
ADMINISTRATIVE MANUAL Appendix Sa 

SPECIMEN FORM FOR INVITING QUOTATIONS 

The following form (with changes where required) may be adopted for inviting quotaions for 
supplies: 

NOTICE INVITING QUOTATIONS 

(a)Quotation for the supply of.Wooden Stool.

1. Sealed quotations for the supply of the articles shown above are invited by the undersigned on
behalf of the ............................. up to:- 12:00 Noon. P. M. by :-18.10.2025.

Quotations should be sent under the sealed cover marked as 

Quotation for the supply ofWO.ock...6f.\. .. ��£ot by name. The quotations will be opened in the
office of the undersigned at .. \1}:-:1.b..��.� .. P.M. on .. .\�.U.r.9 .. f.M(date).

2. The quotations shall be submitted according to the terms and conditions specified in paragraphs 3
to 15. Unless specified otherwise in the quotations, it shall be construed that the terms and conditions
stipulated hereunder have been agreed to.

3. The rates should be F.O.R. and should include excise duty, sales tax, freight charges, any other taxes,
rates or impositions which are leviable e.g., packing charges in respect of the supplies. The school/
institution shall not be liable to pay any tax, freight, etc. which has not been expressly stipulated in
the quotation in the event of acceptance of the quotation.

4. There should not be any overwriting or corrections in the quotation. If a figure is to be amended, it
should be neatly scored out, the revised figure written above and the same attested with full signature
and date. In the absence of such attestation the quotation is liable to be rejected.

5. The undersigned does not bind himself/herself to accept the lowest quotation and reserves the right
to accept the quotation in whole or in part i.e., with respect to all the articles mentioned in the
attached statement or in respect of one or more than one articles specified in the attached statement
as he/she may decide.

6. On acceptance of the quotation it will become a contract and the contractor shall be bound by the
terms and conditions of the quotation.

7. The person/persons whose quotation is accepted, herein after called the contractor, shall deposit an
earnest money of Rs.l\l.� along with the quotation, which shall be refunded in the event of rejection
of the quotation. The earnest money will be forteited in the event of failure to comply with the
contract. In the event of acceptance of quotation, the earnest money will be adjusted towards Security
Deposit which shall be payable at the rate mentioned below :

Note:-Quotation may send through Email at principaldavmathurapur@gmail.com 




