
RFQ Supply Chain Template 
RFQ Reference 

Date 

REQUEST FOR QUOTATION 

Signature 

Name, Title 

Date 
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RFQ Instructions and Data 

Deadline for the 
submission of quotation 

Method of submission 

Cost of preparation of 
quotation 

Supplier code of 
conduct 

Conflict of interest 



General conditions of 
contract 

Eligibility 

Currency of quotation 

Duties and taxes 

Language of quotation 
and documentation 

including catalogues, 
instructions and 

operating manuals 

Documents to be 
submitted 

Quotation validity 
period 

Price variation 

Partial quotes 

Alternative quotes 

Payment terms 

Person of contact 

Clarifications 

Evaluation method 

Evaluation criteria 

Right not to accept any 
quotations 

Right to vary 
requirement at time of 

award 

Type of contract to be 
awarded 

Expected date for 
contract award 

Publication of contract 
award 

Policies and procedures 



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. 

 

 

 


	RFQ Reference: 
	Date: MM/DD/YY
	Name Title: 
	Date_2: MM/DD/YY
	MMDDYY on or before 000 EST: MM/DD/YY on or before 0:00 (EST).
	Insert Name sha not be responsib e for Suppl er code of conduct: 
	Insert Name sha not be responsib e for Confl ct of nterest: 
	General cond t ons of contract: 
	Eligibility: 
	Currency of quotat on: 
	The Supp er as wel as any and al related correspondence exchanged by the Supp er shal be wr tten in the Eng sh languageDocuments to be subm tted: 
	Permitted Not Permitted: ____ Permitted____ Not Permitted
	Permitted Not Permitted A ternat ve quote st pu at ons: ____ Permitted____ Not Permitted(Alternative quote stipulations …)
	Insert Name T t e Contact Informat on: 0% within 0 days after receipt of goods, works and/or services and submission of payment documentation.
	Full compliance with all requirements Full acceptance of the General Conditions of Contract OtherR ght not to accept any quotat ons: ____ Full compliance with all requirements     ____ Full acceptance of the General Conditions of Contract____ Other
	Full compliance with all requirements Full acceptance of the General Conditions of Contract OtherR ght to vary requ rement at t me of award: 
	Full compliance with all requirements Full acceptance of the General Conditions of Contract OtherType of contract to be awarded: 
	Full compliance with all requirements Full acceptance of the General Conditions of Contract OtherExpected date for contract award: 
	Full compliance with all requirements Full acceptance of the General Conditions of Contract OtherPublication of contract award: 
	Full compliance with all requirements Full acceptance of the General Conditions of Contract OtherPo c es and procedures: 
	Text1: [Insert Company Name] kindly requests your quotation for the provisions of goods, works, and/or services, as detailed in this RFQ.This Request for Quotation includes all of the following documents:1. Document A2. Document B3. Document CWhen preparing your quotation, please use the RFQ instruction and data as a guide. Please note that quotations must be submitted using [Insert Delivery Method] by the date and time indicated. It is your responsibility to ensure that your quotation is submitted on or before the deadline.Quotations received after the submission deadline will not be considered for evaluation.Thank you and we look forward to receiving your quotation.
	Text2: Quotations must be submitted as follows:____ E-tendering____ Email____ Courier / Hand delivery____ OtherBid submissions address:File Format:File Naming:File Size and Security:Multiple emails must be clearly identified. Please do so by indicating in the subject line “Email number X of X” and/or “Final.”We recommend that you consolidate the quotation into as few attachments as possible.The proposer should receive an email receipt of the RFQ.
	Text3: [Insert Name] shall not be responsible for …  
	Text4: [Insert Name] is exempt from …
	Text5: The Supplier, as well as any and all related correspondence exchanged by the Supplier, shall be written in the English language.
	Text6: Quotations shall remain valid for [Insert number] days from the deadline for the Submission of Quotation.
	Text7: No price variation due to ...
	Text8: 
	Text9: Requests for clarification from bidders will not be accepted any later than 00 days before the submission deadline. Responses to request for clarification will be communicated via email by MM/DD/YY.
	Text10: ____ The contract being awarded to the lowest price substantially compliant offer.____ Other
	Text11: 


