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INSTRUCTION





Log for Informal Procurement Procedures – Special Milk Program

USDA Small Purchases Threshold Applies ($150,000 value or less)
Instructions:  Use this form to document attempts to maximize open and free competition based on selection criteria/specifications and price with 3 or more annual price quotes from suppliers.  Informal procurement procedures apply to purchases and/or services with$150,000 value or less.  Fill in applicable columns and check box next to the name of the supplier that was chosen.  If the chosen supplier does not provide the lowest price for the specified selection criteria, explain decision on attached sheet.  Keep completed log for 3 years from the year to which the record applies. 
	
	
	Date & Method

of Contact
	Selection Criteria – Specifications

(Delivery schedule, packaging, time period)
	Price Quote
	Negotiated Price

(if different)
	Discussion/Comments

	(
	1. Name and contact info for  Supplier #1:


	Date:

· Phone

· E-mail

· Mail

· In person

· Other:

(specify):


	
	
	
	

	(
	2. Name and contact info for  Supplier #2:


	Date:

· Phone

· E-mail

· Mail

· In person

· Other:

(specify):
	
	
	
	

	(
	3. Name and Contact info for Supplier #3:


	Date:

· Phone

· E-mail

· Mail

· In person

· Other:

(specify):


	
	
	
	


	
	
	Date & Method

of Contact
	Selection Criteria – Specifications (Delivery schedule, packaging, time period, price, etc.)
	Bid/Price Quote
	Negotiated Price

(if different)
	Discussion/Comments

	(
	4. Name and contact info for Supplier #4:


	Date:

· Phone

· E-mail

· Mail

· In person

· Other:

(specify):


	
	
	
	

	(
	5. Name and contact info for  Supplier #5:


	Date:

· Phone

· E-mail

· Mail

· In person

· Other:

(specify):
	
	
	
	

	(
	6. Name and Contact info for Supplier #6:


	Date:

· Phone

· E-mail

· Mail

· In person

· Other:

(specify):
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