
	Maritime Promotion Project Funding

under the Maritime and Aviation Training Fund (MATF)

Record of Quotations


	Notes:
	

	· 
	The following quotation requirements have to be strictly observed in making procurement regardless of the value and accept the lowest conforming offer or the conforming offer with the highest overall score (if a marking scheme is used):
Item of procurement
Estimated total value of quotation from a single supplier
No. of written quotations required
Goods
$5,000 or below

Preferably 2

$5,001 - $50,000

2
$50,001 - $1,400,000

5
Services
$5,000 or below1
Preferably 2
$5,001 - $50,000

2
$50,001 - $1,400,0002
5


	
	

	· 
	In case where the procurement procedures stated above are not followed, full justifications must be given and properly recorded in this form.

	· 
	Late submissions or non-submission of this form and quotation documents may affect the reimbursement process and result in rejection of application for reimbursement.

	· 
	A valid quotation should include the date of the quotation made, name of goods or services to be procured and the supplier/contractor’s name.

	· 
	Invoices would not be accepted as the proof of quotation records.



	Project Name:
	


(a) Written quotations/confirmations on the bidding prices obtained. All written quotations for the listed goods/services below are attached in the same order.
	Item
No.
	Items as per order in the funding application form
	Name of suppliers/
contractors invited
	Written Quotations / Confirmations
	Reason for choosing a supplier/contractor
A. The lowest conforming offer
B. Sole supplier/contractor of the goods/service in the market
C. The only supplier/contractor of the goods/service who meets all the mandatory user specifications
D. Propriety items that cannot be purchased from other suppliers/contractors for compatibility and/or contractual requirement
E. Others (Please specify)
	Reason for not choosing a supplier/contractor
A. Not the lowest conforming offer
B. No response
C. Others (Please specify)


	
	
	
	Date Received

(dd/mm/
yyyy)
	Quantity Needed
	Unit Price ($)
	Total Price ($)
	Accepted or not ((or()
	
	

	1
(example)
	Backdrop design
	ABC Company
	1/8/2023
	1
	$2,000
	$2,000
	(
	
	A

	1
(example)
	Backdrop design
	DEF Company
	1/8/2023
	1
	$1,800
	$1,800
	(
	A
	

	2
(example)
	Leaflet Printing

	GHI Printing
	5/8/2023
	300
	1.3
	390
	(
	C
	

	2
(example)
	Leaflet Printing
	JKL Printing
	--
	--
	--
	--
	(
	
	B

	3
	
	
	
	
	
	
	
	
	

	3
	
	
	
	
	
	
	
	
	


(b) I certify that the quotations obtained above are genuine and all written quotations or supplier/contractors’ confirmation on the bidding prices are attached.  The price quoted and accepted for purchase is considered reasonable compared with market price.
	Signature 
	
	 Post
	

	Name of Authorised Person/ Designated Officer-in-charge of the Project
	
	*Date
	

	
	
	
	(*should be earlier than the date of issuing the purchase order and that of the activity)

	
	
	
	

	
	
	Organisation chop
	


� No quotations will be required if the total value of the purchases of goods and services does not exceed $1,000.


� For procurement of good and services exceeding $1,400,000, open tendering procedures must be used.
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