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Unsuccessful quotation letter template

Unsuccessful Quotation Letter Template: How to Recognize, Avoid, and Address It

In the realm of business communication, the unsuccessful quotation letter template plays a critical
role in shaping professional relationships and securing profitable deals. An unsuccessful quotation
letter, often characterized by its failure to meet client expectations or its inability to secure a sale,
can hinder business growth and damage reputations. Understanding the components of an
ineffective quotation letter, recognizing common pitfalls, and knowing how to craft effective
templates are essential skills for businesses aiming for success. This article provides a
comprehensive guide on what constitutes an unsuccessful quotation letter template, how to identify
its weaknesses, and how to develop a more effective, professional approach to quotation
correspondence.

Understanding the Unsuccessful Quotation Letter Template

A quotation letter is a formal document sent by a supplier to a potential buyer, detailing the
proposed costs for goods or services. An unsuccessful quotation letter template, however, often
exhibits certain flaws that diminish its effectiveness or hinder its purpose. These flaws may include
vague language, lack of professionalism, poor formatting, or failure to address client needs
effectively.

What Is an Unsuccessful Quotation Letter Template?

An unsuccessful quotation letter template typically exhibits the following characteristics:

- Lack of clarity and specificity about the products or services offered
- Poor formatting and presentation, making it difficult to read
- Vague pricing information that causes confusion
- Failure to include essential details such as terms, conditions, or validity periods
- Unprofessional tone or language that damages credibility
- Absence of personalization that demonstrates understanding of client needs
- Lack of call-to-action, leaving the recipient uncertain about next steps

Common Reasons Why Quotation Letters Fail

Understanding why quotation letters are unsuccessful can help you avoid common pitfalls. Here are
some typical reasons:
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1. Vague or Ambiguous Language

- Using generic phrases that do not specify the scope of work
- Failing to define quantities, prices, or specifications clearly
- Leaving room for misinterpretation, which can lead to disputes

2. Poor Formatting and Presentation

- Overcrowded or cluttered layout
- Lack of headings, bullet points, or tables to organize information
- Inconsistent font styles or sizes

3. Lack of Personalization

- Sending generic quotations without addressing the client's specific needs
- Failing to reference previous communications or understand client requirements

4. Missing Essential Details

- Terms and conditions
- Validity periods of the quotation
- Payment terms and delivery schedules
- Contact information

5. Unprofessional Tone or Language

- Use of informal language or slang
- Spelling and grammatical errors
- Overly aggressive or passive language

6. Failure to Include a Clear Call-to-Action

- Not specifying the next steps
- Leaving the recipient uncertain whether to accept, negotiate, or decline
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How to Recognize an Unsuccessful Quotation Letter Template

Being able to identify the signs of an unsuccessful quotation template enables businesses to
improve their communication strategies. Here are some indicators:

- The document is poorly formatted or difficult to read
- The language is vague, generic, or unprofessional
- Important details such as pricing, terms, or validity are missing
- The tone does not reflect professionalism or respect
- No clear instructions or next steps are provided
- The quotation appears to be a copy-paste template with minimal customization

Effective Components of a Successful Quotation Letter

To avoid creating an unsuccessful template, it?s essential to understand what makes a quotation
letter effective. Here are the core components:

1. Clear and Concise Introduction

- Address the recipient by name
- Reference previous communication or inquiry
- State the purpose of the quotation

2. Detailed Description of Goods/Services

- Specify quantities, specifications, or scope
- Use bullet points or tables for clarity
- Highlight features or benefits

3. Transparent Pricing Information

- Break down costs per item or service
- Include taxes, discounts, or additional charges
- State the total amount clearly

4. Terms and Conditions
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- Validity period of the quotation
- Payment terms and methods
- Delivery or completion timelines
- Warranty or after-sales support details

5. Personalization and Professional Tone

- Address the client?s specific needs
- Use polite and respectful language
- Demonstrate understanding of client requirements

6. Clear Call-to-Action

- Invite the recipient to accept, negotiate, or ask questions
- Provide contact details for further communication
- Specify deadline for acceptance if applicable

Sample Unsuccessful Quotation Letter Template

Below is an example of an unsuccessful quotation letter template to illustrate common issues:

Subject: Quotation for Your Request

Dear Customer,

We are pleased to send you our quotation for the products/services you requested. The total cost is
$5000. Please review and contact us if interested.

Thank you.

Sincerely,

Company XYZ

Analysis of the Sample

This template demonstrates multiple shortcomings:
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- Lacks recipient?s name and specific reference to their inquiry
- No detailed description of products/services
- Vague total cost without itemization
- Missing terms, conditions, validity, or payment details
- Unprofessional tone and incomplete closing
- No call-to-action or next steps

How to Improve an Unsuccessful Quotation Letter Template

Transforming an unsuccessful template into an effective one involves several strategic
improvements:

1. Personalize Your Communication

- Use the recipient?s name and company details
- Reference previous discussions or specific needs

2. Include Detailed and Organized Information

- Use tables or bullet points for clarity
- Specify item descriptions, quantities, unit prices, and totals

3. Maintain Professional Language and Tone

- Use polite, formal language
- Check for spelling and grammatical errors

4. Clarify Terms and Conditions

- State quotation validity period
- Outline payment and delivery terms
- Include warranty or after-sales support info

5. Add a Clear Call-to-Action

- Invite questions or negotiations
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- Specify how and when to proceed

6. Use a Well-Structured Format

- Include a professional header with your company logo and contact details
- Organize content with headings and sections
- Keep the document visually appealing and easy to scan

Sample Improved Quotation Letter Template

Subject: Quotation for Office Furniture Supply

Dear Mr. Smith,

Thank you for your inquiry regarding office furniture for your new branch. We are pleased to provide
the following quotation based on your specifications:
DescriptionQuantityUnit PriceTotalExecutive Office Desk10$300$3,000Ergonomic
Chairs20$150$3,000Conference Table (12 ft)2$1,200$2,400
Subtotal: $8,400

Tax (10%): $840

Total Amount: $9,240

Terms and Conditions

- This quotation is valid until December 31, 2023.
- Payment terms: 50% advance, balance upon delivery.
- Delivery is expected within 4 weeks from order confirmation.
- Warranty: 1-year manufacturer warranty.

Next Steps

If you wish to proceed with this quotation, please confirm via email or contact us directly at (123)
456-7890. We are happy to discuss any modifications or answer questions you may have.

We look forward to the opportunity to serve your office furnishing needs.

Sincerely,
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Jane Doe

Business Development Manager

Company XYZ

Email: [email protected]

Phone: (123) 456-7890

Conclusion

An
 
Unsuccessful Quotation Letter Template: An In-Depth Analysis of Common Pitfalls and Best
Practices

In the realm of business communication, a quotation letter serves as a pivotal tool that bridges the
gap between a company's offerings and a potential client's needs. When crafted effectively, it can
secure deals, build relationships, and establish a professional reputation. Conversely, an
unsuccessful quotation letter template can lead to missed opportunities, confusion, or even damage
to credibility. This comprehensive review explores the anatomy of ineffective quotation templates,
common mistakes to avoid, and best practices to develop compelling, successful proposals.

Understanding the Importance of a Well-Designed Quotation Letter

A quotation letter is more than just a price list; it is a formal proposal that communicates a
company's value proposition, clarifies terms, and sets expectations. When designed poorly, it often
results in:

- Lack of clarity leading to misunderstandings
- Reduced trust from prospective clients
- Lost sales opportunities
- Damage to professional reputation

An unsuccessful quotation letter template, therefore, is one that consistently fails to achieve these
objectives, often due to structural flaws or inadequate content.

Common Features of an Unsuccessful Quotation Letter Template
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Analyzing unsuccessful templates reveals recurring issues that undermine their effectiveness.
These features include:

1. Vague or Ambiguous Language

- Use of generic phrases like ?competitive prices? without specific figures
- Lack of detailed descriptions of services or products
- Ambiguous terms regarding scope, timelines, or conditions

2. Inconsistent Formatting and Lack of Professionalism

- Poor layout, inconsistent fonts, or unorganized sections
- Absence of company branding or contact details
- Overly lengthy or cluttered presentation

3. Absence of Clear Pricing Structures

- No breakdown of costs
- Hidden fees or unclear total amounts
- Lack of payment terms or conditions

4. Missing or Incomplete Details

- No validity period for the quotation
- Absence of delivery timelines
- Lack of terms and conditions or legal disclaimers

5. Lack of Personalization and Engagement

- Generic, impersonal language
- Failure to address the specific needs of the client
- No call to action or next steps

6. Ignoring Cultural and Professional Norms
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- Overly casual tone in formal industries
- Ignoring regional language preferences or etiquette
- Failing to tailor the tone appropriately

Case Studies: Analyzing Failed Quotation Letter Templates

To better understand what makes a quotation letter unsuccessful, we examine common real-world
examples illustrating these pitfalls.

Case Study 1: The Overly Generic Template

A small manufacturing firm used a template that simply listed product names and prices without any
detail. The letter lacked:

- Specific descriptions of products
- Terms of sale
- Contact information

The potential client was left uncertain about the scope and quality of offerings, leading to no
response. The absence of personalization and detail resulted in the proposal being dismissed as
unprofessional.

Case Study 2: The Hidden Costs Template

An IT service provider sent a quote with only a total price, omitting a detailed breakdown. When the
client requested clarification, the provider was unable to justify the costs, citing "additional fees" not
included in the initial proposal. This eroded trust and resulted in the loss of the contract.

