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	QUOTE COMPARISON FORM (DETAILED)



Subrecipient Name: 	Date of Estimate: 

Instructions: Fill out this quote form whenever conducting micro-purchase procurement. This must be completed before starting the project. Completed forms must be kept on file. 

Description of Goods/Services: 

	Contract Type (check one)
	Method of Obtaining Estimate (check one)

	☐ Fixed Price Contract
☐ Cost Reimbursement Contract
☐ Time & Material Contract
☐ Labor Hour Contract
	☐ Published Price List/Recent Past Pricing
☐ Engineering or Technical Estimate
☐ Independent Third-Party Estimate
☐ Other (specify): 



	Vendor/Source
	Product
	Quote
	Notes

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



	Cost of Services, Repairs, or Non-Standard Items

	Items/Task: 

	Vendor/Cost Source
	Materials
	Other Direct Costs
	Labor (rate, hours)
	Labor Class
	Allocated Overhead
	SG&A
	Profit
	Total

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	



Additional Cost Estimate Details: 



Comments: 

Signature of Preparer:	Date: 
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