VENDOR QUOTE FORM


The Vendor Quote Form is used for purchasing capital equipment, including “trading in” old equipment in exchange for a lower price on new equipment.  This form can be substituted for the vendor’s form if it provides the same information as the Vendor Quote Form.



INSTRUCTIONS

1. Fill out each section of the quote form with the vendor’s purchase information.
2. Attach the quote to the requisition during the purchasing process.  For more information on the purchasing process, please see the Fixed Assets Guidelines.



TRADE-IN INSTRUCTIONS

If an existing asset is used to acquire a new piece of equipment, Fixed Assets Accounting must be notified in advance of the requisition process for the following determinations to be made: 
· the trade-in amount offered by the vendor must be greater than the Net Book Value (cost less accumulated depreciation) of the asset
· if the asset to be traded in was acquired with sponsored funds

After approval has been given to allow the trade-in the department requisitioner should note the asset tag number and the trade-in amount on the requisition.  The term “trade-in” must be in the requisition header and a quote identifying the trade-in must be attached to the requisition.  Fixed Assets Accounting will establish the new asset at full value and retire the trade-in asset at net book value.