Case Study 3: The Unprofessional Layout

A construction company?s quotation letter was poorly formatted, with inconsistent fonts, typos, and
no branding elements. The client perceived the proposal as careless, which negatively influenced
the decision-making process, despite competitive pricing.

Best Practices for Creating a Successful Quotation Letter Template

To avoid these pitfalls, organizations should adhere to best practices when designing quotation
templates.

1. Clear and Concise Language
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- Use precise descriptions of products/services
- Avoid jargon unless industry-standard
- Clearly state scope, limitations, and assumptions

2. Professional Formatting and Branding

- Use consistent fonts and headings
- Incorporate company logo and contact details
- Structure the document logically with headings and bullet points

3. Transparent Pricing and Payment Terms

- Provide detailed cost breakdowns
- Specify currency, payment methods, and schedules
- Highlight any taxes, fees, or additional charges

4. Inclusion of Key Details

- Validity period of the quotation
- Delivery timelines or project milestones
- Terms and conditions, warranties, and legal disclaimers

5. Personalization and Client Focus

- Address client by name
- Reference specific needs or previous interactions
- Include a call to action, such as requesting confirmation or scheduling a meeting

6. Cultural Sensitivity and Professional Tone

- Tailor language to industry and regional norms
- Maintain formality unless the context suggests otherwise
- Show respect and professionalism throughout

7. Use of a Standardized, Editable Template
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- Ensure templates are flexible for customization
- Regularly update templates to reflect current pricing and policies
- Include placeholders for key information

Sample Structure of an Effective Quotation Letter Template

A well-structured template might include:

- Header: Company logo, name, address, contact info
- Date: When the quotation is issued
- Recipient Details: Client?s name, company, contact info
- Subject Line: Clear indication of the quotation purpose
- Introduction: Brief greeting and context
- Details of Goods/Services:
- Description
- Quantity
- Unit price
- Total price
- Terms and Conditions:
- Validity period
- Payment terms
- Delivery schedule
- Warranties or guarantees
- Closing Statement: Invitation for questions or confirmation
- Signature: Name, position, and signature of authorized person

The Impact of a Poor Quotation Letter Template on Business
Outcomes

An unsuccessful template can have tangible negative consequences:

- Lost Opportunities: Clients may dismiss proposals lacking clarity or professionalism.
- Damaged Reputation: Repeated poor-quality quotations can erode trust and brand perception.
- Legal Risks: Omissions or vague terms may lead to misunderstandings or disputes.
- Operational Inefficiencies: Time spent clarifying or correcting proposals wastes resources.

Conversely, investing in a well-designed, professional quotation template enhances credibility,
streamlines communication, and increases the likelihood of closing deals.
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Conclusion: Moving Towards Success with the Right Quotation Letter
Template

The key to avoiding unsuccessful quotation letters lies in understanding their pitfalls and proactively
implementing best practices. A well-crafted template acts as a reflection of professionalism and
respect for the client?s needs. It reduces ambiguity, builds trust, and paves the way for successful
negotiations.

Organizations should regularly review and update their quotation templates, ensuring they align with
industry standards and client expectations. By doing so, businesses position themselves for growth,
foster stronger client relationships, and enhance their reputation in competitive markets.

In summary, an unsuccessful quotation letter template often results from vague language, poor
formatting, lack of transparency, and insufficient personalization. Recognizing these issues and
adhering to best practices?such as clear communication, professional presentation, detailed pricing,
and client-centric language?can transform an ordinary proposal into a powerful tool for business
success.
 

 QuestionAnswer What is an unsuccessful quotation letter template, and why is it important? An
unsuccessful quotation letter template is a pre-designed format used to decline or reject a quotation
request professionally. It is important because it helps maintain good business relationships while
communicating inability to accept the quotation, ensuring clarity and professionalism. How can I
customize an unsuccessful quotation letter template to suit my situation? You can customize the
template by adding specific reasons for rejection, adjusting the tone to match your company's
communication style, and including any relevant contact information or alternative suggestions to
keep the dialogue open. What are the key elements to include in an unsuccessful quotation letter
template? Key elements include a polite opening, clear statement of rejection, reasons for declining,
expressions of appreciation, and contact details for further communication or inquiries. Can I use an
unsuccessful quotation letter template for both small and large businesses? Yes, you can adapt the
template for both small and large businesses by modifying the language and details to match the
company's tone and the context of the quotation request. What are common mistakes to avoid when
writing an unsuccessful quotation letter? Common mistakes include being overly blunt or rude,
failing to provide a reason for rejection, using generic language, and neglecting to express
appreciation or keep the door open for future opportunities. Where can I find free unsuccessful
quotation letter templates online? You can find free templates on business and professional
communication websites, template platforms like Canva, Microsoft Office Templates, and
industry-specific resources that offer customizable letter formats. 

 
Related keywords: unsuccessful quotation letter, quotation rejection letter, sales quotation
template, bid rejection letter, tender rejection template, quotation follow-up email, sales proposal
template, quotation refusal letter, unsuccessful bid letter, quotation feedback template
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Sample quotation letter for air conditioning installation

Sample Quotation Letter for Air Conditioning Installation

A sample quotation letter for air conditioning installation serves as a vital document for contractors,
clients, and project managers to establish clear expectations, costs, and scope of work before
commencing installation. Whether you are a service provider preparing a formal quote or a client
requesting detailed estimates, understanding how to craft an effective quotation letter ensures
transparency, professionalism, and smooth communication. This article provides a comprehensive
guide to creating a well-structured quotation letter for air conditioning installation, including essential
components, best practices, and a sample template to assist you in your business or project
endeavors.

Understanding the Importance of a Quotation Letter for Air Conditioning Installation

A quotation letter acts as a preliminary agreement that outlines the scope, costs, and terms of the
air conditioning installation project. It serves multiple purposes:

- Clarity and Transparency: Clearly communicates what services and materials are included.
- Legal Documentation: Acts as a reference for both parties should disputes or

misunderstandings arise.
- Professionalism: Demonstrates the contractor's commitment to quality and detail.
- Financial Planning: Helps clients budget accurately for the project.

Key Components of a Sample Quotation Letter for Air Conditioning Installation

When drafting a quotation letter, it?s crucial to include specific sections that cover all necessary
details. Here are the core components:

- Header and Contact Information

- Your Company Details:
- Company name
- Address
- Phone number
- Email address
- Company registration number (if applicable)
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- Logo (optional but professional)

- Client Details:
- Client?s name
- Address
- Contact number
- Email address

- Date and Quotation Number

- Date of issuance to specify when the quotation was prepared.
- Unique quotation number for tracking purposes.

- Subject Line or Title

- Clearly state: ?Quotation for Air Conditioning Installation?.

- Salutation and Introduction

- Address the client politely.
- Briefly introduce your company and purpose of the letter.

- Scope of Work

- Detailed description of the services provided, including:
- Site assessment and preparation
- Types of air conditioning units proposed
- Installation procedures
- Testing and commissioning
- Cleanup after installation
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- Materials and Equipment

- Specification of equipment:
- Brand and model
- Capacity and features
- Additional materials necessary:
- Ducting
- Insulation
- Wiring

- Cost Breakdown

- Itemized list of costs, such as:
- Equipment costs
- Labor charges
- Additional parts or accessories
- Delivery fees
- Taxes and miscellaneous expenses

- Terms and Conditions

- Payment terms (e.g., deposit, progress payments, final payment)
- Validity period of the quotation
- Project timeline and completion date
- Warranty information
- Cancellation and refund policies
- Responsibilities of both parties

- Acceptance and Confirmation

- Instructions for the client to accept the quotation
- Signature lines and date for approval
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- Closing Remarks and Contact Details

- Offer to answer questions or provide clarification
- Express eagerness to work on the project

Best Practices for Writing an Effective Quotation Letter

To ensure your quotation letter is compelling and professional, follow these best practices:

- Be Clear and Concise: Avoid jargon; use simple language.
- Provide Detailed Information: The more specific, the better.
- Use Professional Formatting: Consistent font, headings, and spacing.
- Include Visuals if Necessary: Diagrams or images can help clarify complex installations.
- Review for Accuracy: Double-check numbers, dates, and details.
- Personalize the Letter: Address the client by name and tailor the quote to their specific needs.
- Follow Up: After sending the quotation, confirm receipt and answer any questions promptly.

Sample Quotation Letter for Air Conditioning Installation

Below is a sample template you can customize according to your needs:

[Your Company Name]

[Your Address]

[City, State, ZIP Code]

Phone: [Your Phone Number]

Email: [Your Email Address]

Registration Number: [Your Registration Number]

Date: [DD/MM/YYYY]

Quotation Number: [Unique Number]

To:
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[Client?s Name]

[Client?s Address]

[City, State, ZIP Code]

Phone: [Client?s Phone Number]

Email: [Client?s Email Address]

Subject: Quotation for Air Conditioning Installation

Dear [Client?s Name],

Thank you for considering [Your Company Name] for your air conditioning installation needs. We are
pleased to present you with this detailed quotation outlining the scope of work, costs, and terms
related to your project.

Scope of Work

Our team will perform the following services:

- Conduct a site assessment to determine optimal installation points.
- Supply and install a [Brand and Model] air conditioning unit with a capacity of [BTU or kW].
- Install ductwork, wiring, and necessary accessories.
- Perform testing and commissioning of the system to ensure optimal operation.
- Clean up the work area after completion.

