Sultan Qaboos University
PROCUREMENT DEPARTMANT

QUOTATION SUBMISSION POLICY

1. Quotations shall be submitted in the official letterhead of the
company with authorized signature and stamp.

2. Quotations shall contain (Quotation Ref. No. — Date — Quotation
Validity Date - Delivery Period — Warranty Period). It shall be noted
that Delivery Period shall include installation, testing and
commissioning if applicable.

3. Company’s address and contact numbers shall be clear in the
quotation and shall include (Representative’s name & e-mail —
office number — mobile number — fax number — e-mail of the
company) for easy communication. If company’s address or
contact numbers or representative is/are changed after quotation
submission, the company shall notify the Procurement
Department for updating the data.

4. A copy of “SQU Requisition” shall be printed from SQU Web Site
and attached with the quotation.

5. Quotations shall be submitted in a closed envelope, sealed with
red wax, with only SQU Request No. and date of submission
written on the envelope. Name of the company or any reference
thereto shall not be marked on the envelope. The envelope shall
be dropped in the Tender Box of the Procurement Department,
Administration Building Annex, ground floor, office no. (0019)
during working hours from 8:30 am to 2:00 pm.

6. The University reserves the right to reject quotations that do not
comply with any of the above conditions, without notice to the
company or liability whatsoever.

7. Quotations send by e-mail from local companies shall not be
considered.

8. Local companies shall be paid full amount within (60) days after
supply of all items or after successful completion of testing and
commissioning if applicable. Overseas quotations shall contain
payment terms, bank details of the company and contact email.
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