MONROE ONE BOCES QUOTE DOCUMENTATION FORM

School/Department:__________________________ 



Date:______________________________________

Requested by:_______________________________ 



Requisition #:_______________________________












Purchase Order #:___________________________
	
	VENDOR #1
	VENDOR #2
	VENDOR #3

	Name of company
	
	
	

	Company Contact
	
	
	

	Contact phone number
	
	
	

	Contact email
	
	
	

	Additional shipping charges
	YES                                        NO
	YES                                        NO
	YES                                        NO

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Item/Description
	Quantity
	Unit Price
	Shipping/ Delivery Fee
	Total
	Unit Price
	Shipping/ Delivery Fee
	Total
	Unit Price
	Shipping/ Delivery Fee
	Total

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	TOTAL
	
	
	

	
	
	
	

	NOTES
	
	
	

	
	
	
	


ALL PRICES MUST INCLUDE FREIGHT AND INSIDE DELIVERY TO YOUR LOCATION.

Copies of quotations referenced should be attached to purchase requisitions with this quote summary form and sent to the Purchasing Department for a Purchase Order to be processed.  All documentation must be attached to the Purchase order final voucher package for review by the Claims Auditor when payment is made.
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