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Republic of the Philippines
Department of Education
Cordillera Administrative Region
SCHOOLS DIVISION OF BAGUIO CITY





		
Date:

To the Manager,

Warm greetings!

The Department of Education, Schools Division of Baguio City, is seeking quotations for (provide specific purpose) . We would appreciate it if you could provide us with your best price quotation for the following items:

	Item
	Qty
	Unit Price
	Total

	NOTE:
a. Requested item
b. Specify technical requirements
-character (plastic/metal, etc)
-performance (durable, original, genuine)
c. applicable dimension
d. size
e. weight (when applicable)
f. warranty details
g. payment terms - (note: to indicate payment one month after completion of post procurement documents) (subject to change)
MEALS:
a. specify menu (if with in house menu- there is an attached menu for hotels as venue)
b. if conducted here at the SDO - indicate the proposed menu by the program owner
c. compliance with green procurement - (no bottled water/juice, no plastic utensils/no wooden spoon, no styrofoam pack, no styrofoam cup, bring your own mugs/tumbler or supplier provides mugs/cups all through out the activity
d. on site- assisted/controlled buffet style, no packed foods 
e. indicate how many caterer’s staff to assist during the activity (include in the costing)
	
	
	

	Price validity
Expected delivery timeframe

	
	
	

	Disclaimer: This is not a Request for Quotation or a commitment to purchase. This market survey is for information-gathering purposes only to guide the preparation of procurement documents
	
	
	


Thank you for your prompt attention to this request. Should you have any questions or require further information, please do not hesitate to contact us through our point person, end user. via cp no.  or email
Sincerely,

PROGRAM OWNER   
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