How to Request a Written Quote from Vendor:
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Determine what item or items that are going to be purchased.

Identify potential vendors where the item(s) can be procured from.

Prepare email to request quotes. (See sample email). Be sure to use read receipt on emails.
Determine what criteria will be used to choose the vendor for the item(s)

Send email to all identified vendors at the same time.

Review all quotes to determine if each vendor meets the pre-determined criteria.

Choose vendor to procure the item(s).

Sample Email:

Request for Quote

Recipients
Request for Quote

Dear Vendors:
Oklahoma City Public Schools is seeking quotes for:
Complete Specifications of item or items to be purchased: Example

Red 50 gallon barrels. Each barrel must be able to with stand heat up to 100 degrees
and hold hazardous waste.

Approximate quantity to be purchased: 73

Emailed quotes to: swsmith@okcps.org no later than 2:00 pm Thursday, September 13,
2018.

Marti Sawver | Purchasing Manager

Financial Services | Oklahoma City Public Schools

2300 NE 30" Street, Oklahoma City, OK 73111

Mailing Address: P.O. Box 36602 Oklahoma City, OK 73136

Office (405) 587-1046 | Fax (405) 587-0662

If it is a Primary Vendor then only a quote from the Primary Vendor is required to purchase the
item(s).



