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REQUEST FOR QUOTATION

Date: [  insert date    ]






Page 1 of _____

To:  [ insert company name, rep name]
FAX Number: [ insert vendor’s fax number]
From:
[insert contact person’s name, title]


[insert contact person’s department],  Foothill-De Anza C.C.D.,

              
E-mail:  [insert contact person’s e-mail address]
If there is difficulty with this transmission, please call: [insert FHDA contact person’s ph # ].

MESSAGE:
Attached is our
REQUEST FOR QUOTATION NUMBER: R[insert PR#]
VENDOR INSTRUCTIONS:
On the following form, provide pricing, terms and availability of all items you can provide.  Print or type the required information in the space provided.  To insure consideration, responses should be returned by FAX [insert FHDA contact person’s fax] to my attention no later than 5:00 P.M. of the due date.  Questions may be directed to the attention of [insert FHDA contact person’s name and phone # with area code]. The District reserves the right to consider all responses on a line item basis, or “ALL OR NONE”, whichever would be in the best interest of the District.
QUOTE ALL ITEMS F.O.B. DESTINATION, FREIGHT PREPAID AND ALLOWED.
[insert FHDA contact person’s information:


name


dept.


address


address


phone & fax]
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