
Prudence. Care. Responsible. Accuracy. Judgment. Research. Analysis. “Due 
diligence” refers to the steps a reasonable person would take to obtain as much 
information as possible before committing to a decision. It is one of the current 
buzz phrases, especially in the public sector, usually used along with 
“Accountability”. With the elections behind us and tight budgets ahead of us, a 
spotlight could be positioned on the spending practices of any department.  
Even though purchasing procedures do not require competitive bids on items & 
services under $5000, it doesn’t mean departments can’t do comparison 
shopping.  It would still be a good practice for departments to take a look at the 
purchase of small dollar items or services, when time allows, and make sure the 
University’s/department’s money is being spent 
wisely. 

With the idea of “due diligence” and since it is 
the season of giving, Purchasing would like to 
present to the University an updated form.   

(Drum roll, please.)  Please find attached the 
new and improved “Record of Bids” sheet. 

It is not a “new” form; many probably 
remember the old “telephone bid sheet”.  That 
form fell out of use in recent history due to 
changes in the policy & procedures regarding 
purchasing practices. The attached Record of Bids 
sheet has been updated – with new columns, 
headings, and more information areas.  This form 
is one way to document how purchasing decisions 
are being made.  It is a simple one page tab sheet 
that allows quick analysis of the item needed, vendors contacted, prices quoted, 
and other critical factors, such as delivery time, warranty, freight costs, etc.  It 
is simple to fill out and keep on hand should a question ever arise as to why an 
item was purchased from a particular vendor. 

The use of this form is not mandatory.  It is an effort on Purchasing’s part 
to assist departments in acquiring the best buy for their dollar.  Look the form 
over.  Hopefully you will find it useful.  It will eventually be on the Purchasing 
website, under “Forms”, in a Excel Spreadsheet format that will even 
automatically multiply and total the numbers inputted.  Let us know if there 
are any ways to improve the form, too. 

Due Diligence 

Kansas State University  
Purchasing Office 
21 Anderson Hall 
785-532-6214 
ksu.edu/purchasing 

Volume 7, Issue 12 December 2014 

Purchasing Post 

Announcements: 

Dec. 16-24 
Chanukah 

Dec. 18 
Bake Cookies Day 

Dec. 24-Jan.  2 
University Closed 

Dec. 25 
Christmas 

Dec. 26 
Kwanzaa 

Dec. 31 
Little Apple New 
Year’s Eve 

 Jan. 2 
Alamo Bowl 

 Jan. 13 
National Rubber 
Ducky Day 

 Jan. 14 
Dress Up Your  
Pet Day 

Happy Holidays! 

http://www.k-state.edu/finsvcs/purchasing/�


Qty Unit Description Unit Price Total Unit Price Total Unit Price Total
-$                   -$                   -$                   

-$                   -$                   -$                   

-$                   -$                   -$                   

-$                   -$                   -$                   

-$                   -$                   -$                   

Payment Terms                                                                                                                                (s/b Net 30)

Total Amount

JUSTIFICATION, IF ORDER IS PLACED WITH OTHER THAN LOW BIDDER

-$                                                 

Kansas State University
Record of Bids

Vendor: Vendor: Vendor:

-$                                                 -$                                                 

Dept Name

Telephone Number/E-mail: Telephone Number/E-mail:

Quoted By:

Telephone Number/E-mail:

Quoted By:

Date:

Telephone Number/E-mail:

Quoted By:

Date:

Individual Obtaining Bids:

Contact Name

AWARDED VENDOR
Name:

Address:

City, State & Zip:

Signed: Date: P.O. #

THE ABOVE BIDS ARE A CORRECT AND COMPLETE RECORD OF ALL FIRMS CONTACTED AND OF THE BIDS RECEIVED.

Contract/Quote # Date:

Delivery Time

Warranty (if applicable)

Freight/Shipping                                                                                                                         (s/b FOB Dest; 
Ppd & Allow)                                                      
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