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CHAN SUI K1 (LA SALLE) COLLEGE

4 SHEUNG WO STREET, HOMANTIN,
KOWLOON, HONG KONG.
TEL : 27118175
FAX : 27621550





Purchase-by-Oral Quotation Form


I have invited the following oral quotation (above $5,000 to $50,000) for supply of stores or services.  After comparing the price and quality of the stores or services offered by the suppliers and those available on the market, I wish to recommend acceptance of the *lower/higher offer from ______________________. The reasons for not accepting the lowest offer are as follows:   -  
	Item No.
	Brief Description of Item
	Quantity Required
	Name and Phone Number of Supplier
	Unit Price
(HK$)
	Total Amount
(HK$)
	Offer Accepted “(”

	a.

	
	a. 1

	
	a. $

	$
	(

	
	
	
	
	a. $

	$
	


If less than two quotations are invited/received, please provide reasons in the box below:

	Less than two quotations are invited/received because _____________________________
            Endorsed by : ____________ (Post: ________)


As the item is required by the          , I have requested the supplier to deliver the item on or before             , if approved. Payment may be effected after satisfactory receipt of the stores on             .
I confirm that the above item is a single procurement and not part of a large consignment to be procured by instalments.

	Quotation invited by
	:
	                  
	
	Signature
	:
	__________________

	Rank
	:
	                  
	
	Date
	:
	___________________


----------------------------------------------------------------------------------------------------------------

* I certify that the oral quotation procedures are in order and approve the above recommendation; or

* I consider that re-inviting the oral quotation is required; or

* I disapprove the recommendation because ________________________________

	Signature of
	:
	__________________________
*Principal/Deputy Head

	Date
	:
	________________________


* Please delete as appropriate
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