COMILMART
Procurement Checklist
Use this checklist before submitting a Request for Quotation to make sure suppliers receive everything they need for an accurate quote.
Before You Submit Your RFQ
☐  Product name and category clearly defined
☐  Technical specifications documented
☐  Quantity required confirmed
☐  Preferred quality standards specified
☐  Required certifications listed (if applicable)
☐  Packaging requirements described
☐  Delivery location confirmed
☐  Target delivery date set
☐  Preferred payment terms noted
☐  Budget range considered (optional but helpful)
Evaluating Supplier Responses
☐  Compared pricing across all received quotations
☐  Verified supplier credentials where appropriate
☐  Reviewed product specifications carefully
☐  Requested product samples where necessary
☐  Confirmed delivery timelines with shortlisted suppliers
☐  Checked applicable import, export, customs, and regulatory requirements
☐  Confirmed final pricing and delivery terms before placing an order
Before Placing Your Order
☐  Selected supplier meets quality and certification requirements
☐  Payment terms agreed and documented
☐  Delivery timeline confirmed in writing
☐  Order details reviewed for accuracy
