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Instructions for Conpletion of University of Hawaili
Record of Verbal Quotations Form

a. General Cuidelines

The Record of Verbal Quotations formmy be used to record
quot ati ons received verbally, by facsimle (fax), or
electronically (e-mail) for purchases of goods, services, and
construction of at least $2,500 but |ess than $15, 000.

The use of this formis optional for purchases of goods and
servi ces of |ess than $2,500.

A conpl eted Record of Verbal Quotations formor alternative
form deened acceptable by the purchasing officer shall be
mai ntai ned in the procurenent file together with other
supporting documnentati on.

b. Conpl etion I nstructions

Al'l appropriate spaces should be conpleted. |If space is
insufficient, attach an additional sheet and make reference to
it on the face of the form

1) Program Enter name of University program
2) P. O. No. Enter purchase order nunber if known
by preparer.
3) Dat e Enter date of preparation.
4) Proj ect/ Enter identification nunber (if
Requi si tion/ appl i cabl e).

Work Order No.

5) Part A Provi de a conpl ete description of the
goods, services, or construction
requi red stating any brand nanes,
nodel nunber or catal og nunbers and
the statenment "or acceptable
alternate"” together with m ni num
specifications. |If only one brand is
solicited and alternate brands are
not acceptable, sole brand
justification nust be provided
stating reasons why only that brand
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6) Part B
7) Part C
8) Part D

9) Signature and Date

10) Signature and Date

Attachment 250.4

P2 of 2

will satisfy the programs
requi renents. Wen obt ai ni ng
quot ati ons, provide the sane
description to each vendor

Enter all quotations obtained

i ncludi ng the vendor's nane, the nane
and title of the individual providing
t he quotation, the tel ephone nunber,
the date and tine of the quotation,
the tinme of delivery, and the anount
guoted including all delivery charges
and applicabl e taxes.

| f unable to obtain a m ni num of
t hree quotations, enter explanation.

|f award is nade to a vendor ot her
than the vendor submitting the | owest
guot ation, enter explanation.

Si gnature of the individual who
solicited the quotations and the date
of signature.

Signature of the fiscal officer and
the date of signature.
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