
Request for Quote 

Date: [Insert Date] 

To: [Vendor's Name] 

Company: [Vendor's Company Name] 

Address: [Vendor's Address] 

Dear [Vendor's Name], 

I hope this message finds you well. We are currently seeking transportation services and would 

like to request a quote for the following services: 

• Type of Transportation: [Insert Type e.g., Trucking, Shipping] 

• Origin: [Insert Origin Address] 

• Destination: [Insert Destination Address] 

• Item Description: [Briefly Describe Goods/items] 

• Pickup Date: [Insert Date] 

• Delivery Date: [Insert Date] 

• Additional Requirements: [Any special requirements] 

Please provide your quote including pricing, terms, and availability by [Insert Response 

Deadline]. If you need any more details or have questions, feel free to contact me at [Your Phone 

Number] or [Your Email Address]. 

Thank you for your consideration. I look forward to your prompt response. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Company Address] 

[Your Phone Number] 

[Your Email Address] 


