Informal Procurement Solicitation Record
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	Contact Information
	Quote Price
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	Notes

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     



	Name and title of individual obtaining quotes:      

	Name and title of individual awarding vendor:      

	Bidder selected:      
	

	Bid awarded on:      
	Method of notification:      
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* Attach written confirmations of each verbal quotation (e-mail, signed quote, etc.).
** Document reasoning behind successful quote.
