
EMAIL QUOTE

	Subject: [Company’s Name] – Quote for [Product/Service] – Reference No. [Quote Reference Number]

	

	Dear [Client’s Name],

	Thank you for your interest in our [Product/Service]. We are pleased to provide you with a detailed quote for your consideration. Please find below a customizable quote template along with sample data for your reference. 

	

	Quote Summary:

	Quote Reference #
	Date
	Valid Until
	Prepared By

	[QWO125220]
	[MM/DD/YYYY]	[MM/DD/YYYY]	[Full Name]

	

	Client Information:

	Company Name
	Contact Person
	Email Address
	Phone Number

	[Client’s Company]
	[Client’s Name]
	[email@highfile.com]
	[0000-000-000]

	

	Product Services:

	Item No.
	Description
	Unit Price
	QTY
	Total

	01
	Product/Service 01
	$1000
	01
	$1000

	02
	Product/Service 02
	$2500
	01
	$2500

	03
	Product/Service 03
	$4500
	01
	$4500

	Subtotal:
	$8000

	Tax (15%):
	$1200

	Discount (05%):
	$400

	Grand Total:
	$8800

	

	Terms and Conditions:

	· This quote is valid for [15] days from the date of issue.
· A [40%] deposit is required upon acceptance of the quote, with the balance due upon completion of the project.
· Any additional work or changes requested after the project commencement will be billed separately.
· Prices are exclusive of any applicable taxes, which will be added as required by law.
· [Company’s Name] reserves the right to amend or withdraw the quote if the client's requirements change significantly.

	

	Acceptance:

	To accept this quote, please sign below and return a copy to us via email at [Email Address] or fax to [Fax Number]. Once we receive your acceptance, we will contact you to discuss the next steps.

	Client’s Name:
	[Full Name]

	Client’s Signature:
	[Signature]
	Date:
	[MM/DD/YYYY]
	

	[bookmark: _GoBack]We appreciate the opportunity to work with you and look forward to exceeding your expectations. If you have any questions or require further clarification, please do not hesitate to contact us at [Phone Number] or [Email Address].

	

	Best Regards,

	

	[Your Name]
	[Your Title]
	[Company’s Name]
	[Phone Number]

	[Email Address]
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