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Letter of Quotation 
The Bidder must prepare the Letter of Quotation on stationery with its letterhead clearly showing the Bidder’s 

complete name and address. The italicized text is for Bidder’s guidance in preparing these forms and shall be 

deleted from the final products. 

 

RFQ No.: [insert identification] 

Our Reference: No.............................. Dated.......................... 

 

To:   

(Purchaser’s name and address) 

Subject: Supply of................................................................................................... 

Sir, 

 

1. We, the under signed, hereby submit our Quotation. In submitting our Quotation, we make the following 

declarations: 

 

(a)  No reservations: We have examined and have no reservations to the RFQ Document; 

 
(b)  Conformity: We offer to supply in conformity with the RFQ Document and in accordance with the 

Delivery Schedules specified in the Schedule of Requirements the following Goods and Related Services 

[insert a brief description of the Goods and Related Services]; 

 

(c) The total price of our Quotation, including any unconditional discounts offered is: 

 Total price of the Quotation[insert the total price of the quotation including GST and any other taxes, 

which will be payable on the finished goods,in words and figures]; 

 

(d) Commissions, gratuities and fees: We have paid, or will pay the following commissions, gratuities, or 

fees with respect to the Bidding process or execution of the Contract: [insert complete name of each 

Recipient, its full address, the reason for which each commission or gratuity was paid and the amount and 
currency of each such commission or gratuity. If none has been paid or is to be paid, indicate “none.”] 

 

(e) Quotation Validity Period: Our Quotation shall be valid for the period of 15 days, from the deadline fixed 

for the Quotation submission; 

 

(f)  Eligibility: We meet the eligibility requirements and have no conflict of interest, we are not participating 

in more than one quotation in this bidding process, and we have not been temporarily suspended or 

debarred by the World Bank. 

 

(e) Fraud and Corruption: We hereby certify that we have taken steps to ensure that no person acting for us 

or on our behalf will engage in any type of corrupt, fraudulent, collusive, coercive, or obstructive 
practices. 

 
Yours faithfully, 

 

Authorized Signature 

Name & Title of Signatory _____________________________________________ 

In the capacity of [insert legal capacity of person signing the Letter of Quotation] 

Name of Bidder _____________________________________________ 

Address _____________________________________________ 

Dated on ____________ day of __________________, _______ [insert date of signing]



 FORMAT OF QUOTATION  
 

Sl. 

No. 

Description of 

Goods 

Specifications Qty. Unit Quoted Unit 

Rate1 at 

destination 

in Rs. 

2GST and 

similar other 

taxes applicable 

on finished 

Goods/ Services 

*Total Price per line item 

at Destination - inclusive 

of discounts, all taxes and 

duties 

       In Figures In Words 

1 

 

        

2 

 

        

3 

 
        

4 

 
        

5 

 
        

6 

 
        

7 

 

        

8 

 

        

9 

 

        

10 

 

        

 TOTAL including all taxes and duties   

                                                        
1 Any unconditional discounts if offered, shall be specified in this column along with the unit rates.  
2 Indicate each applicable tax separately. 



   

Note: Evaluation shall be done for each item separately OR for all items together [Purchaser to insert one of the two options and delete the 

other. Information given here should be in consonance with the same information given in the RFQ and in Clause 13] 

*Payment of GST and other taxes payable for the goods at the time of invoicing, although already included in the total cost, will be at 

actuals or the rate/amount of these taxes specified in the supply order, whichever is lower. 

 

We agree to supply the above goods in accordance with the technical specifications for a total contract price (including all taxes and duties) 

of Rs. ...........(Amount in figures) (Rs... amount in words) within the period specified in the Request for Quotations. 

 

We also confirm that the normal commercial warranty/guarantee of ...........months shall apply to the offered goods. 

 

We hereby certify that we have taken steps to ensure that no person acting for us or on our behalf has engaged in corrupt, fraudulent, 

collusive, coercive, or obstructive practices (as defined in the prevailing World Bank’s sanctions procedures) in competing for or in 

performing the Contract. 

