[image: ]
[image: ]

Pro-Forma Quotation Requirements


[bookmark: _GoBack]Before your forwarder can quote on shipping costs, he needs to know:
A. Product description
B. Payment terms - If paid by letter of credit, provide a copy
C. A copy of the signed purchase order
D. Harmonized code number(s)
E. Any special instructions from the buyer
F. Any unique information about the cargo: (e.g., is it affected by heat or humidity?)
G. Any hazardous material information


Pro-Formas must include: 
A. Reference number 
B. Complete description of the goods
C. Weight, number & type of boxes, and dimensions. (net and gross weight, both US and Metric dimensions) Size of container -- or
D. Shipping method (Incoterms) and transit time
E. Sales and payment terms
F. Itemized price of goods
G. Currency
H. Ports of exit and entry 
I. Origin of goods
J. Any special routing instructions/ flag restrictions imposed by buyer or US government.
K. Estimated fabrication time or date goods will be available for export (If sale is under letter of credit used the phrase: “from date of receipt of the letter of credit deemed acceptable by us in form and content in our sole judgment”)
L. Time limit on quotation (no longer than your forwarder’s price quote is valid) 


(See sample on next page. Many more Pro-Forma samples may be viewed and downloaded at www.google.com by searching under “Images” for “proforma invoice template.”)
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PRO-FORMA

Company Name INVOICE

Road Address EXPORT QUOTATION LETTER
City, State, Zip

Telephone

Fax

TO BUYER’S COMPANY NAME ReF. No: JPN 4583
COMPANY ADDRESS DATE: APRIL 26, 2011
HAMBURG, GERMANY

MR. BUYER

As REQUESTED IN YOUR EMAIL ON 4/24/2011, WE SUBMIT THE FOLLOWING PRICE QUOTATION/PRO-FORMA INVOICE:

EXPORT PACKAGING: 24 UNITS(CAPS) PER BOX - 6 BOXES PER MASTER CARTON
VOLUME: MASTER CARTON DIMENSIONS: 19 1/2”* 20" * 24 1/2"

SALES TERMS: INTERNATIONAL BANK CHECK / DRAFT OR INTERNATIONAL WIRE TRANSFER, S.W.LF.T, FOR
FULL INVOICE AMOUNT, PAYABLE TO (YOUR COMPANY NAME), DRAWN ON A US BANK, IN US
DOLLARS. FUNDS MUST ARRIVE AND BE CLEARED BY OUR BANK PRIOR TO SHIPMENT OF
MERCHANDISE.

DELIVERY TERMS: SHIPPED VIA OCEAN FROM SAVANNAH, GEORGIA, USA TO HAMBURG, GERMANY LOADED IN 20
FOOT SEA CONTAINER, 55 MASTER CARTONS PER CONTAINER.

UNITS PRODUCT DISCRIPTION UNIT PRICE TOTAL NOTES
10,000 Wonderwipe Pair US$ 4.25 US$ 42,500.00 High Performance
Windshield Wiper Pair

Total Product Price US$ 42,500.00,

-Inland Freight| US$ 500.00|

(Atianta, Georgia, USA to Savannah, Georgia, USA)
-Handling- Savannah Port| US$ 85.00

—Terminal Handling Charges- Savannah Port|_US$ 85.00

-Forwarding Fee| USS 100.00)

-Marine Insurance 110% of Value ( $ 0.36 per $100.00 Value)| USS 153.00
-Ocean Freight (Savannah, GA,. USA to Hamburg, Germany)|

Total USS 2,923.00,

[ ToTAL PRICE C.IF HAMBURG, GERMANY| USS$ 45,423.00|
DELIVERY TIME: MaxiMum OF (20) DAYS AFTER RECEIPT OF FULL INVOICE AMOUNT

ABOVE PRICES ARE QUOTED IN US DOLLARS AND WILL REMAIN IN EFFECT UNTIL (MAY 26, 2011), AFTER WHICH DATE
PRICES QUOTED WILL EXPIRE, UNLESS AN ORDER HAS BEEN RECEIVED AND ACKNOWLEDGED BY (YOUR COMPANY
NAME, INC.) IN WRITING.

ANY CHANGES IN SHIPPING OR INSURANCE CHARGES WILL BE THE RESPONSIBILITY OF THE BUYER.
WE APPRECIATE YOUR INTEREST IN OUR PRODUCTS AND LOOK FORWARD TO RECEIPT OF YOUR ORDER.

Your Signature
JOHN SMITH
COMPANY NAME




