VENDOR QUOTE REQUEST EMAIL TEMPLATE (PROMOTIONAL ITEMS)
Here's a template to help you write a quote request email:
Email Subject
[Gadsden State Quote Request:  Financial Aid – Black Certificate Holders]
If the quote is needed quickly please insert this:
[TIME SENSITIVE - Gadsden State Quote Request:  Financial Aid – Black Certificate Holders]
Email Body
Dear [Paige/Wells Promotional],
Dear [Chad/National Bank Products],
Dear [Chris/Logoland Marketing],
Dear [Corinne/Staples Promotional Products],
Hello, my name is [your name], and I'm the [your position title] for Gadsden State Community College [A01350075/Wells – A02353349/National – A02207506/Logoland – A01380519/Staples]. I'm writing this email to request a price quote for the following:
[Item]
[bookmark: _GoBack][Item Color] - One Color/ Two Color/Full Color
[One-location or Two-location (for shirts)]
[Single-sided or Double-sided (for sail flags, banners, etc.)]
[Imprint & Color]
[Quantity]
[Description of Imprint & Placement]
[Size]
[Delivery deadline (if there is one)]
[Delivery address]
Since this is our first correspondence, I also have some questions:
[Question for the vendor]
Could you please deliver the [item] to [address where you want the supplies delivered]? If you could send an email response before [date you'd like a response by], I'd greatly appreciate it. You can also contact me through my office phone at [your phone number] if that's more convenient for you.
I look forward to your reply.
[Closing phrase],
[Your name]
