RESTRICTED - COMMERCIAL


Quotation Template
This Template can be used for Procurements below £50,000. If the procurement is complex it may be more appropriate to undertake a tendering process (templates for which are elsewhere in the Below OJEU flowchart).
Note to Procurement Officer: this document should be used as a minimum to gather quotations for low-value requirements. Adequate publicity and a tender process should be undertaken for any requirement above £50,000.

Text in italics to be inserted/deleted if not applicable
Delete this box prior to issue

[Insert Address Details]

Dear <insert>
REQUEST FOR QUOTATION  FOR: [insert]
REF: [insert]  
1.
Quotations are invited for <insert title> for <Institution>, in accordance with the conditions below.
2.
This form, and its attachments, must be used for the submission of the Quotation which should be forwarded to the above address.

3.
This Request for Quotation is subject to the attached Terms and Conditions 
4.
The prices quoted should be on a 'best-bid' basis and should exclude VAT but should include the cost of supply, delivery and insurance to [Institution]. 

5.   QUOTATIONS MUST BE RETURNED BY [Insert details of date and time]. 
	Statement of Requirements

	Insert description or reference attached description (if on separate sheet/file)




	Pricing

	Attach schedule for completion by supplier



Yours sincerely,
[Name]
Procurement Officer
for [Institution]
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