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Telephone/Fax/Email Quotation Record Sheet                                   

Type of Quotation:     Telephone/Fax/Email (please delete as appropriate)
Goods/Services for use by:  ………………………………………………………………….………..

Source of funds: ………………………………………………………………………………………….

	Specification for telephone quotes only

	Quantity



	Description




	1
	Company Name

Contact Name

Telephone No.

Date of quote
	
	Price

Lead Time

Product Ref


	

	2
	Company Name

Contact Name

Telephone No.

Date of quote
	
	Price

Lead Time

Product Ref
	

	3
	Company Name

Contact Name

Telephone No.

Date of quote
	
	Price

Lead Time

Product Ref
	

	4
	Company Name

Contact Name

Telephone No.

Date of quote
	
	Price

Lead Time

Product Ref
	


	Name of Person receiving quotations        
	

	Signature  
	

	Department/Section  
	

	Selected Offer No
	Order Number  

	Reason
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