PDF Long-Form RFQ Template

RFQ TITLE Title
RFQ NUMBER 000

SUPPLIES / SERVICES AND PRICES
GENERAL DESCRIPTION

Description of supplies or services

PRICE SCHEDULE
ITEM NO. DESCRIPTION QUANTITY UNIT TOTAL PRICE
LABOR CATEGORY HOURS HOURLY RATE TOTAL

TOTAL HOURS
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OPTION PERIOD

LABOR CATEGORY HOURS

TOTAL HOURS

SUPPLIER REFERENCE

REFERENCE 1 REQUIRED RESPONSE
Customer Company Name

Solution Delivered

Completed On

Project Duration

Key Benefit Delivered

Customer Contact Name

Customer Contact Phone

Customer Contact Email

Customer Contact Location

REFERENCE 2 REQUIRED RESPONSE
Customer Company Name

Solution Delivered

Completed On

Project Duration

Key Benefit Delivered

Customer Contact Name

Customer Contact Phone

Customer Contact Email

Customer Contact Location

HOURLY RATE

TOTAL



TRAVEL

TRAVEL

NTE AMOUNT

STATEMENT OF WORK
PURPOSE

Description or specification of the project

BACKGROUND

Background information

SCOPE

Description of the overall scope of work

GRAND TOTAL



TASKS

The contractor/offeror shall provide qualified personnel for ...

SPECIAL INSTRUCTIONS FOR AWARD

Description of any special instructions or specifications

PACKAGING AND MARKING

Include as necessary

INSPECTION AND ACCEPTANCE

Include as necessary

DELIVERABLES AND PERFORMANCE
PLACE OF PERFORMANCE

Description of how deliverables will be sent and how performance will be measured

PERIOD OF PERFORMANCE

BEGINNING END

BASE PERIOD
OPTION PERIOD 1

OPTION PERIOD 2



DELIVERABLES

Description of the below deliverable schedule

DELIVERABLE SOW REFERENCE DELIVERY DATE

PLACE(S) OF DELIVERY

Originals and all deliverables and correspondence shall be delivered to ...

NOTICE REGARDING LATE DELIVERY

Description of how each party will manage late delivery

CONTRACTING OFFICER ON THIS ORDER

Indicate contracting officer

CONTRACTING ADMINISTRATIVE DATA

Indicate point of contact for this project



SPECIAL CONTRACT REQUIREMENTS

Description of any additional contract requirements

GOVERNMENT FURNISHED EQUIPMENT

Incorporate as necessary

CLAUSES

Incorporate as necessary

LIST OF ATTACHMENTS

Description of any attachments

TECHNICAL AND PRICE SUBMISSION DETAILS

Description of fechnical and price submission details

PRICING
DETERMINATION

Description and breakdown of pricing



DISCLAIMER

Any articles, templates, or information provided by Smartsheet on the website are for
reference only. While we strive to keep the information up to date and correct, we
make no representations or warranties of any kind, express or implied, about the
completeness, accuracy, reliability, suitability, or availability with respect to the website
or the information, articles, templates, or related graphics contained on the website.
Any reliance you place on such information is therefore strictly at your own risk.
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