Materials and Equipment

| Item | Description | Quantity | Unit Price | Total Price |

|---------|----------------------|----------|--------------|--------------|

| Air Conditioner | [Brand/Model] | 1 | $[Price] | $[Total] |

| Ducting | Insulated ductwork | [Quantity] | $[Price] | $[Total] |

| Wiring | Copper wiring | [Quantity] | $[Price] | $[Total] |
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| Other Materials | Fasteners, fittings | N/A | $[Price] | $[Total] |

Subtotal: $[Subtotal]

Taxes (e.g., VAT 10%): $[Tax Amount]

Total Cost: $[Total Amount]

Terms and Conditions

- Validity: This quotation is valid until [Date].
- Payment Terms: 50% deposit upon acceptance; remaining 50% upon completion.
- Project Timeline: Estimated start date is [Start Date], with an expected completion date of [End

Date].
- Warranty: One-year warranty on installation and equipment.
- Cancellation Policy: A cancellation fee applies if the project is canceled after acceptance.

Acceptance

Please sign below to confirm your acceptance of this quotation and authorize us to proceed with the
work.

Client Signature: ___________________________

Date: ___________________________

Contact and Further Assistance

Should you have any questions or require further clarification, please do not hesitate to contact us at
[Your Phone Number] or [Your Email Address]. We look forward to working with you and providing a
comfortable and efficient air conditioning solution.

Sincerely,

[Your Name]

[Your Position]

[Your Company Name]
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Final Tips for a Successful Quotation Letter

- Personalize your communication to reflect the specific client and project.
- Use professional language and maintain a polite tone.
- Include visuals or brochures if possible to enhance understanding.
- Follow up after sending the quotation to address any concerns or questions.

Conclusion

A well-crafted sample quotation letter for air conditioning installation is essential for establishing
clear communication, setting expectations, and formalizing agreements. By including detailed scope
of work, transparent costs, and fair terms, you build trust and demonstrate professionalism. Whether
you are a contractor seeking to win new clients or a client requesting estimates, understanding the
structure and components of an effective quotation letter will streamline your project planning and
ensure mutual understanding. Use the provided template and guidelines to create compelling
quotes that pave the way for successful air conditioning installation projects.
 
Sample Quotation Letter for Air Conditioning Installation: A Comprehensive Guide

When embarking on an air conditioning installation project?whether for a residential, commercial, or
industrial setting?crafting a clear, professional, and detailed quotation letter is essential. Such a
document not only communicates the scope of work, pricing, and terms to your client but also
establishes credibility and sets expectations upfront. In this guide, we will explore the key elements
of a well-structured sample quotation letter for air conditioning installation, providing insights into
best practices, essential components, and tips for customization.

Understanding the Purpose of a Quotation Letter

A quotation letter serves as a formal proposal from an HVAC contractor or service provider to a
potential client. Its primary objectives include:

- Detailing the scope of work: Describing what the installation entails.
- Providing pricing information: Including costs for equipment, labor, permits, and other charges.
- Outlining terms and conditions: Payment terms, validity period, warranties, and responsibilities.
- Serving as a basis for agreement: Often leading to a formal contract once accepted.

A well-drafted quotation fosters transparency, helps avoid misunderstandings, and lays the
groundwork for smooth project execution.
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Core Components of a Sample Quotation Letter for Air Conditioning
Installation

To ensure your quotation letter covers all necessary aspects, it should include the following
sections:

- Header and Contact Details

- Your Company Information:
- Company name
- Address
- Phone number
- Email address
- Website (if applicable)
- Logo (optional but recommended for branding)

- Client Details:
- Name
- Address
- Contact number
- Email address

- Date and Quotation Reference Number

- Clearly state the date of issuing the quotation.
- Assign a unique quotation number for tracking and reference.

- Subject or Title

- Example: "Quotation for Air Conditioning Installation at [Client?s Location]"

- Salutation
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- Use a professional greeting such as "Dear [Client?s Name],"

- Introduction and Purpose

- Briefly introduce your company.
- State the purpose of the letter.
- Mention any previous discussions or site visits.

- Scope of Work

This is a detailed description of what the installation includes. It should encompass:

- Site assessment and measurements
- Specification of air conditioning units (brand, model, capacity)
- Ductwork and piping installation
- Electrical wiring and circuit connections
- Thermostat and control systems
- Mounting and insulation
- Testing and commissioning
- Removal of old units (if applicable)
- Post-installation cleanup

- Equipment and Material Details

- List of major equipment:
- Indoor units (split, ducted, cassette)
- Outdoor units
- Filters, thermostats, remote controls
- Material specifications:
- Copper piping, insulation materials, mounting brackets

- Pricing Breakdown

Provide a detailed cost analysis, ideally in a table format:
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| Item | Description | Quantity | Unit Price | Total Price |

|---------|----------------|------------|--------------|--------------|

| Equipment | Air conditioners (model) | 2 units | $XXXX | $XXXX |

| Labor | Installation team | 1 lot | $XXXX | $XXXX |

| Electrical | Wiring and circuit breakers | - | $XXXX | $XXXX |

| Miscellaneous | Mounting, piping, insulation | - | $XXXX | $XXXX |

| Subtotal | | | | $XXXX |

| Taxes (if applicable) | | | | $XXXX |

| Total Cost | | | | $XXXX |

- Payment Terms and Conditions

Specify payment structure:

- Deposit percentage upon acceptance (e.g., 30%)
- Progress payments (if any)
- Final payment upon project completion
- Accepted payment methods
- Penalties for late payments

- Validity Period

State how long the quotation remains valid, e.g., 30 or 60 days from issuance.

- Delivery Timeline

Provide estimated start and completion dates:
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- Site assessment date
- Equipment procurement time
- Installation schedule
- Testing and commissioning date

- Warranty and Post-Installation Support

- Warranty period for equipment (typically 1 year)
- Service support and maintenance options
- Conditions that void warranty

- Terms and Conditions

Include legal and procedural clauses:

- Work site accessibility
- Permits and approvals
- Responsibility for damages
- Cancellation policy
- Liability and insurance coverage

- Acceptance and Contact Details

- Instructions for the client to accept the quotation
- Contact person for clarifications
- Signature space for client approval

Sample Quotation Letter for Air Conditioning Installation

Below is a simplified example illustrating how all these components come together:

[Your Company Logo]

CoolAir Solutions Pvt Ltd.

Published by: www.universityfinder.org.uk Page 23 of 69



Unsuccessful quotation letter template Vol. 2022, Issue 4

123 HVAC Street, Industrial Zone

Cityville, State 45678

Phone: (123) 456-7890

Email: [email protected]

Website: www.coolairsolutions.com

Date: October 25, 2023

Quotation No.: QTN-2023-045

To:

Mr. John Doe

789 Residential Lane

Cityville, State 45678

Phone: (987) 654-3210

Email: [email protected]

Subject: Quotation for Air Conditioning Installation at [Client?s Address]

Dear Mr. Doe,

Thank you for considering CoolAir Solutions Pvt Ltd. for your air conditioning installation needs. We
are pleased to present our detailed quotation based on your specifications and site assessment. Our
team is committed to delivering high-quality, efficient cooling solutions tailored to your requirements.

Scope of Work

Our proposed scope includes:

- Conducting a thorough site assessment and measurements.
- Supplying two (2) split-type air conditioning units (Model: CoolMax 18000 BTU).
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- Installing indoor wall-mounted units and outdoor condensers.
- Routing and connecting copper refrigerant piping and electrical wiring.
- Installing thermostats and remote controls with user-friendly interfaces.
- Mounting units securely with appropriate insulation.
- Testing the system for optimal performance.
- Providing a brief demonstration of operation.
- Removing any old units and cleaning the installation area.

Equipment and Material Specifications

| Equipment | Description | Quantity | Unit Price | Total Price |

|--------------|--------------|------------|--------------|--------------|

| Indoor Units | CoolMax 18000 BTU Wall-mounted | 2 | $500 | $1,000 |

| Outdoor Units | CoolMax 18000 BTU Condenser | 2 | $600 | $1,200 |

| Copper Piping | 1/4" and 3/8" piping, insulated | 30 meters | $10/m | $300 |

| Electrical Components | Wiring, circuit breakers | - | $200 | $200 |

| Mounting Brackets & Insulation | For indoor/outdoor units | - | $150 | $150 |

Subtotal: $3,050

Taxes (10%): $305

Total Estimated Cost: $3,355

Payment Terms

- 30% deposit ($1,006.50) upon acceptance of this quotation.
- 40% midway through installation.
- Remaining 30% upon project completion and client approval.

All payments should be made via bank transfer or check within 7 days of invoice issuance.

Timeline
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- Site assessment: October 28, 2023
- Equipment procurement: October 29 ? November 2, 2023
- Installation start: November 5, 2023
- Completion and testing: November 8, 2023

Note: This schedule is subject to availability of equipment and unforeseen site conditions.

Warranty and Support

- All equipment comes with a 1-year manufacturer?s warranty.
- Our company offers complimentary post-installation support for 30 days.
- Maintenance packages are available upon request.

Terms and Conditions

- The client shall ensure site accessibility during scheduled installation.
- Any additional work outside the scope will be quoted separately.
- The quotation remains valid until November 24, 2023.
- Any damages arising from unforeseen circumstances will be communicated promptly.
- The client agrees to make payments as outlined and cooperate with our team for smooth

installation.

Acceptance of Quotation

Please sign below to confirm your acceptance of this quotation and initiate the project.

Client Signature: _______________________

Date: _______________________

For further inquiries or clarifications, please contact our project manager, Jane Smith, at 
[email protected] or (123) 456-7890.

Thank you for choosing CoolAir Solutions. We look forward to providing you with a comfortable and
efficient cooling system.

