[bookmark: _GoBack]10/2017


APPENDIX F – MICRO/SMALL PURCHASE SOURCE LIST AND ABSTRACT


Instructions for Use

1.	This multi-use abstract can be used in many instances to simplify documentation requirements for both Micro- and Small Purchases.  It is used when soliciting quotes to document sources sought, item descriptions, delivery requirements, procurement history, apparent awardee past performance and responsibility, and price reasonableness.  (Refer WisDOT Micro-Purchase Toolkit, Sections 6.2.c.; 8.1.b.1.and c.3.; 9.4.b.; 9.6.b.; 9.7.a.; and 9.8. Note)

2.	The abstract is self-explanatory in terms of the information required for each section.  The phrase “if used” or “if required” refers to any local (recipient-level) governing requirements which may address those particular information blocks.  They are not required for federal purposes and should be left blank (unfilled) if there are no local governing requirements (i.e.., to assign a Purchase Request number, advertise the procurement, identify business size, identify a funding or accounting code for the procurement, or obtain “approval” signatures).

3.	Attach any pertinent supporting documents such as written quotes received, hard-copy catalog or Internet-based price lists, etc., which would support the recipient’s determination that the winning supplier’s quoted price or prices are “fair and reasonable,” sole source justification, etc.  Also, attach the written Purchase Order.

4.	The Abstract must be signed and dated.  The abstract and supporting documents must be filed in the appropriate place within the Procurement History File.  When properly filled out and complete with appropriate supporting documentation, this abstract is sufficient to satisfy Federal requirements for documenting Micro- and Small Purchases “responsibility” and “price reasonableness” determinations. 














		




	
MICRO/SMALL PURCHASE SOURCE LIST AND ABSTRACT
Wisconsin DOT (August 9, 2012)
	CONTRACT/PURCHASE ORDER NUMBER

	PURCHASE REQUEST NUMBER (If used)

	DATE QUOTES SOLICITED AND RECORDED

	BUYER’S NAME


	
	PROCUREMENT ADVERTISED (If required)
        YES		NO		N/A
	BUSINESS SIZE (If required)
         SMALL		OTHER
	QUOTATION
         WRITTEN		ORAL
	CLOSING DATE


	LIST OF SUPPLIERS DECLINING TO QUOTE PRICE

	SUPPLIERS RESPONDING AND QUOTATIONS RECEIVED

	
	Name/Address/Phone No.

	Name/Address/Phone No.

	Name/Address/Phone No.

	Name/Address/Phone No.

	Name/Address/Phone No.


	
COMMODITY CODE AND ITEM DESCRIPTION
	
QTY.
	UNIT OF ISSUE
	UNIT
PRICE
	
TOTAL
	UNIT
PRICE
	
TOTAL
	UNIT
PRICE
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	IF ONLY ONE SOURCE IS SOLICITED OR ONLY ONE RESPONDS, ATTACH THE SOLE SOURCE JUSTIFICATION OR EXPLAIN THE SINGLE OFFER ON THE REVERSE OF THIS ABSTRACT.
	
TOTAL DOLLAR VALUE
	
	
	
	
	
	
	
	
	
	

	
	SUPPLIER'S DISCOUNT TERMS
	
	
	
	
	
	
	
	
	
	

	WAS PREVIOUS SUPPLIER SOLICITED?
       YES             NO
	SUPPLIER'S F.O.B. POINT/ INSPECTION POINT
	
	
	
	
	
	
	
	
	
	

	DELIVERY REQUIRED WITHIN (Specify days)

	LAST AWARD

	
	VENDOR

	DATE

	PRICE

$ 
	QUANTITY


	DOES THE LOW OFFEROR HAVE A SATISFACTORY PAST PERFORMANCE RECORD? (Describe or list sources checked on the reverse)

          YES                 NO 
	IS THE LOW OFFEROR FOR THIS PROCUREMENT ON THE DEBARRED/SUSPENDED LIST? Include printout from sam.gov.
          YES                    NO
	ARE ITEMS COVERED BY STANDING PRICE QUOTATION ON FILE WHICH EXPIRES ON
	THE AWARD PRICE IS DETERMINED FAIR AND REASONABLE BASED ON:   Recent purchases ___  Current price list ___  Current catalog price ___  Advertised sales/market price ___  Regulated rate (utility) ___  Quotes Received ____
Other ______________________           (Check all that apply)
_____ Other.

	
	
	

          YES                    NO
	DATE

	

	ACCOUNTING OR FUNDING CODE (If required)

	SUPPLIER SELECTED (Attach the Purchase Order to this Abstract as well as all quotes received, catalog or price lists, etc.)

	DATE ORDERED


	BUYER’S SIGNATURE AND DATE                                                                                                          APPROVAL SIGNATURE (If required)

	DATE APPROVED




(Use reverse to document any additional remarks)


