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Instructions for Use

1. Use this template to document price analysis and price reasonableness for small purchases. 

2. Refer to the Micro Purchase Toolkit, Section 9.6 or Small Purchase Toolkit, Section 6.18, for guidance relevant to conducting price analysis and documenting price reasonableness.  Price analysis must be conducted and price reasonableness determined prior to any Purchase Order award.

3. For a sole source procurement, prepare a cost analysis verifying the proposed cost data, the projections of the data, and the evaluation of the costs and profits.

4. The analysis must be signed and dated by the individual conducting the analysis and determining the prospective awardee’s price to be “fair and reasonable.”

5. The Price Analysis and Price Reasonableness template and any supporting documentation must be filed in its appropriate place in the Procurement History File.


COST/PRICE ANALYSIS AND PRICE REASONABLENESS DETERMINATION
[bookmark: _Toc208382531][bookmark: _Toc208382711][bookmark: _Toc208383040][bookmark: _Toc208898502][bookmark: _Toc208898876](INSERT NAME OF TRANSIT SYSTEM)

	[bookmark: _GoBack]Purchase Order:
	
	Item Description
	



	I hereby determine the price quoted by (supplier)
	
	or the purchase of 

	this item to be fair and reasonable based on the following analysis:



[bookmark: _Toc206560174]Check one or more which apply:
	
	
	Comparison of and based on current quotes received for the same or similar item (complete the matrix below).

	
	

	
	Comparison of proposed pricing with pricing from recent purchases of the same or similar item, adjusted by the pertinent Consumer or Producer Price Index or Inflation Rate over the corresponding time period, if appropriate.  This includes the same or similar items found on existing State or municipal contracts (identify contract pricing sources and attach supporting documentation).

	
	

	
	

	
	

	
	Comparison of price components against current industry standards, such as labor rates, dollars per pound, dollars per square foot, etc., to justify the price reasonableness of the whole (attach the analysis which supports the conclusions drawn).

	
	

	
	

	
	Comparison with published catalog prices or price lists, commercially advertised sales prices, or prices obtained through other market research (e.g., Internet-based, trade journals, etc.) for the same or similar item commercially available from competing suppliers (complete the matrix below and attach supporting quotes, catalog pages, price lists, advertisements, etc.).

	
	

	
	

	
	

	
	Comparison of proposed pricing with an in-house independent cost estimate for the same or similar item (complete the matrix below, attach the signed in-house estimate, and explain factors influencing any differences found).

	
	

	
	

	
	The quoted price is from a regulated utility (identify the utility in the “Comments” section below).


	
	

	
	Other (e.g., verifiable sales information for the same or similar items sold to the supplier’s other customers (discuss in the “Comments” section below and attach supplier’s sales information).
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	Item
	Proposed Pricing
	Average Market Price
	Competitor A
	Competitor B
	In-House Estimate
	Other

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	



Reason for the Selection:
	The price is fair and reasonable because:

	

	

	


Supporting documents are attached.  This analysis and determination will be filed in the Procurement History File.

________________________________     ____________________________________   _____________________
Purchasing Agent Signature		Print Name				Date
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