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November 9, 2023

Competitive Quotes



WHAT ARE COMPETITIVE QUOTES?

 Definition: solicitation of written price quotes from competing vendors for an 
opportunity to fulfill a request for goods and/or services.

 Determine goods and/or scope of work to be procured, and funding allocation.

 Develop specifications for goods and/or scope of work 

 Number of vendors 

 Required number of quotes (Dollar Amount Limitations for Procurement)

 Contact Purchasing Services to obtain list of registered or approved vendors

 Perform a Google search

 Cast a wide net for best results
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https://intranet.rsccd.edu/Purchasing/Documents/Dollar_Amount_Limitations_For_Procurement_09-22-2023.pdf


OBTAINING COMPETITIVE QUOTES

 Compose a written solicitation via email

 Solicitation details

 Recipients (Bcc)

 Deadline (date and time) for:

 Vendor Requests for Information (RFI)/questions

 Email all vendor RFIs/questions received and department responses to all vendors on the original 
solicitation

 Quotes/proposals

 Department point of contact (email) for:

 Requests for Information (RFI)/questions

 Quotes/proposals

 Evaluation of competitive quotes/proposals

 Award to lowest, responsive, responsible bidder

 Total dollar amount including shipping and sales tax*

* All quotes for tangible goods must include sales tax (City of Santa Ana rate: 9.25%)
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SAMPLE SOLICITATION EMAIL

https://rsccd.edu/Departments/Purchasing/Pages/default.aspx
https://rsccd.edu/Departments/Purchasing/Pages/default.aspx


EVALUATING COMPETITIVE QUOTES

How to evaluate:
 Do the quotes/proposals meet the deadline?

 Do the quotes/proposals meet the specified product 
requirements?

 Are the quotes/proposals for the identical specified 
products, quantities, part numbers, scope of work, etc.
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SAMPLE COMPETITIVE QUOTES
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SAMPLE COMPETITIVE QUOTES
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SAMPLE COMPETITIVE QUOTES
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SAMPLE COMPETITIVE QUOTES



FINAL STEPS

 Determine funding source. Questions? Contact your Administrative Services 
Department for funding and account inquiries.

 If applicable, collect Certificate of Insurance for vendors coming onto District 
premises and process a Field Agreement for Services if the labor exceeds $999 
total.

 Create a purchase requisition (PR) and obtain management approval in 
Colleague in timely manner.

 Submit all vendor quotes/proposals received, including a copy of the PR via 
email to the designated Buyer.

 Standard processing time to generate a purchase order for a complete purchase 
requisition is 10 business days for purchases under $15,000. Minimum of 15 
business days for purchases of $15,000 - $109,300 (state mandated bid limit). 
Services cannot commence and/or goods cannot ordered and received prior to 
issuance of a District issued PO to the vendor and if applicable, an executed 
agreement. 

10


	Purchasing Services Training�
	WHAT ARE COMPETITIVE QUOTES?
	OBTAINING COMPETITIVE QUOTES
	SAMPLE SOLICITATION EMAIL
	EVALUATING COMPETITIVE QUOTES
	Slide Number 6
	Slide Number 7
	Slide Number 8
	Slide Number 9
	FINAL STEPS

