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Verbal request for quote
Template
(Insert procurement activity and reference number)


	When to use this template
This template can be used when purchasing low value goods and services and obtaining verbal quotes from potential suppliers.
Please delete this text box and remove any user notes before use.
Use of this template is optional – remember to check your agency’s policies and procedures to check whether your agency has a standard template available that you are required to use.
For more information on the Buy Queensland approach to procurement please visit www.qld.gov.au/buyqueensland.
Get involved! This document is part of the Procurement Resource Centre. We would love to hear what you think, so please email your feedback to betterprocurement@hpw.qld.gov.au.

Disclaimer
This document is intended as a guide only for the internal use and benefit of government agencies. It may not be relied on by any other party. It should be read in conjunction with the Queensland Procurement Policy, your agency’s procurement policies and procedures, and any other relevant documents.
The Department of Housing and Public Works disclaims all liability that may arise from the use of this document. This document should not be used as a substitute for obtaining appropriate probity and legal advice as may be required. In preparing this document, reasonable efforts have been made to use accurate and current information. It should be noted that information may have changed since the publication of this document. Where errors or inaccuracies are brought to attention a reasonable effort will be made to correct them.
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Verbal request for quote 
[User note: when using this template, ensure that:
· the scope of the product/service required is clearly defined
· a minimum of three suppliers are approached for quotes (refer to agency procedures for any specific requirements)
· quotes are evaluated fairly without bias
· statements justifying the reasons for accepting and rejecting the quotes are included
· inform both the successful and unsuccessful suppliers of the outcome
· ensure that the good or service is fully delivered prior to making payment.]

	Service area
	Date

	(Insert service area name that is requesting the quote)
	(Insert date)

	Officer’s name requesting the quote

	(Insert name of the officer undertaking the verbal quote)

	Product/service required

	(Insert details of the good or service required)

	Supplier details
	Reasons chosen/not chosen

	[bookmark: _Hlk501094719]
Company name: 	___________________________________

Contact details:  	___________________________________

Price (GST incl.):	 ___________________________________

Delivery: ☐ included  ☐ pick up only

Expected delivery date:	_____________________________

Payment method:  	___________________________________

Quote valid until:  	___________________________________
	[User note: document the reasons why the supplier’s quote was selected or not selected.]

	
Company name: 	___________________________________

Contact details:  	___________________________________

Price (GST incl.):	 ___________________________________

Delivery: ☐ included  ☐ pick up only

Expected delivery date:	_____________________________

Payment method:  	___________________________________

Quote valid until:  	___________________________________
	[User note: document the reasons why the supplier’s quote was selected or not selected.]

	
Company name: 	___________________________________

Contact details:  	___________________________________

Price (GST incl.):	 ___________________________________

Delivery: ☐ included  ☐ pick up only

Expected delivery date:	_____________________________

Payment method:  	___________________________________

Quote valid until:  	___________________________________
	[User note: document the reasons why the supplier’s quote was selected or not selected.]



	Quote approval
	

	Name
	


	Position title
	


	Signed
	




	Date
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