Sincerely,

[Your Name]

Published by: www.universityfinder.org.uk Page 26 of 69

/cdn-cgi/l/email-protection


Unsuccessful quotation letter template Vol. 2022, Issue 4

Sales Manager

CoolAir Solutions Pvt Ltd.

Tips for Customizing Your Quotation Letter

- Personalize for each client: Tailor the scope and pricing based on the specific site and
requirements.

- Be transparent: Clearly specify costs, scope, and terms to foster trust.
- Include visuals: Diagrams or images of proposed equipment can enhance clarity.
- Use professional language: Maintain a courteous and formal tone.
- Follow up: After sending

 
 QuestionAnswer What should be included in a sample quotation letter for air conditioning

installation? A comprehensive quotation letter should include details such as the client's name and
address, description of the air conditioning units to be installed, scope of work, pricing breakdown,
estimated timelines, terms and conditions, and contact information. How can I ensure my quotation
letter for air conditioning installation appears professional? Use a clear, formal template with your
company's branding, precise language, detailed specifications, and transparent pricing. Including a
validity period for the quotation and clear contact details also enhances professionalism. What are
the key benefits of providing a detailed sample quotation letter for air conditioning installation? It
helps clients understand the scope and costs upfront, reduces misunderstandings, builds trust, and
streamlines the approval process by clearly outlining all necessary details. Can you provide a basic
template for an air conditioning installation quotation letter? Certainly! A basic template includes
your company header, client details, a salutation, a description of the work, pricing details, payment
terms, delivery and installation timelines, and a closing statement with contact info and signature
space. How do I customize a sample quotation letter for different clients or projects? Adjust the
scope of work, unit specifications, pricing, and timelines according to each client's needs and project
specifics. Personalize the greeting and closing to reflect the client's details and project requirements
for a tailored quotation. 

 
Related keywords: air conditioning installation quote, quotation letter for AC installation, sample AC
installation proposal, AC installation cost estimate, professional quotation for air conditioning, HVAC
installation quotation sample, formal AC installation letter, air conditioning service quote, HVAC
project quotation template, sample quotation for cooling system installation

Sample quotation for repair work letter
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sample quotation for repair work letter is an essential document in the process of initiating repair
services, whether for residential, commercial, or industrial properties. A well-drafted quotation not
only provides clarity on the scope of work and associated costs but also helps establish trust and
transparency between the service provider and the client. Crafting an effective repair work quotation
letter is crucial for securing projects, ensuring mutual understanding, and setting clear expectations.
In this comprehensive guide, we will explore the key components of a sample quotation for repair
work letter, its importance, and tips on creating an impactful document that facilitates smooth project
execution.

Understanding the Importance of a Repair Work Quotation Letter

A repair work quotation letter serves as a formal proposal from a contractor or service provider to a
client. It outlines the scope of work, estimated costs, terms and conditions, and other essential
details. This document plays a pivotal role in the project lifecycle for several reasons:

- Clarity and Transparency: It clearly defines what services will be provided, the materials
involved, and the pricing, reducing misunderstandings.

- Legal Record: Acts as a contractual document that can be referenced in case of disputes or
disagreements.

- Professionalism: Demonstrates the service provider?s professionalism and commitment to
transparency.

- Decision-Making Tool: Helps clients compare quotations from different providers and make
informed choices.

Key Components of a Sample Quotation for Repair Work Letter

A comprehensive repair work quotation letter should include specific sections that collectively
ensure all necessary details are communicated effectively.

1. Header and Contact Details

- Company Name and Logo
- Address, Phone Number, Email, Website
- Date of issuance
- Quotation number or reference ID

2. Client Information
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- Client?s Name
- Address
- Contact details

3. Subject or Title

- Clearly state the purpose, e.g., "Quotation for Repair Work at [Location]"

4. Introduction or Salutation

- A polite greeting and brief introduction, e.g., "Dear [Client?s Name], we are pleased to submit
our quotation for the repair work required at your premises."

5. Scope of Work

- Detailed description of the repair services to be performed
- Specific areas or items involved
- Materials and equipment to be used
- Any special considerations or instructions

6. Cost Breakdown

- Itemized list of costs, including:
- Labor charges
- Materials and supplies
- Equipment rentals
- Miscellaneous expenses
- Total estimated cost

7. Terms and Conditions

- Payment terms (e.g., advance, milestones, final payment)
- Validity period of the quotation
- Project start and completion dates
- Warranty and after-sales support
- Cancellation and refund policies
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- Liability clauses

8. Validity and Signature

- Quotation validity period
- Signature of authorized person
- Company seal or stamp (if applicable)

Sample Quotation for Repair Work Letter

Below is an example template illustrating how these components come together to form a
professional quotation letter:

[Your Company Name]

[Your Address]

[City, State, ZIP]

Phone: [Your Phone Number]

Email: [Your Email Address]

Website: [Your Website]

Date: [DD/MM/YYYY]

Quotation No: [XXXXXX]

To:

[Client's Name]

[Client?s Address]

[City, State, ZIP]

Subject: Quotation for Repair Work at [Location]

Dear [Client?s Name],
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We appreciate your interest in our services. We are pleased to submit our quotation for the repair
work required at your property located at [specific address]. Our team is committed to delivering
quality workmanship and timely completion of the project.

Scope of Work

Our proposed repair services include:

- Repairing damaged drywall in the living room and bedrooms
- Fixing leaking pipes in the kitchen and bathroom
- Repainting affected areas with high-quality paint
- Replacing broken window panes and frames
- Ensuring all electrical wiring and fixtures are safe and functional

All materials used will be durable and comply with safety standards.

Cost Breakdown

| Description | Quantity | Unit Price | Total Price |

|----------------------------------|------------|--------------|--------------|

| Drywall repair and finishing | 3 rooms | $200/room | $600 |

| Plumbing repairs | 2 points | $150/point | $300 |

| Painting materials and labor | 500 sq ft | $1.50/sq ft | $750 |

| Window pane replacement | 4 panes | $50/pane | $200 |

| Electrical troubleshooting | 1 job | $250 | $250 |

| Subtotal | | | $2,300 |

| Taxes (10%) | | | $230 |

| Total Estimated Cost | | | $2,530 |

Terms and Conditions
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- This quotation is valid for 30 days from the date above.
- A 50% advance payment is required before starting work.
- The remaining balance is payable upon project completion.
- The project will commence within 5 business days after receipt of the initial deposit and is

expected to complete within 10 business days.
- Any additional work beyond the scope outlined will require a separate agreement and may incur

extra charges.
- All work is guaranteed for 6 months after completion.

We look forward to your approval of this quotation and the opportunity to serve you. Please feel free
to contact us for any clarifications or further discussions.

Thank you for considering [Your Company Name].

Sincerely,

[Your Name]

[Your Position]

[Your Signature (if sending a hard copy)]

[Company Seal or Stamp (if applicable)]

Tips for Creating an Effective Repair Work Quotation Letter

To ensure your quotation stands out and effectively communicates your proposal, consider the
following tips:

- Be Clear and Concise: Use straightforward language and avoid jargon.
- Customize for Each Client: Tailor the scope and costs based on the specific repair needs.
- Include Visuals if Possible: Diagrams or photos of the damaged areas can enhance

understanding.
- Specify Payment Terms Clearly: Define payment schedules and acceptable modes of

payment.
- State Validity Period: Indicate how long the quotation remains valid to avoid

misunderstandings.
- Proofread and Format Professionally: Ensure the document is free from errors and formatted

neatly.
- Follow Up: Contact the client to discuss the quotation and address any questions.
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Conclusion

A detailed and professional sample quotation for repair work letter is a vital tool for contractors
and service providers aiming to secure repair projects. It establishes transparency, sets clear
expectations, and serves as a foundation for a successful working relationship. By including all
essential components?scope of work, cost breakdown, terms and conditions?and adhering to best
practices in presentation, your quotation will stand out as a credible and reliable proposal.

Remember, a well-crafted quotation not only facilitates smooth project execution but also builds trust
and confidence with your clients, paving the way for future collaborations. Whether you are a
seasoned contractor or a new service provider, investing time in preparing comprehensive
quotations will significantly benefit your business growth and reputation.

Keywords for SEO Optimization:

Sample quotation for repair work letter, repair work quotation template, repair estimate letter, repair
service proposal, professional repair quotation, repair work cost estimate, repair contract quotation,
sample repair quote, repair quotation format, repair work pricing template
 
Sample Quotation for Repair Work Letter: An In-Depth Analysis

In the world of repair and maintenance services, clear communication between clients and service
providers is essential to ensure transparency, mutual understanding, and successful project
completion. One of the critical documents in this communication process is the sample quotation for
repair work letter. This formal document serves as a preliminary offer outlining the scope, costs, and
terms of a repair project, acting as a blueprint for subsequent agreements.

This comprehensive review delves into the importance of a well-crafted repair quotation letter, its
essential components, and best practices for drafting an effective sample. Whether you're a service
provider seeking to standardize your quotations or a client aiming to understand what to expect, this
article aims to provide valuable insights.

The Significance of a Sample Quotation for Repair Work Letter

A quotation letter is more than just a price estimate; it is a contractual document that sets
expectations, delineates responsibilities, and fosters trust. Its significance can be summarized as
follows:

- Establishes Scope and Boundaries: Clearly defines what repair services will be performed,
preventing scope creep.

