
REQUEST FOR QUOTATION Request #:

Date sent:

Please reply by:

Requested by

Company:

Contact name:

Phone / email:

Quotation requested from

Supplier:

Contact name:

Phone / email:

What we need quoted

Item / description Specification or part # Qty Unit Unit price Total

Required delivery date: Delivery address:

Delivery terms: Payment terms sought:

Supplier reply

Lead time from order: Quote valid until:

Delivery charge: Minimum order:

Notes - substitutes offered, packaging, exclusions

Quoted by:

Date:

This request is not an order. We will send a purchase order if the quotation is accepted.
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