Telephone Quotes
In Accordance with Executive Order No. JML 25-104	

PO Type TQ is used for purchases exceeding $30,000 but not exceeding $60,000. 

An official NSU Purchase Order is issued to the vendor following the competitive quotation process.

Competitive Quote Requirements

· Obtain and document quotes from at least three qualified vendors.
· Whenever possible, include at least one certified Small Entrepreneurship (SE) or Veteran-Owned Small Entrepreneurship (VSE) vendor.
· Award is made to the lowest responsive and responsible vendor, unless another vendor is justified as the best value.
· Written confirmation from the successful vendor must be maintained in the procurement file.
Exception: The three-quote requirement may be waived when purchasing from a certified SE or VSE vendor if the price is determined to be reasonable and documented.

Procurement Process
The following are required:
· Submit an approved Purchase Requisition in Banner.
· Include the quote number in the requisition documentation.
· Email the completed Telephone Quotation Tabulation Form and the successful vendor's quote to Purchasing.
· Purchasing reviews the documentation and issues the official Purchase Order.
· The requesting department completes online receiving after delivery.
· The original invoice must be forwarded to Accounts Payable for payment.
Compliance

All procurement records must document vendors contacted, quotations received, the selected vendor, and any justification for rejecting a lower quote. Incomplete or late submissions may delay processing and payment.