Published by: www.universityfinder.org.uk Page 33 of 69



Unsuccessful quotation letter template Vol. 2022, Issue 4

- Provides Cost Transparency: Offers detailed pricing to avoid misunderstandings or disputes.
- Serves as a Reference Document: Acts as a basis for negotiations and eventual contract

agreements.
- Demonstrates Professionalism: Shows the service provider's commitment to clear

communication.
- Legal and Financial Protection: Acts as evidence of agreed terms in case of disputes.

In reviewing sample quotations, stakeholders can assess industry standards, identify best practices,
and tailor their own documents to enhance clarity and professionalism.

Core Components of a Sample Quotation for Repair Work Letter

A comprehensive repair quotation must include specific elements that collectively articulate the
scope, costs, terms, and conditions. Here is a detailed breakdown:

1. Header and Contact Information

- Service Provider Details: Company name, address, contact number, email, and license or
registration numbers.

- Client Details: Name, address, contact information.
- Quotation Number: Unique identifier for record-keeping.
- Date of Issuance: When the quotation was prepared.

2. Salutation and Introduction

- Formal greeting addressing the client.
- Brief introduction stating the purpose of the letter.

3. Scope of Work

- Detailed description of the repair tasks.
- Specific materials, parts, or equipment involved.
- Clarification of what is included and excluded.
- Timeline or estimated completion date.

4. Cost Breakdown
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- Itemized list of charges, such as:
- Labor costs
- Material costs
- Equipment charges
- Miscellaneous expenses
- Total estimated cost.
- Payment terms (e.g., deposit, progress payments, final payment).

5. Terms and Conditions

- Validity period of the quotation.
- Warranty or guarantee provisions.
- Cancellation and refund policies.
- Responsibilities regarding permits or approvals.
- Liability clauses.

6. Acceptance and Signatures

- Space for the client's acceptance (signature, date).
- Service provider's acknowledgment.

7. Additional Notes or Remarks

- Special instructions or considerations.
- Contact information for queries.

Sample Quotation for Repair Work Letter Template

Below is a typical template illustrating the structure and language used in a professional repair
quotation letter:

Date: [Insert Date]

Quotation No.: [Unique Number]

To: [Client Name]

Address: [Client Address]
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Contact: [Client Phone/Email]

Dear [Client Name],

Thank you for considering [Your Company Name] for your repair needs. Please find below our
detailed quotation for the repair work as discussed.

Scope of Work:

- Repair of [describe the specific issue, e.g., "leaking roof tiles in the main hall"]
- Replacement of damaged parts including [list parts]
- Inspection and testing to ensure proper functioning

Cost Breakdown:

| Description | Quantity | Unit Price | Total |

|------------------------------|------------|--------------|----------|

| Labor Charges | 10 hours | $50/hour | $500 |

| Replacement Parts | 1 set | $200 | $200 |

| Inspection & Testing | 1 service | $100 | $100 |

| Miscellaneous Expenses | - | - | $50 |

| Subtotal | | | $850 |

| Tax (10%) | | | $85 |

| Total Estimated Cost | | | $935 |

Payment Terms:

- 50% deposit upon acceptance
- Remaining balance upon completion
- Payment methods accepted: bank transfer, check
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Validity:

This quotation is valid until [insert date].

Terms & Conditions:

- The work will commence within [number] days of acceptance.
- Any additional repairs outside the scope will be quoted separately.
- Warranty on repaired parts for 6 months.

Please sign below to confirm your acceptance of this quotation.

Client Acceptance:

Signature: _______________________

Date: ___________________________

Thank you for your business. Should you have any questions, please do not hesitate to contact us.

Sincerely,

[Your Name]

[Your Position]

[Your Company Name]

[Contact Information]

Best Practices in Drafting a Sample Quotation for Repair Work Letter

Creating a professional and effective sample quotation requires adherence to certain best practices:

Clarity and Precision

- Use straightforward language.
- Be specific about the scope, materials, and timeline.
- Avoid ambiguous terms.
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Transparency

- Break down costs transparently.
- Specify taxes, surcharges, or potential additional costs.
- Clarify payment schedules.

Consistency

- Use standardized formats and templates across projects.
- Maintain consistent terminology.

Legal and Regulatory Compliance

- Ensure all terms align with local laws.
- Include necessary disclaimers and warranties.

Customization

- Tailor quotations to the specific project.
- Adjust scope, costs, and conditions as needed.

Follow-up and Record-Keeping

- Keep copies of all quotations issued.
- Track acceptance and amendments.

Common Pitfalls to Avoid

Even well-intentioned quotations can falter if certain pitfalls are not addressed:

- Vague Descriptions: Ambiguous scope can lead to disputes.
- Unclear Payment Terms: Lack of specificity can cause delayed payments.
- Ignoring Terms and Conditions: Omitting warranty or liability clauses exposes to risks.
- Overlooking Validity Periods: Quotation validity ensures current estimates.
- Not Including Contact Information: Makes it difficult for clients to follow up.
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Conclusion: The Importance of a Well-Designed Quotation Letter

A sample quotation for repair work letter is more than a mere estimate; it is a vital communication
tool that underpins trust, sets clear expectations, and safeguards both parties. When meticulously
crafted, it paves the way for smooth project execution and minimizes misunderstandings.

For service providers, investing time in developing professional, comprehensive quotations reflects
competence and fosters client confidence. For clients, understanding the components of a good
quotation helps in evaluating offers objectively and ensuring fair dealings.

As industries evolve and customer expectations grow, the art of drafting precise, transparent, and
professional quotations remains a cornerstone of successful repair services. Whether you're
establishing a new standard or refining existing templates, prioritizing clarity and thoroughness in
your quotation letters will undoubtedly contribute to better business relationships and project
outcomes.
 

 QuestionAnswer What should be included in a sample quotation for repair work? A
comprehensive sample quotation should include details such as the client's information, description
of repair work, scope of services, estimated costs, timeline for completion, terms and conditions, and
validity period of the quotation. How can I make my repair work quotation more professional? Use a
formal letterhead, clear and concise language, detailed breakdown of costs, and include your
company's contact information. Adding a logo and proper formatting also enhances professionalism.
What is the typical format for a repair work quotation letter? A typical format includes a header with
your company details, date, recipient's information, a salutation, an introduction, detailed scope of
work, cost estimate, terms and conditions, validity period, and a closing statement with signature.
Can I use a template for a sample quotation for repair work? Yes, using a template can save time
and ensure all necessary details are included. Customize the template to fit the specific repair job
and client requirements. What language should be used in a repair quotation letter? Use clear,
professional, and polite language. Be specific about the repair scope, costs, and timelines to avoid
misunderstandings. How do I ensure my repair quotation is competitive and attractive to clients?
Provide a detailed, transparent breakdown of costs, offer reasonable prices, highlight any warranties
or guarantees, and ensure timely delivery of the quotation. Is it necessary to include terms and
conditions in a repair work quotation? Yes, including terms and conditions clarifies payment terms,
warranty details, scope limitations, and other important contractual information. What is the
importance of a sample quotation for repair work in business communication? It ensures clarity and
professionalism, helps set client expectations, and serves as a formal proposal that can be referred
to during negotiations and project execution. How can I customize a sample quotation to suit
different repair projects? Adjust the scope of work, costs, timelines, and terms according to each
project's specific requirements, and tailor the language to reflect the unique aspects of each repair
job. 
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Related keywords: repair work quotation, repair estimate letter, repair cost proposal, service
quotation template, repair job quotation, repair work estimate, repair service letter, repair cost
estimate letter, repair project quotation, repair work proposal

Sample quotation letter for structural design services

Sample Quotation Letter for Structural Design Services: A
Comprehensive Guide

In the construction and engineering industries, securing a clear and professional quotation is
essential for establishing trust and transparency between service providers and clients. A sample
quotation letter for structural design services serves as a formal document that outlines the
scope, costs, terms, and conditions of the proposed structural design work. Whether you're a
structural engineer, design consultancy, or a client looking to request quotes from multiple firms,
understanding how to craft an effective quotation letter is vital for smooth project initiation and
successful collaboration.

This article provides a detailed overview of how to create a comprehensive and SEO-optimized
sample quotation letter for structural design services. It includes key components, best practices,
and a sample template to help you draft professional quotations that communicate value clearly and
convincingly.

Understanding the Importance of a Quotation Letter for Structural
Design Services

Why Is a Quotation Letter Essential?

- Clarity of Scope: Clearly defines what services are included, helping prevent
misunderstandings.

- Cost Transparency: Provides detailed breakdowns of costs, facilitating budget planning.
- Professionalism: Demonstrates a formal approach, building client confidence.
- Legal Documentation: Serves as a reference document that can be used in contractual

negotiations.
- Competitive Edge: Helps distinguish your services from competitors through clear

communication.

When to Use a Quotation Letter
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- Requesting a quote from a structural engineering firm for a new building project.
- Providing a detailed proposal to a client interested in structural design services.
- Responding to a request for quotation (RFQ) from a potential client.

Key Components of a Sample Quotation Letter for Structural Design
Services

1. Header and Contact Information

Include your company?s name, logo, address, phone number, email, and website. Also, add the
recipient?s details?name, company, address, and contact info.

2. Date and Quotation Reference Number

Specify the date of issuance and assign a unique reference number for tracking purposes.

3. Salutation

Address the recipient professionally, e.g., ?Dear Mr./Ms. [Last Name],? or ?To Whom It May
Concern,? if the recipient is unspecified.

4. Introduction and Purpose

Briefly introduce your company and state the purpose of the letter, such as providing a quotation for
structural design services for a specific project.

