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Equal Opportunities (Sexual Orientation) Funding Scheme 2021-22
Quotation Record
(Please complete this quotation record for every purchase of goods or service)
(This quotation record should be attached with all written quotations.)
	Project no.:
	
	Name of organisation:
	

	
	

	Project name:
	


A. Written quotations obtained: 

 (Please attach supplementary sheet(s) if more space is required)
	Details of goods or service
(Please itemise)
	Names of suppliers / contractors invited for quotation
	Written quotations
	Remarks

	
	
	Date of receipt
	Amount
($)
	Offer Accepted
	

	
	1.
	
	
	
	
	

	
	2.
	
	
	
	
	

	
	3.
	
	
	
	
	


All written quotations of the above-mentioned goods or services are attached.
B.
For items without written quotation, contact information of the suppliers / contractors invited is listed as follows:

	Names of suppliers / contractors
	Address
	Contact person

	
	
	Name
	Phone no.

	
	
	
	


C.
Reasons for not complying with the regulations on procurement of the “Guide to Application for Equal Opportunities (Sexual Orientation) Funding Scheme 2021-2022”#:

· Sole supplier / contractor of the required goods or services in the market
· Nil return from other suppliers / contractors invited 
· Only such supplier / contractor provides goods or services which conform to all the necessary requirements. 
	

	

	


· Others (Please specify)
# Please put a “(” in the appropriate box. 
D.
We certify that the above-mentioned quotations are true and correct and all the written quotations are attached.  The quotation and purchasing price of the goods or services are reasonable when compared to the market price.
Approving Officer (Officer-in-charge of the organisation or Project Co-ordinator)：

	Signature： 
	
	Date：
	

	Name：
	
	* (Mr/Ms)
	Post title：
	

	

	(Organisation Chop)


* Please delete as appropriate
