
[Your Company Letterhead]  

[Your Name]  

[Your Title]  

[Your Company Name]  

[Your Company Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Client's Name]  

[Client's Title]  

[Client's Company Name]  

[Client's Company Address]  

[City, State, Zip Code]  

Dear [Client's Name],  

I hope this message finds you well.  

It is with great pleasure that I submit the following quotation for your 

consideration regarding [brief description of the service/product].  

**Quotation Details:**  

**1. Description of Services/Products:**  

- [Item/Service 1]: [Brief description] - [$Price]  

- [Item/Service 2]: [Brief description] - [$Price]  

- [Item/Service 3]: [Brief description] - [$Price]  

**2. Total Cost:**  

- Total Amount: [$Total Price]  

**3. Terms and Conditions:**  

- [Payment terms]  

- [Delivery schedule]  

- [Any warranties or guarantees]  

We believe that our proposal meets your needs, and we are eager to work 

with you to bring your vision to fruition. Please feel free to reach out 

if you have any questions or need further clarification on any aspect of 

this quotation.  

Thank you for considering our proposal. We look forward to the 

possibility of collaborating with you.  

Warm regards,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name]  

[Your Title]  

[Your Company Name] 


