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Request for Quote (RFQ) Template · Advanced version
An RFQ template helps you ask suppliers for prices on clearly defined goods or services and compare their quotes fairly, on price, delivery and terms.

RFQ · Send the same RFQ to every supplier

Section Details

RFQ number and date RFQ-2026-014 · 2 March 2026

Issued by Company, contact name, email

Overview What you are buying and why

Requirements / specification Detailed specification of goods or services

Quantities and delivery Quantities, location and required dates

Commercial terms Payment terms, warranty, validity of quote

Evaluation criteria Price 60%, delivery 20%, warranty 20%

Submission instructions Format, deadline and where to send

Deadline for quotes 16 March 2026, 17:00 CET

Questions Contact and deadline for questions
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Quote comparison · Compare like for like

Item Qty Supplier A unit
price

Supplier B unit
price

Supplier C unit
price

Supplier A total Supplier B total Supplier C total

Laptops 20 950 990 920 19,000 19,800 18,400

Docking stations 20 120 110 135 2,400 2,200 2,700

Setup service 1 800 600 900 800 600 900

Total 22,200 22,600 22,000


