ABC School 
Address Details
Procurement Quotes Record Form, for values under £50,000
[For values over £75k, use Tender process and templates T10-T14.]
Department …………………………………………………….  Date …………………………..
· Description of Goods and / or Services required and objectives (please state clearly which of your requirements are essential and which are desirable):

……….…………………………………..........................................................................................................
…………………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………………
	Name of Provider / Contractor
	Quote price
	Comments

	
	
	

	
	
	

	
	
	


Name of successful Contractor re: quote ………………………………………………………………………………………………………………………………
Reason for decision made ………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

VAT Status
Standard / Zero / Not Registered
Self-employment status obtained  Yes / No /N/A
Budget cost centre ……………………………………………………………………………………………………….
Name & Signature of the Senior Procurement Officer
…………………………………………..
Date
…………..
(e.g. CoG, or Authorised Governor)
Name & Signature of Contracting Officer
…………………………………………..
Date
…………..
(E.g. Headteacher)
Name & Signature of Contract Manager
…………………………………………..
Date
…………..
(E.g. Bursar)

Approved at (governor / committee meeting)
Date
………………..
Chair:
………………..
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