases under $10,000
(Attach to Requisition)

For Requisition Number:

Name of Supplier Contact Phone # called or Date Supplier
Person Website Address (if Quotation | Accept POs,
Applicable) Obtained | Checks,
Credit
Cards
Supplier 1 Select One
Supplier 2 Select One
Supplier 3 Select One
Iltems Quantity Supplier 1 Supplier 2 Supplier 3
(General Description, i.e. office supplies)
Taxes
Discount
Delivery
(Please circle the recommended supplier and price) Total $0.00 $0.00 $0.00

Verbal/Internet Quotes obtained by (Print Name and Signature):

Justification for Supplier Choice:
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