
Request for Vendor Quotes for Project 

Services 

Date: [Insert Date] 

To: [Vendor Name] 

[Vendor Address] 

[City, State, Zip Code] 

Dear [Vendor Contact Name], 

We are currently seeking detailed quotes from qualified vendors for our upcoming project, 

[Project Name]. We believe that your expertise in [Vendor's Specialty] aligns well with our 

project requirements and would like to invite you to submit a proposal. 

The project scope includes: 

• [Service/Task 1] 

• [Service/Task 2] 

• [Service/Task 3] 

Please provide us with a comprehensive quote that includes: 

• Pricing details 

• Estimated timeline for completion 

• Any terms and conditions 

The deadline for submitting your proposal is [Insert Deadline]. Should you have any questions or 

require further clarification, please do not hesitate to reach out to me directly at [Your Phone 

Number] or [Your Email]. 

We look forward to your prompt response and hope to collaborate with you on this project. 

Thank you for your consideration. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 



[Company Address] 

[City, State, Zip Code] 

[Your Phone Number] 

[Your Email] 


