	Quotation
	Your logo here



	QUOTE NUMBER
QT-1004
	QUOTE DATE
Nov 5, 2026
	VALID UNTIL
Dec 5, 2026
	QUOTE TOTAL (USD)
9,931.00



	FROM
	TO

	Your Company Name
123 Main Street
New York, NY 10001
+1 (555) 010-0100
hello@example.com
	Client Company Name
456 Market Street
San Francisco, CA 94103
+1 (555) 010-0199
contact@example.com



	LEAD TIME
	PAYMENT TERMS
	CURRENCY

	10 business days
	Net 30
	USD

	SHIPPING METHOD
	WARRANTY
	REFERENCE

	Freight
	1 year
	RFQ-2026-204



	SKU
	Product
	Quantity
	Unit Price
	Amount

	CH-ERG-200
	Ergonomic office chair
	12
	289.00
	3,468.00

	DK-STD-140
	Standing desk, 140 cm
	6
	549.00
	3,294.00

	MN-27-4K
	27-inch 4K monitor
	6
	329.00
	1,974.00

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



	CUSTOMER ACCEPTANCE
Name		
Signature		
Date		
	Subtotal
	8,736.00

	
	Shipping
	350.00

	
	Tax
	845.00

	
	Quote Total (USD)
	9,931.00



NOTES AND TERMS
Prices are valid until the date shown above. To accept this quote, sign below and return a copy, or reply in writing. Stock is reserved only after the quote is accepted.


How to use this quotation template
Delete this page before you send the document.
Fill in
1. Replace the sample details. All names, numbers and items shown are samples.
1. Select "Your logo here", delete the text and use Insert > Pictures to add your logo.
1. For each line, enter the details, quantity and unit price. Delete any sample lines you don't need.
1. Enter the shipping, tax for the whole document as amounts below the subtotal. Leave any of them blank if they don't apply. This template doesn't calculate tax.
Calculate the figures
1. Word doesn't calculate this template, so work out each figure: amount = quantity x unit price; subtotal = the sum of the amounts; then apply each line below the subtotal. Enter the total in both places: the top of the page and below the totals.
Before you send
1. Use a new quote number each time, then save the document as a PDF.
1. Set a Valid Until date. A quote is an offer, not a request for payment. Send an invoice once the work or sale is confirmed.
1. If you charge VAT or a similar tax, check your local rules. Many countries require extra details, such as the tax rate and your tax registration number.
Please note
1. This template is a starting point and isn't legal or tax advice.
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	Made with Refrens. Create quotes online at refrens.com
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