	[LOGO]
[Your Company Name]
[Address line 1, City, Country]  |  [Phone]  |  [Email]
	QUOTATION
Quote no.:  QUO-[0001]
Date:  [DD/MM/YYYY]
Valid until:  [DD/MM/YYYY]
Currency:  [USD]



	FROM
[Your Company Name]
[Address]
[City, Country]
[Phone]  ·  [Email]
Tax / VAT no.: [   ]
	PREPARED FOR
[Customer name]
[Company]
[Address]
[Email]  ·  [Phone]



	VALID UNTIL
[DD/MM/YYYY]
	LEAD TIME / START
[e.g. 2 weeks from acceptance]
	PAYMENT TERMS
[50% deposit, balance on completion]



OPTION A — [ESSENTIAL]
[What this option covers]
	DESCRIPTION
	QTY
	UNIT PRICE
	AMOUNT

	[Item]
	1
	[0.00]
	[0.00]

	
	
	
	


Option total:  [CUR] [0.00]
OPTION B — [RECOMMENDED]
[What this option covers]
	DESCRIPTION
	QTY
	UNIT PRICE
	AMOUNT

	[Item]
	1
	[0.00]
	[0.00]

	
	
	
	


Option total:  [CUR] [0.00]
OPTION C — [COMPLETE]
[What this option covers]
	DESCRIPTION
	QTY
	UNIT PRICE
	AMOUNT

	[Item]
	1
	[0.00]
	[0.00]

	
	
	
	


Option total:  [CUR] [0.00]

HOW TO ACCEPT
[Tick the option you would like, sign below and return this page, or reply by email quoting the quote number and option letter.]
	CHOSEN OPTION
☐ A   ☐ B   ☐ C
	ACCEPTED BY
[Name]
	SIGNATURE / DATE
[   ]



Quotation with options template — freeinvoicecreatortool.com/quotation-maker/




