
[Your Name]  

[Your Position]  

[Your Company]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Position]  

[Recipient Company]  

[Recipient Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: Quotation Submission for [Project/Service Name] 

I am pleased to submit our quotation for [brief description of the 

project/service]. Please find the details of our proposal below:  

1. **Project Overview**  

 - [Brief description of the project/service]  

2. **Scope of Work**  

 - [List the specific tasks and deliverables]  

3. **Pricing**  

 - [Total cost]  

 - [Breakdown of costs if applicable]  

4. **Timeline**  

 - [Estimated start date]  

 - [Estimated completion date]  

5. **Terms and Conditions**  

 - [Any relevant terms or conditions]  

We believe that our [mention any unique selling points or advantages] 

will add significant value to your project. Feel free to reach out if you 

have any questions or require further clarification. 

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

opportunity to work with you. 

Sincerely,  

[Your Name]  

[Your Position]  

[Your Company] 


