
[Your Name]  

[Your Position]  

[Your Company]  

[Your Company Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[Recipient's Company]  

[Recipient's Company Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: Quotation Submission for [Project/Service Name]  

We are pleased to submit our quotation for [specific project/service] as 

per your request. Below are the details of our proposal:  

**1. Project/Service Description**  

[Brief description of the project/service being quoted]  

**2. Scope of Work**  

[Detailed outline of the services to be provided]  

**3. Pricing**  

- Item 1: [Description] - [$Price]  

- Item 2: [Description] - [$Price]  

- Total: [$Total Price]  

**4. Timeline**  

[Estimated time for project completion]  

**5. Terms and Conditions**  

[Outline of payment terms, warranties, or any specific conditions]  

We believe our proposal meets the needs outlined in your request for 

quotation, and we are excited about the opportunity to work with 

[Recipient's Company]. Please feel free to reach out if you have any 

questions or require further clarification regarding our quotation.  

Thank you for considering our proposal. We look forward to your positive 

response.  

Sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Name]  

[Your Position]  

[Your Company] 


