
Informal Competition

Informal Competition Worksheet
This Informal Competition Worksheet must be completed by the department or business unit when seeking to acquire goods or services through informal competition. Please review the University’s Informal Competition Policy for more information.  

Before completing this form, you must check whether the good or service is available in the OU Marketplace, an existing University, or a Statewide contract. If the good or service is available from one of those sources, you must purchase the good or service from the existing contract if it meets the department’s needs. 

Description of Goods or Services. A written description of the type of goods, services, or work the Supplier will provide, including expected deliverables, timelines, quantities, and other related information. This description should be provided to the Supplier where feasible, especially telephonic bids, to ensure each Supplier is provided a consistent and accurate description of the University’s needs.  

Quote Information. Please provide the requested information and any other information or conditions applicable to the Supplier’s quote. 
Lowest and Best Supplier. Please identify the Supplier offering the Lowest and Best value.  When selecting a Supplier that is not offering the lowest price or cost, the departments or business units must document the bases for selecting another Supplier.  “Lowest and Best” means the Supplier with the offer that is most advantageous in all material respects to the University’s requirements and is determined by multiple factors, including, but not limited to, price, skill, business practices, previous work record, experience, financial resources, quality of materials, facilities, personnel, service reputation, and ability to comply with state, federal, and local laws.  Personal or professional preference cannot serve as a justification. 
Documentation. Please submit copies of all quotes, product descriptions, evaluation documents, correspondence, and other information you’ve obtained or provided by the Supplier.  
Certification. Because this Worksheet is a public record and open to public inspection, you must certify that all facts and information are true and accurate to the best of your knowledge.

Notes.

· Nonbinding. All quotes must be nonbinding and for information only. The University will only acquire goods and services through a written contract. 

· Travel Expenses. The Supplier should indicate whether the price submitted includes travel expenses. If it does not, please provide information relating to travel reimbursement charges, including costs, estimated travel time, etc.  Please include or reference amounts (or estimated values) as other costs or reimbursable expenses. 
· Taxes. The quote should not include sales and federal excise taxes nor seek reimbursement of other taxes assessed or paid in connection with the acquisition.
· Award. The University will select the Supplier or Suppliers providing the Lowest and Best to the University. 
QUOTE WORKSHEET

	Quotes Obtained By:
	

	
	
	

	Description of Goods or Services
	

	
	Quote #1
	Quote #2
	Quote #3

	Supplier Name
	
	
	

	Address, City, State, Zip 
	
	
	

	Person Contacted
	
	
	

	Phone Number
	
	
	

	Email
	
	
	


Ask the following questions, including shipping instructions, when obtaining price quotes:

	Date Quote Received
	
	
	

	Date Quote Expires
	
	
	

	Discount Offered
	
	
	

	Warranty Period
	
	
	

	 Delivery Date
	
	
	

	Other Information
	
	
	

	Line #
	Description
	Qty.
	Unit $
	Unit $
	Unit $

	1.
	
	
	
	
	

	2.
	
	
	
	
	

	3.
	
	
	
	
	

	4.
	
	
	
	
	

	5.
	
	
	
	
	

	6.
	
	
	
	
	

	

	Other costs or reimbursable expenses:
	$
	
	$
	
	$

	If quote does not include shipping or freight cost:
	$
	
	$
	
	$

	Subtotal
	
	
	
	
	
	

	Total Quote
	
	
	
	
	
	

	Lowest and Best Supplier Recommendation 
	

	Bases, if not the lowest cost Supplier
	

	
	

	I obtained the above quotes from the named Suppliers in a fair, open, and objective manner and, to the best of my knowledge, the quotes and information provided are accurate.  For the reasons set forth above, the recommended Supplier provides the Lowest and Best value to the University. 

	Signature:
	
	Date:
	