5. Project Details

- Project name and location
- Scope of work (e.g., detailed structural analysis, design drawings, calculations)
- Project timeline and milestones
- Client?s requirements or special considerations

6. Scope of Services

Clearly outline the specific services included in the quotation:

- Initial structural assessment
- Conceptual and detailed structural design
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- Preparation of design drawings and specifications
- Structural calculations and analysis
- Coordination with architects and other consultants
- Site visits and supervision (if applicable)

7. Pricing Details

Provide transparent and itemized costs, such as:

- Design fees (labor costs)
- Consultation and coordination charges
- Permitting and approval fees (if applicable)
- Additional services or optional services
- Terms of payment (e.g., 30% upfront, remaining upon milestones)

8. Validity Period

Specify how long the quotation remains valid, typically 30 to 60 days, to encourage timely
decision-making.

9. Terms and Conditions

Include essential contractual clauses such as:

- Project timeline and delays
- Revisions and amendments
- Liability and warranties
- Intellectual property rights
- Cancellation and refund policies

10. Closing and Call to Action

Encourage the client to contact you for clarifications or to proceed with the project. Include your
contact details and a professional closing statement.

11. Signature and Company Seal

Sign the letter and include your official stamp or seal for authenticity.
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Best Practices for Crafting an Effective Structural Design Quotation

Be Clear and Concise

Use straightforward language to avoid misinterpretation. Clearly define what?s included in the scope
and costs.

Customize for Each Client

Tailor the quotation to address the specific needs of each project and client, demonstrating
professionalism and attention to detail.

Highlight Unique Selling Points

- Experience and expertise
- Use of advanced design tools
- Timely delivery commitments
- Competitive pricing

Include Visuals if Possible

Adding sample design sketches or flowcharts can make your quotation more illustrative and
persuasive.

Follow Up

After sending the quotation, follow up to address questions and reinforce your interest in the project.

Sample Quotation Letter for Structural Design Services

[Your Company Name]

[Your Address]

[City, State, ZIP]

Phone: [Your Phone Number]

Email: [Your Email Address]
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Website: [Your Website]

[Date]

To,

[Client?s Name]

[Client?s Company]

[Client?s Address]

Subject: Quotation for Structural Design Services for [Project Name]

Dear [Client?s Name],

Thank you for considering [Your Company Name] for your structural design requirements. We are
pleased to submit our quotation for providing comprehensive structural design services for the
[Project Name] located at [Project Location]. Our team of experienced engineers is committed to
delivering innovative and cost-effective solutions tailored to your project needs.

Project Overview

The scope of work encompasses structural assessment, detailed design, and documentation
necessary for the successful construction of [Project Details]. Our services will include collaboration
with architects and other consultants to ensure a seamless integration of structural elements.

Scope of Services

- Initial structural assessment and analysis
- Conceptual and detailed structural design
- Preparation of structural drawings and specifications
- Structural calculations and analysis reports
- Coordination with project architects and contractors
- Site visits during construction stages (optional)

Pricing Breakdown
Service DescriptionCost (USD)Structural Design and Analysis$15,000Preparation of Drawings and
Documentation$3,000Consultation and Coordination$2,000Revisions and Amendments$1,000Total
$21,000
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Note: The above quotation is valid until [Validity Date]. Payment terms are 30% advance, with the
remaining payable upon project milestones.

Terms and Conditions

- The quoted price includes all basic services listed; any additional services will be billed
separately.

- Delivery of final designs will be within [Timeframe], subject to project scope and client
cooperation.

- Revisions beyond the agreed scope will incur additional charges.
- Any delays caused by unforeseen circumstances may affect the project timeline.

Next Steps
 
Sample Quotation Letter for Structural Design Services: A Comprehensive Guide

In the competitive world of construction and engineering, securing accurate and professional
quotations is essential for both service providers and clients. A well-crafted sample quotation letter
for structural design services not only facilitates clear communication but also sets the foundation for
successful project collaborations. This article delves into the nuances of drafting an effective
quotation letter, emphasizing its structure, key components, and best practices to ensure
transparency, professionalism, and mutual understanding.

Understanding the Importance of a Quotation Letter in Structural
Design Projects

Before exploring the specifics of the sample letter, it?s vital to appreciate why a quotation is a
cornerstone document in the structural design domain.

The Role of a Quotation Letter

A quotation letter serves as a formal proposal from a service provider?typically a structural engineer
or design firm?outlining the scope, costs, timeline, and terms for a particular project. It acts as an
initial agreement that guides subsequent contractual arrangements.

Benefits of a Well-Structured Quotation

- Clarity and Transparency: Clearly states what services are included and at what cost, reducing
misunderstandings.
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- Professionalism: Demonstrates the firm's competence and seriousness.
- Legal Protection: Serves as a reference point for negotiated terms.
- Client Confidence: Builds trust through detailed, transparent offers.

Key Components of a Sample Quotation Letter for Structural Design
Services

A comprehensive quotation letter typically comprises several essential sections. Each plays a critical
role in conveying the full scope of the proposal.

- Header and Contact Information

At the top of the letter, include:

- Your company's name, logo, and address
- Contact details (phone, email, website)
- Date of issuance
- Client?s name and address

Example:

> ABC Structural Engineering Firm

> 123 Main Street, Suite 400

> Cityville, State, ZIP

> Phone: (123) 456-7890 | Email: [email protected]

> Date: October 24, 2023

> To:

> John Doe

> 456 Elm Street

> Cityville, State, ZIP
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- Salutation and Introduction

Begin with a formal greeting and a brief introduction to the purpose of the letter.

Example:

> Dear Mr. Doe,

> We appreciate your interest in our structural design services for the upcoming commercial building
project at 456 Elm Street. Enclosed is our detailed quotation for your review.

- Project Overview and Scope of Services

Clearly articulate the project details and the specific services offered.

Key points to include:

- Description of the project (type, size, location)
- Objectives of the structural design
- Specific deliverables (design drawings, calculations, reports)
- Phases involved (concept design, detailed design, supervision)

Example:

> The scope of our services encompasses the complete structural design for a 10-story commercial
building, including foundation planning, framing design, load calculations, and detailed drawings
compliant with local building codes.

- Pricing and Cost Breakdown

Present a clear, itemized cost structure to facilitate transparency.

Best practices:

- Use tables or bullet points for clarity
- Indicate whether costs are fixed, hourly, or based on milestones
- Clarify if taxes or additional charges apply
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Sample breakdown:

| Service Component | Estimated Cost (USD) |

|-------------------------------------|---------------------|

| Concept Design and Feasibility | $5,000 |

| Structural Calculations | $8,000 |

| Drafting and Drawings | $12,000 |

| Review and Revisions | $2,000 |

| Project Management | $3,000 |

| Total Estimated Cost | $30,000 |

- Timeline and Delivery Schedule

Outline expected project durations and key milestones.

Example:

> - Initial Concept Submission: 2 weeks from contract signing

> - Draft Structural Design: 4 weeks after concept approval

> - Final Design and Documentation: 6 weeks from draft approval

> - Review and Revisions: 2 weeks post-delivery

- Payment Terms and Conditions

Specify payment schedules, methods, and conditions.

Example:

> - 30% deposit upon project initiation
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> - 40% upon submission of draft designs

> - Remaining 30% upon project completion and approval

> - Payments via bank transfer or check

- Validity of the Quotation

State how long the quotation remains valid to encourage timely decision-making.

Example:

> This quotation is valid for 30 days from the date above.

- Terms and Conditions

Include legal and contractual notes such as:

- Assumptions made during the estimation
- Client responsibilities
- Change management procedures
- Confidentiality clauses
- Termination clauses

Drafting a Professional and Effective Quotation Letter

To maximize clarity and professionalism, certain best practices should be observed when preparing
the quotation letter.

Clarity and Precision

Avoid ambiguous language. Be specific about what is included and what isn?t.

Customization

Tailor each quotation to the specific project, reflecting its unique requirements and complexities.

Visual Aids
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Use tables, bullet points, and headings to organize information visually, enhancing readability.

Attachments and Appendices

Include detailed technical specifications, project drawings, or additional terms as attachments rather
than cluttering the main letter.

Sample Quotation Letter for Structural Design Services

Below is a simplified example of a sample quotation letter to illustrate the points discussed.

ABC Structural Engineering Firm

123 Main Street, Suite 400

Cityville, State, ZIP

Phone: (123) 456-7890 | Email: [email protected]

Date: October 24, 2023

To:

John Doe

456 Elm Street

Cityville, State, ZIP

Dear Mr. Doe,

Subject: Quotation for Structural Design Services for 456 Elm Street Commercial Building

We thank you for considering ABC Structural Engineering Firm for your upcoming project. Based on
our discussions and the project details provided, we are pleased to submit our quotation for the
structural design services required.

Project Overview

The project involves designing the structural framework for a 10-story commercial building located at
456 Elm Street. Our scope includes structural analysis, foundation design, framing, load
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calculations, detailed drawings, and compliance with local building codes.

Scope of Services

- Conceptual and feasibility design
- Structural analysis and calculations
- Preparation of structural drawings and documentation
- Coordination with architects and other consultants
- Review and revisions as needed

Cost Breakdown

| Service Component | Estimated Cost (USD) |

|-------------------------------------|---------------------|

| Concept Design & Feasibility | $5,000 |

| Structural Analysis & Calculations | $8,000 |

| Drafting & Detailed Drawings | $12,000 |

| Review & Revisions | $2,000 |

| Project Management | $3,000 |

| Total Estimate | $30,000 |

Timeline

- Initial Concept Submission: 2 weeks after agreement signing
- Draft Structural Design: 4 weeks after concept approval
- Final Design & Documentation: 6 weeks after draft approval
- Review & Revisions: 2 weeks post-delivery

Payment Terms

- 30% deposit upon contract signing ($9,000)
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- 40% upon submission of draft designs ($12,000)
- 30% upon delivery of final documents ($9,000)

Payments can be made via bank transfer or check. This quotation is valid for 30 days from this date.

