
REQUEST FOR QUOTATION (RFQ)
A buyer's formal request asking suppliers to quote price, lead time and terms.

[ Company name / letterhead ]

REQUESTING COMPANY (BUYER) RFQ NUMBER ISSUE DATE

SUPPLIER (TO) DELIVERY LOCATION

QUOTE DUE BY REQUIRED DELIVERY DATE QUOTE VALIDITY REQUIRED

ITEM DESCRIPTION / SPECIFICATION QTY UNIT TARGET PRICE

Please quote unit price, lead time, Incoterms, payment terms and minimum order quantity. Submit your quotation by the
due date above.

REQUESTED BY EMAIL / PHONE

REQUEST FOR QUOTATION (RFQ) — free template (sample format) DRIP


