INSTRUCTIONS FOR COMPLETING PRICING INFORMATION ON REQUISITIONS
State contracts, district/BOCES bids, written quotes, internet pricing, telephone quotes or current 
catalogs can be used when processing a purchase requisition. 

A.
When using state contracts, please include the state contract number on the requisition, and if possible, 


please include a copy of the specific state contract as an attachment to the requisition.  If you don't have 


a copy of the state contract, the state contract number will be fine. 
The last line on the requisition should read "as per state contract number (type the number).
B.
When using district and/or BOCES bids, please include the bid number on the requisition.  It is not 


necessary to make copies of the district or BOCES bids.  The Business Office has copies on file.
The last line on the requisition should read "as per BOCES bid" (type the number) or "as per 


district bid" (type the number).
C.
When using written quotes, please attach a copy of written quote(s) to the requisition.  Make sure 



that when receiving written quotes that the vendor will honor the pricing within the time frame that the 


requisition is submitted.  Some written quotes will state specifically that the pricing is only good for a 


specific period of time.
The last line on the requisition should read "as per attached quote" (attach quote to requisition, 


submit to Business Office).
D.
When using internet pricing, please print and attach a copy of the pricing to the requisition.  Make sure 


that if there is a time limit on the pricing that the requisition is submitted within that time frame.
The last line on the requisition should read "as per attached internet pricing" (attach quote to 


requisition, submit to Business Office).
E.
When using telephone quotes, it’s a good idea ask the vendor to send or FAX a written confirmation of 


the quote.  Make sure that when receiving telephone quotes that the vendor will honor the pricing within 


the time frame that the requisition is submitted.  Some written quotes will state specifically that the pricing 


is only good for a specific period of time.
The last line on the requisition should read "as per telephone quote” (insert date of quote and who 


supplied the quote).  If you have written confirmation of the telephone quote please follow same 


procedure as you would for written quotes.

F.
When using catalog pricing, please indicate on the requisition, the date of the catalog (i.e. 2007-08 or 


2007, etc.).  If the catalog has a 2007-08 date, then the pricing is most likely good through June 30th of 


the school year.   If the catalog has a 2007 date, then the pricing is most likely good through December 


31st of that year.  Some catalogs will indicate "pricing good through a specific date".   
The last line on the requisition should read "as per catalog dated" (insert the catalog date, i.e. 


2007-08, 2007, 
2008, 
etc).  It could also read "pricing good  through (i.e. Fall of 2007, December 


2007, etc. as per catalog dated" (insert pricing date and catalog date).  Submitting a 




requisition using an outdated catalog quite often results in incorrect pricing and shipping charges.
 
Please include shipping where applicable.  State contract prices are generally a shipped price.  BOCES bids and 
district bids are always a shipped price.  Please make sure when obtaining written and/or telephone quotes that 
you ask for shipping costs.  Don't assume that the price quoted includes shipping.  When obtaining internet 
pricing, make sure you obtain shipping costs, if any.  Almost all catalogs include a section on shipping costs.  
Please make sure that shipping, if any, is included.

Please make sure that discounts, if any, are properly calculated on your requisition.  Some discounts are included 
in the price for individual items and some discounts are taken on a total order.  Please take extra care to make 
sure discounts are not computed in duplicate.
 

Note: Attachments are sent with the purchase order to the vendor to assure accurate ordering.  Please make sure attachments are submitted to the Business Office in a timely manner.  Purchase orders cannot be mailed or FAXED without the attachments.
 