Terms & Conditions

- The above estimate assumes no significant changes to project scope.
- Additional services or modifications beyond the scope may incur extra charges.
- The client shall provide all necessary project information promptly.
- Revisions requested after final approval may be billed separately.

We look forward to collaborating on this project and are committed to delivering high-quality
structural design solutions. Please feel free to contact us should you have any questions or require
further clarifications.

Sincerely,

[Signature]

Jane Smith

Senior Structural Engineer

ABC Structural Engineering Firm

Best Practices for Using a Quotation Letter Template

While templates can streamline the process, certain practices enhance their effectiveness:

- Personalization: Adjust the template to match the specific project and client.
- Clarity: Double-check for clear descriptions and accurate figures.
- Professional Formatting: Use consistent fonts, headings, and spacing.
- Follow-up: After sending, follow up to address client queries or feedback.

Conclusion: The Significance of a Thoughtfully Crafted Quotation
Letter

The sample quotation letter for structural design services embodies professionalism, clarity, and
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transparency, which are crucial in establishing trust and ensuring smooth project execution. As the
backbone of project proposals, it sets expectations, clarifies scope, and lays the groundwork for
contractual agreements. By understanding each component and adhering to best drafting practices,
structural engineers and design firms can position themselves as reliable partners, fostering
long-term relationships and successful project outcomes.

In an industry where precision and professionalism are paramount, investing effort into creating
comprehensive quotation letters is not just a formality but a strategic move towards excellence and
client satisfaction.
 

 QuestionAnswer What should be included in a sample quotation letter for structural design
services? A comprehensive sample quotation letter should include the service scope, project details,
estimated costs, timelines, payment terms, and contact information to ensure clarity and
professionalism. How can I tailor a quotation letter for structural design services to specific client
needs? Customize the quotation by addressing the client's project requirements, including any
unique structural challenges, providing precise cost estimates, and offering flexible payment or
service options to meet their expectations. What are the benefits of using a formal sample quotation
letter for structural design services? Using a formal sample ensures clear communication,
professionalism, consistency, and helps in establishing trust with clients, ultimately increasing the
chances of project approval and successful collaboration. How do I ensure my quotation letter for
structural design services is compliant with industry standards? Include all necessary legal and
technical details, adhere to local construction regulations, clearly specify terms and conditions, and
ensure the document is reviewed for accuracy and completeness before sending. What are common
mistakes to avoid when drafting a quotation letter for structural design services? Avoid vague
descriptions, missing details on costs or timelines, unclear payment terms, grammatical errors, and
failure to specify scope limitations or assumptions that could lead to misunderstandings. Can you
provide a sample template for a quotation letter for structural design services? Yes, a typical
template includes sections for client information, project description, scope of services, cost
breakdown, payment schedule, project timeline, terms and conditions, and contact details to create
a professional quotation letter. 

 
Related keywords: structural engineering quote, design services proposal, engineering quotation
template, construction design estimate, structural consultancy letter, project quotation for structural
work, engineering service proposal, structural design contract letter, construction engineering quote,
structural analysis quotation

Sample quotation letter
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sample quotation letter is an essential document in the business world, serving as a formal
proposal from a supplier or service provider to a potential client. It outlines the prices, terms, and
scope of products or services offered, acting as the foundation for negotiation and eventual contract
signing. Crafting a well-structured and professional quotation letter can significantly influence your
chances of securing new business, making it a vital skill for sales, procurement, and administrative
professionals. In this comprehensive guide, we will explore everything you need to know about
creating an effective sample quotation letter, including its key components, best practices, and
useful tips to optimize your documents for success.

Understanding the Importance of a Sample Quotation Letter

A sample quotation letter is more than just a price list; it is a formal communication that sets the tone
for a potential business relationship. Here are some reasons why a well-prepared quotation letter is
crucial:

1. Establishes Professionalism and Credibility

A clear, accurate, and professional quotation demonstrates your company's reliability and attention
to detail, instilling confidence in your potential clients.

2. Clarifies Scope and Expectations

It precisely defines what is being offered, the costs involved, and the terms and conditions,
minimizing misunderstandings later on.

3. Serves as a Basis for Negotiation

A detailed quotation provides a starting point for discussions, allowing both parties to negotiate
terms effectively.

4. Enhances Business Efficiency

Having a standardized template accelerates the quoting process, ensuring consistency across
proposals.

Key Components of a Sample Quotation Letter

A comprehensive quotation letter should include several essential elements to communicate your
offer effectively. Below are the key sections to incorporate:

1. Contact Information
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- Your company name, address, phone number, email, and website.
- The recipient's name, designation, company, and contact details.

2. Date

The date when the quotation is issued.

3. Salutation

A formal greeting, such as "Dear Mr./Ms. [Last Name],"

4. Introduction

Briefly introduce your company, the purpose of the letter, and reference any previous
correspondence.

5. Description of Goods/Services

- Clearly specify the products or services being offered.
- Include details such as specifications, quantities, and quality standards.

6. Pricing Details

- Itemized list of costs for each product or service.
- Include unit prices, total amounts, discounts (if applicable), and taxes.

7. Payment Terms

- Payment methods accepted.
- Payment schedule (e.g., upfront, installments, upon delivery).

8. Delivery Schedule

- Estimated delivery or completion dates.
- Shipping terms and conditions.

9. Validity Period
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Specify how long the quotation remains valid, encouraging prompt decision-making.

10. Terms and Conditions

- Cancellation policies, warranties, after-sales support.
- Any other contractual obligations.

11. Closing Statement

Express willingness to discuss further or clarify any details.

12. Signature and Contact Details

- Your name, designation, and signature.
- Contact information for follow-up.

Sample Quotation Letter Template

Below is a simple, professional template you can customize according to your needs:

```plaintext

[Your Company Name]

[Your Address]

[City, State, ZIP Code]

[Phone Number]

[Email Address]

[Website]

[Date]

[Recipient Name]

[Recipient Position]
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[Recipient Company]

[Recipient Address]

[City, State, ZIP Code]

Dear [Recipient Name],

Subject: Quotation for [Product/Service Name]

Thank you for your inquiry regarding our [product/service]. We are pleased to submit our quotation
for your consideration.

Description of Goods/Services:

- [Product/Service 1]: [Specifications], Quantity: [X], Price per unit: [amount]
- [Product/Service 2]: [Specifications], Quantity: [X], Price per unit: [amount]

Pricing Details:

| Item | Quantity | Unit Price | Total Price |

|-------|----------|--------------|--------------|

| [Item 1] | [X] | [amount] | [amount] |

| [Item 2] | [X] | [amount] | [amount] |

Total Amount: [Total amount]

Payment Terms: [e.g., 50% advance, balance upon delivery]

Delivery Schedule: [Estimated delivery date]

Validity: This quotation is valid until [date].

We look forward to the opportunity to work with you. Should you have any questions or require
further clarification, please do not hesitate to contact us.

Thank you for considering our proposal.
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Sincerely,

[Your Name]

[Your Position]

[Your Contact Information]

[Signature]

```

Best Practices for Writing an Effective Sample Quotation Letter

Creating a compelling quotation letter involves more than just filling in the template. Here are some
best practices to ensure your quotation stands out:

1. Personalize the Letter

Address the recipient by name and tailor the content to their specific needs or inquiries.

2. Be Clear and Concise

Avoid jargon and overly complex language. Clearly outline the offer without ambiguity.

3. Use Professional Language and Tone

Maintain politeness and professionalism throughout the letter.

4. Include All Relevant Details

Ensure that pricing, delivery, payment terms, and conditions are thoroughly detailed to prevent
misunderstandings.

5. Highlight Unique Selling Points

Mention any discounts, warranties, after-sales support, or benefits that differentiate your offer.

6. Proofread Carefully

Check for grammatical errors, typos, and accuracy to uphold your company's reputation.
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7. Use a Template for Consistency

Develop a standard quotation template to streamline your process and maintain brand consistency.

SEO Tips for Your Sample Quotation Letter Content

To optimize your article about "sample quotation letter" for search engines, consider the following
SEO strategies:

- Use the keyword phrase "sample quotation letter" naturally throughout the content, especially in
headings and meta descriptions.

- Incorporate related keywords such as "quotation letter template," "business quotation sample,"
"professional quote letter," and "how to write a quotation letter."

- Create valuable, comprehensive content that answers common user questions about quotation
letters.

- Use descriptive alt text for any images or templates included.
- Link to relevant resources, such as downloadable templates or related articles on business

correspondence.
- Ensure your content is well-structured with clear headings, bullet points, and concise

paragraphs for readability.

Conclusion

A well-crafted sample quotation letter is an integral part of effective business communication,
helping you secure new clients and build lasting relationships. By understanding its key
components, following best practices, and customizing your approach for each client, you can create
professional, compelling quotations that stand out. Remember to keep your language clear, provide
detailed information, and maintain a courteous tone throughout your correspondence.

Whether you're a seasoned professional or just starting, mastering the art of writing a perfect
quotation letter can significantly enhance your business prospects. Use the templates and tips
provided in this guide to streamline your process and ensure your quotations are always accurate,
professional, and persuasive.

