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Contract Administration and 
Procurement Services 

UNIVERSITY OF LOUISVILLE 

3-QUOTE PROCESS

The 3-Quote purchasing process requires that, unless otherwise under contract, three (3) quotes are to be 
obtained for purchases of equipment, good, and non-professional services that total between 
$50,000 and $99,999.99. Exceptions to this process must be justified in written form and approved by the 
Director of Procurement Services. 

If you are unable to locate three (3) suppliers for your purchase or there is only one supplier available please 
complete Section I of this form, sign, date, and attach with your Department Agreement Request in the 
Department Agreement Portal. 

Should you have any questions or need any additional assistance, please contact the Procurement Services team 
at purchase@louisville.edu. 

http://louisville.edu/purchasing/vendors/mbe-wbe-policy-and-guidelines
https://nam11.safelinks.protection.outlook.com/?url=https%3A%2F%2Fgovquote.us%2F&data=04%7C01%7Camber.horn%40louisville.edu%7C2069fbd892174209eb1008d930088ffe%7Cdd246e4a54344e158ae391ad9797b209%7C0%7C0%7C637593635647060405%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=ijA6Ocd6sAkZaGal3wcV7TiOymtq%2BHwLcfRXGdL4cRw%3D&reserved=0
mailto:purchase@louisville.edu
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UNIVERSITY OF LOUISVILLE 

3-QUOTE FORM

SECTION I – To be completed by Department/Requisitioner for purchases between $50,000.00 to $99,999.99 ONLY if unable 
to obtain 3 quotes or unable to obtain one quote from MBE/WBE supplier.   

Department Name: 

Name of Requisitioner: 

Title of Requisitioner: 

Amount: $ 

1. Briefly explain why 3 quotes were not obtained to meet requirement.

2. If unable to obtain quote from MBE/WBE supplier, briefly describe efforts to meet requirement.

Signature of Requisitioner:   Date: 

Print Name:   _______________________________________________________ 

Approval Signature:  _ Date: 
Director/Dean/Department Head 

Print Name: _________________________________________________________ 

SECTION II – To be completed by Director of Procurement or designee: 

Approved 

Denied 

Date: 
 Signature of Director of Procurement or designee 
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