[bookmark: _GoBack]For small purchases of services greater than $50,000.00 and not exceeding $75,000.00, no less than three (3) quotes shall be solicited to submit written responses that are recorded and placed in the Agency Procurement File. Written responses must be either signed on letterhead or otherwise identifiable to be valid. Written responses shall, at a minimum, contain the following information: A statement of price; Terms of the agreement; Description of services offered by the vendor to the agency; and, Name, address and telephone number of the vendor.

An agency may use this optional Summary of Written Quotes Evaluation template to summarize the evaluation of the written quotes received. To customize this template for agency use, go to all fields highlighted in green, insert the requested information in place of the green field, and save the customized document to your computer.  Please note that all instructional paragraphs should be deleted from your final customized document.  If you have any questions, please contact your OPSCR contract analyst at 601-359-3422. 

Reference:  Section 3-205.02 of the PPRB OPSCR Rules and Regulations.

Summary of Written Quotes Evaluation
[Insert Services Title]
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Prepared By: [Insert Name, Title]
Date Prepared: [Insert Date Prepared] 

Buyer: 	[Insert Agency Name]				Quotes Deadline: [Insert Date/Time]	

SPECIFICATIONS: [Insert description of services required to be done, including all tasks, work elements, and objectives of the contract, and timetables by which major parts of the work are to be completed.]


VENDOR 1

[Insert Company Name]
[Insert Address]
[Insert City, State Zip Code]
Contact: [Insert Name, Title]
[Insert Phone Number]
[Insert Email Address]

VENDOR 2

[Insert Company Name]
[Insert Address]
[Insert City, State Zip Code]
Contact: [Insert Name, Title] [Insert Phone Number]
[Insert Email Address]

VENDOR 3

[Insert Company Name]
[Insert Address]
[Insert City, State Zip Code]
Contact: [Insert Name, Title] [Insert Phone Number]
[Insert Email Address]

	Description
	VENDOR 1
	VENDOR 2
	VENDOR 3

	
	Unit/Rate
	Total Price
	Unit/Rate
	Total Price
	Unit/Rate
	Total Price

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Total Cost
	
	
	
	
	




	Quote Awarded

	Vendor
	Total Cost
	Justification

	[Insert Company Name]
	
	[Insert Justification]

	
	
	



This is to certify that the above is an accurate and complete record of the quotes received.

______________________		__________________________		__________
Signature				Title						Date