Keywords for SEO Optimization: sample quotation letter, quotation letter template, business
quotation sample, professional quote letter, how to write a quotation letter, quotation letter format,
quotation letter example, business proposal, sales proposal, client quotation.

Meta Description: Discover comprehensive guidance on creating a perfect sample quotation letter.
Learn key components, templates, best practices, and SEO tips to craft effective business proposals
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that win clients.
 
Sample Quotation Letter: Your Gateway to Professional Business Communication

In the realm of business transactions, communication clarity and professionalism are paramount.
Among the essential tools that facilitate this efficiency is the sample quotation letter?a formal
document that bridges the gap between potential clients and suppliers or service providers. Whether
you're an entrepreneur seeking project bids or a company requesting pricing details, mastering the
art of crafting a comprehensive quotation letter can significantly influence your business outcomes.

This article provides an in-depth exploration of sample quotation letters, dissecting their
components, purpose, and best practices, all seasoned with expert insights to help you create
effective, professional documents that foster trust and drive successful transactions.

Understanding the Purpose of a Quotation Letter

A quotation letter functions as a formal offer from a seller or service provider to a prospective buyer,
detailing the cost, scope, and terms of a product or service. It acts as an initial proposal that enables
both parties to assess feasibility, negotiate details, and establish expectations.

Key Objectives of a Quotation Letter:

- Clarity: Clearly outline the scope of work, products, or services offered, along with associated
costs.

- Professionalism: Present information in a formal, structured manner that reflects the company's
credibility.

- Transparency: Provide detailed pricing, terms, and conditions to avoid misunderstandings.
- Basis for Negotiation: Serve as a foundation for further discussions, modifications, or

negotiations.
- Legal Record: Act as a formal record of the offered terms, which can be referenced during the

negotiation or contract phases.

Understanding these objectives underscores the importance of a well-structured, precise quotation
letter, which can significantly influence the decision-making process of your prospective client.

Key Components of a Sample Quotation Letter

A comprehensive quotation letter comprises several critical elements. Each part plays a specific role
in conveying professionalism, clarity, and completeness.
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1. Header and Contact Information

The header sets the tone and provides essential details about the sender. It typically includes:

- Company Name and Logo: Reinforces brand identity.
- Company Address: Precise location details for correspondence.
- Contact Details: Phone number, email, website.
- Date: The date when the quotation is issued.
- Quotation Number: A unique identifier for tracking and reference.

Example:

```

ABC Supplies Inc.

123 Business Road, Cityville, ST 45678

Phone: (123) 456-7890 | Email: [email protected]

Date: October 24, 2023

Quotation No: Q-2023-045

```

2. Recipient's Details

Include the recipient's information to personalize the letter and specify who the quotation is
addressed to:

- Name of the recipient or company.
- Recipient?s position or department.
- Address.
- Contact details.

Example:

```
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Ms. Jane Doe

Procurement Manager

XYZ Corporation

789 Industry Lane, Metropolis, ST 98765

Email: [email protected]

```

3. Salutation

A courteous opening, such as:

- "Dear Ms. Doe,"
- "Dear Mr. Smith,"

This sets a professional and respectful tone.

4. Introduction and Purpose

A brief paragraph stating the purpose of the letter:

Example:

_"Thank you for your inquiry dated October 20, 2023. We are pleased to provide you with our
quotation for the requested products/services."_

5. Detailed Description of Products or Services

This is the core of the quotation, where you specify:

- Item or Service Name: Clear identification.
- Description: Brief details about specifications or features.
- Quantity: Number of units or scope of work.
- Unit Price: Cost per item or service.
- Total Price: Calculated as quantity multiplied by unit price.
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- Subtotal, Taxes, and Total: Break down the costs clearly.

Example table:

| Item Description | Quantity | Unit Price | Total Price |

|----------------------------|----------|------------|-------------|

| Custom Logo Design Package | 1 | $500 | $500 |

| Website Maintenance (Monthly) | 12 | $100 | $1,200 |

| Subtotal | | | $1,700 |

| Taxes (10%) | | | $170 |

| Grand Total | | | $1,870 |

Including detailed descriptions minimizes ambiguities and sets clear expectations.

6. Terms and Conditions

Outline essential contractual elements such as:

- Payment terms (e.g., 50% upfront, balance upon delivery).
- Validity period of the quotation.
- Delivery or completion timeline.
- Warranties or guarantees.
- Cancellation or refund policies.
- Any other relevant stipulations.

Example:

_"This quotation is valid for 30 days from the date above. Payment terms are 50% upon acceptance,
with the balance due upon project completion. Delivery is expected within 2 weeks of receiving the
initial deposit."_

7. Closing Statement and Call to Action

Encourage the recipient to respond or proceed:
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Example:

_"We look forward to the opportunity to work with you. Please do not hesitate to contact us for
further clarification or to confirm your order."_

8. Signature and Closing

End with a formal closing phrase and signature:

- "Sincerely," or "Best regards,"
- Name and position of the sender.
- Company seal or stamp if applicable.

Example:

```

Sincerely,

John Smith

Sales Manager

ABC Supplies Inc.

```

Best Practices for Drafting an Effective Quotation Letter

Creating a sample quotation letter that stands out requires attention to detail and adherence to
professional standards.

Clarity and Precision

- Use clear language free of jargon.
- Be specific about quantities, prices, and timelines.
- Avoid vague terms or assumptions.

Professional Formatting
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- Use a clean, organized layout.
- Consistent font style and size.
- Adequate spacing for readability.

Customization

- Tailor the content to the recipient?s needs.
- Reference specific inquiries or discussions.

Accuracy

- Double-check all figures and calculations.
- Ensure contact details are correct.

Promptness

- Send the quotation promptly after the inquiry.
- Include an expiry date to create urgency.

Sample Quotation Letter Templates

Here are two common templates adaptable for various industries:

Template 1: Basic Quotation Letter

```

[Your Company Logo]

[Your Company Name]

[Address]

[City, State, ZIP]

[Phone]

[Email]
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[Date]

[Recipient Name]

[Recipient Position]

[Recipient Company]

[Address]

[City, State, ZIP]

Dear [Recipient Name],

Subject: Quotation for [Product/Service Name]

Thank you for your interest in our products/services. Based on your requirements, we are pleased to
submit the following quotation:

[Insert detailed list of items/services, prices, terms, and conditions.]

This quotation is valid until [date].

Please feel free to contact us at [phone/email] for any questions or further clarifications.

We look forward to your positive response.

Best regards,

[Your Name]

[Your Position]

[Your Company]

```

Template 2: Formal Quotation with Terms

```
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[Company Logo]

[Company Name]

[Address]

[Phone] | [Email]

Date: [Date]

Quotation No: [Number]

To:

[Recipient Name]

[Position]

[Company]

[Address]

Dear [Recipient Name],

Re: Quotation for [Product/Service]

Thank you for your inquiry. Please find below our detailed quotation:

[Insert comprehensive table or list]

Terms and Conditions:

- Validity: [Number] days from date.
- Payment: [Terms].
- Delivery: [Timeframe].
- Warranty: [Details].
- Others: [Any additional info].

We trust this quotation meets your requirements. Kindly confirm acceptance by signing and
returning a copy of this letter or contacting us directly.
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Sincerely,

[Your Name]

[Your Position]

[Company Name]

[Signature]

```

Conclusion: Mastering the Art of Quotation Letters

A well-crafted sample quotation letter is more than just a business formality; it?s a strategic tool that
can open doors, foster trust, and lay the foundation for successful business relationships. By
understanding its essential components?clear descriptions, transparent pricing, professional tone,
and comprehensive terms?you can craft documents that not only communicate effectively but also
elevate your brand's credibility.

Investing time and effort into perfecting your quotation letters ensures your proposals stand out in a
competitive marketplace. Remember, every detail counts: clarity, professionalism, and promptness
are your allies in turning inquiries into long-term partnerships.

Whether you're a seasoned business professional or just starting, adopting best practices in drafting
quotation letters will streamline your sales process and contribute to sustained growth. Embrace the
power of a well-structured sample quotation letter, and watch your business communications
flourish.
 

 QuestionAnswer What is a sample quotation letter and when should it be used? A sample
quotation letter is a formal document used by suppliers or service providers to provide potential
clients with a detailed price estimate for goods or services. It is typically used during the initial
negotiation phase to outline costs, terms, and conditions. What are the essential components to
include in a sample quotation letter? A sample quotation letter should include the sender's and
recipient's details, a clear description of the goods or services, the quoted prices, payment terms,
validity period of the quotation, and any additional terms and conditions. How can I ensure my
sample quotation letter is professional and effective? Ensure the letter is well-structured, free of
errors, and includes all relevant details. Use a formal tone, customize it to the recipient, and clearly
specify prices, validity, and terms to build trust and facilitate smooth negotiations. What is the
difference between a quotation letter and a proposal? A quotation letter primarily provides a price
estimate and basic terms for specific goods or services, while a proposal is more comprehensive,
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often including detailed solutions, strategies, and justifications for a project or service. Can a sample
quotation letter be customized for different industries? Yes, sample quotation letters can be tailored
to suit various industries by adjusting the content, terminology, and details to match industry-specific
standards and requirements. Are there any common mistakes to avoid when writing a sample
quotation letter? Common mistakes include unclear descriptions, missing terms or conditions,
incorrect pricing, lack of contact information, and not specifying the validity period. Avoid these to
ensure clarity and professionalism. 

 
Related keywords: quotation letter, sample quotation, price quote template, business quotation,
sales quotation, quotation letter format, free quotation template, official quotation letter, customized
quotation, formal quotation letter
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