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Note for Assessor: 
The student will complete and submit three requests for quotation templates like this. Ensure that each one is directed at a different supplier. The supplier must match the market approach identified in the Procurement Management Plan.
<<insert Date>>
Supplier Name
Company Address
To Whom It May Concern,
Complete Business Solutions Australia (CBSA) invites you to submit a quote for the supply of printers and toner. CBSA requires three desktop laser printers and three multifunction printers for it’s corporate office. CBSA is requesting that service and warranty information be provided in the quote, including toner cartridges. 
To assist you in this process, a Request for Quote and Response Form is included. The quote must be submitted using the Response Form by the closing date specified and must remain valid for acceptance for the quote validity period specified.
The quote will be evaluated against the evaluation criteria outlined in the Request for Quote.
If you have any questions, please don’t hesitate to contact me. 
Yours sincerely
Dave O’Connor, Sustainability Expert
300 Fictional Way, Sydney, NSW 2000
Phone: 1800 111 222
www.cbsa.com.au


Request for Quote
Responses will vary based on the student’s research and market approach. All fields must be filled with professional responses. An example is given below.
	[bookmark: _Hlk107838005]Purchaser
	Complete Business Solutions Australia (CBSA)

	Goods/Services required
	Desktop laser printers x 3
And
Toner Colour 
Toner black and white
Multifunction colour printers x 3
And
Toner Colour 
Toner black and white
Servicing cost for life of the warranty (if not included in price)

	Quote Closing Date/Time
	[dates will differ]

	Email Address for Lodgement
	[student to input relevant email address]

	Quote Validity Period
	[student to input relevant value]

	Purchaser Contact
	Dave O’Connor


The following criteria will be used to evaluation this quote against others:
Criteria and weighting should match the Procurement Management Plan. Examples are given below. Student answers may vary.
	Criteria
	Weighting to decision

	Service cost
	30%

	Location
	10%

	Sustainability – energy, paper, toner efficiency
	20%

	Overall cost
	50%




Response Form
Students are instructed to use some creative license in completing this part of the form. They must complete all parts of the form so that they can progress through the tasks and complete Part B and C of the task. Ensure that for each of the three responses all details are listed. The criteria must match the criteria listed above and the responses must be reasonable to match the procurement in question.
Please complete the organisation details as follows:
	Supplier Name
	Cannon Australia Pvt. Ltd.

	Authorised Representative
	Joe Sampford

	ABN
	23 459 230 125

	Entity Type
	Authorised dealer

	Address
	1239 Cannondale Way, Sydney, Australia 2010

	Phone
	(02) 3459 2422

	Email
	joe@cannonaustralia.com.au


Your responses against the evaluation criteria.
	Criteria
	Response

	Service cost
	Service is included in the warranty for five years. Beyond that service schedule for the quoted printers is attached for reference.

	Location
	Surrey Hills, Sydeney 2010

	Sustainability – energy, paper, toner efficiency
	Four-five star energy rating on all machines. Industry leading toner efficiency – 3500 B+W, 2250 Colour pages per toner cartridge (desktop laser) and 4500 B+W, 3100 Colour pages per toner cartridge (multifunction)

	Overall cost
	Total cost for six machines, including first round of toner and five year warranty = 10,150. Toner for laser printers @ $300 (CMYK) and toner for multifunction printers @650 (CMYK)
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