
MIAMI-DADE COUNTY PUBLIC SCHOOLS 

INTERNAL FUND PURCHASE REQUEST 

Step 1 ‐ Identity the vendor(s) for the purchase.  Per School Board Policy 6360, purchases of $ 2,500.00 or more require at least three 
(3) written vendor quotes, one of which must be from a Certified Business Enterprise (CBE), per Board Policy 6610.

• A list of certified CBE vendors may be obtain via the Office of Community Partnership, Education and Business Access website:
Contractor Compliance System - Office of Economic Opportunity - Miami Dade County Public Schools

• An approved eSAS purchase order is required prior to making a purchase of $100.00 or more.

Step 2 ‐ Attach all documentation submitted by vendors.  
Purchase requests will not be approved unless form is completed in its entirety by the originator. 

Vendor Quote 1 

Date of Quote: 
Vendor Name: Vendor #: CBE:   Yes  No 
Contact Name: Contact #: 

Vendor Quote 2 
Date of Quote: 
Vendor Name: Vendor #: CBE:  Yes No 
Contact Name: Contact #: 
Vendor Quote 3 
Date of Quote: 
Vendor Name: Vendor #: CBE:  Yes No 
Contact Name: Contact #: 

ITEM DESCRIPTION 
QUANTITY 

(UNITS) UNIT COST 
TOTAL 
COST 

 PURCHASE REQUEST TOTAL  

FOR SCHOOL USE ONLY 
Account Structure Name  Funds Available      Yes       No 

Object 00   Program 0000    Function  Sub-Ledger 

___________________________________________ 
Sponsor Signature                                        Date  

Secretary/Treasurer Signature Date Principal Signature Date 

Selected Vendor Name: 
Special Notes:         

FM-5480 (12-25)

https://miamidadeschools.diversitycompliance.com/FrontEnd/SearchCertifiedDirectory.asp?TN=miamidadeschools&XID=9602
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