 

        Signature of Bidder 



   

 

PROFORMA FOR PERFORMANCE STATEMENT 

 

 
RFQ No._______                                     Date of opening ___________   Time __________ Hours 

 

Name of the Bidder __________________________________ 

 

Order placed by 

(full address of 

Purchaser) 

Order No. 

and date 

Description and 

quantity of 

ordered Goods/ 

equipment 

Value of order Date of completion of 

delivery 

 

In case of Equipment, state 

if the equipment been 

satisfactorily functioning? 

(Attach a certificate from 

the Purchaser/Consignee) 

    As per  

contract 

Actual  

1 2 3 4 5 6 8 

      

 
 

 

 

 

 

 

 

 

 

Signature and seal of the Bidder 



 Purchaser’s Requirement 
 

1. LIST OF GOODS & RELATED SERVICES AND DELIVERY PERIOD 

 
 

 
 

 

 

 
 

 

 
 

 

 
 

 

 

 
 

 

 
 

Note: 

1. All details should be filled in by Purchaser except for Colum 7. 

2. Delivery Period offered by the Bidder should be filled in Column 7 by the Bidder. 

Line 

Item 

No. 

Description of Goods 

and Related Services 
Quantity Physical 

unit 
Final 

Destination(Pr

oject site)   

Desired  Delivery 

Period for 

completion of 

supply from the 

date of the 

Contract 

 

Bidder’s  offered 

Delivery Period 

[to be provided by the 

Bidder] 

1 2 3 4 5 6 7 

1 Brinjal   seedlings 

Variety 

(Ujala gold) 

93500 no’s ADH Office 

Andimadam, 

T.Palur 

Jayankondam 

 

15 Days  

2. Chillies 

Seedlings  

Variety 

(NS 1701) 

100000 no’s ADH Office 

Andimadam, 

T.Palur 

Jayankondam 

 

15 Days  



   

 
 

2.  TECHNICAL SPECIFICATIONS 

                    Detailed Technical Specifications and Standards [whenever necessary] and scope of services 

 

 S.No Description of Goods  Specification 

1 Brinjal   seedlings 

Variety 

(Ujala  gold) 

As Per Seed act 

2. Chillies 

Seedlings Variety 

(NS 1701) 

As Per Seed act 



 

 

 

 

ATTACHMENT  
 
OFFICE OF ……………………………………………………………………………… 
…………………………………………………………………………………………… 

 
PURCHSE/SUPPLY ORDER 

To:  
 

M/s  
 ………………………………………………………… 
 ………………………………………………………… 
 ………………………………………………………… 
 ………………………………………………………… 
 
Dear Sirs, 
 
 Sub: Supply of ………………………………………………………… 
 …………………………………………………………………………… 

 
 Ref: Request for Quotation no…………. dated ……………………………… 

 
1.  Your quotation no…………..of ………………(Date) for the supply of 

…………………………… has been accepted. You are requested to supply 
the following goods/equipment at the rates quoted by you and specified 
against each as per the specifications and terms & conditions specified 
hereunder:  

 

Serial. 
No 

Brief 
description 
of goods/ 
equipment 

Specifications Quantity 
to be 

supplied  

Unit 
Rate 
(Rs.) 

GST*  Total 
Price 
(Rs.) 

including 
all taxes 

and 
duties 

1       

2       

3       

4       

5       

   Total    

 
*GST and similar other taxes and duties applicable on finished goods. Indicate 
each applicable tax separately. Prices are based on destination. 
 



   

2.  Delivery Period: ……….days from the date of issue of this supply order.  
 
3.  Place of delivery …………………………………………………… 
 
4.  Consignee Address: ………………………………………… 
 
5.  GST and other taxes and duties, if any will be reimbursed at actual rates paid 

on the date of supply or the rate/amount shown in 1. above, whichever is 
lower.  

 
6.  Standard Manufactures commercial Warranty/Guarantee shall be………..  

months from the date of delivery and acceptance.  
 
7.  Payment shall be made on delivery or within 15days of delivery; and 

acceptance of the goods/equipment.  
 
8. Other terms and conditions are as under: 

…………………………………………… 
……………………………………………… 

 
 
 

(Purchaser) 
Date:  
 
Place:             Name: …………………………….  

 
Designation:………………………. 
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