Manpower quotation format Textbook Vol. 2024, Issue 6

Manpower quotation format Textbook

Manpower Quotation Format

Manpower Quotation Format: A Practical Guide to Crafting E?ective Proposals

manpower quotation format is an essential tool for businesses and service
providers

who deal with sta?ng, labor supply, or recruitment services. Whether you are a contractor
o?ering skilled workers for a construction project or a sta?ng agency providing temporary
employees to a corporate client, having a clear and professional manpower quotation can
make all the di?erence in securing contracts and building trust.

In this article, we?ll explore the key components of a manpower quotation format, why it
matters, and how to tailor it to di?erent industries and client needs. We?ll also touch on
related terms like labor cost estimates, manpower proposal templates, and sta?ng
guotation samples to help you understand the broader context and improve your business
communications.

Understanding the Manpower Quotation Format

A manpower quotation format is essentially a structured document that outlines the

terms, costs, and scope of manpower services o?ered by a supplier to a potential client. It
acts as a formal proposal, detailing the number of workers, their quali?cations, the
duration of service, pricing, and any additional conditions.

Why is a Manpower Quotation Important?
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Before diving into the nuts and bolts of the format, it?s crucial to understand why this
document is so valuable:

**Clarity and Transparency:** A well-crafted quotation eliminates ambiguity by
clearly stating what services are being o?ered and at what cost.

**Professionalism:** Presenting a detailed manpower quotation re?ects
professionalism, boosting your credibility.

**Legal Protection:** It serves as a preliminary agreement that can protect both
parties from misunderstandings or disputes.

**Budgeting and Planning:** Clients use manpower quotations to plan their budgets
and manpower needs e?ciently.

Key Components of a Manpower Quotation Format

A standard manpower quotation format includes several vital sections. Let?s break down
each part for better comprehension.

1. Header Information

The top section typically contains:

Your company?s name, logo, and contact details.

The client?s name and contact information.

Date of issue and quotation reference number.

Subject line (e.g., ?Quotation for Manpower Supply Services?).

This helps identify the document and associates it with the right parties.

2. Introduction or Cover Letter
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A brief introduction or cover letter sets the tone. It thanks the client for the opportunity
and summarizes the purpose of the quotation. This personalized touch can foster goodwill
and engagement.

3. Details of Manpower Services

This is the core section where you specify:

**Type of manpower:** Skilled labor, unskilled workers, supervisors, engineers, etc.
*Number of personnel:** Exact count per category.

**Duration:** Number of hours, days, or months the manpower will be provided.
*\Work schedule:** Shift timings if relevant.

**Location:** Where the manpower will be deployed.

Providing clear details helps avoid confusion and aligns expectations.

4. Pricing and Cost Breakdown

Transparency around pricing is crucial. Include:

**Rate per person per hour/day/month.**

**Total cost per category.**

**Any additional charges:** Transport, accommodation, equipment, or overtime.
**Taxes and service charges** if applicable.

A detailed cost breakdown allows clients to see exactly what they?re paying for and
compare o?ers more easily.

5. Terms and Conditions
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This section outlines important contractual elements such as:

Payment terms (e.g., 30 days credit, advance payment).

Cancellation policy.

Liability clauses.

Validity period of the quotation.

Con?dentiality agreements.

Clearly stated terms protect both parties and set expectations for the working
relationship.

6. Signature and Authorization

Finally, the document should have a space for authorized signatures from both parties.
This step formalizes the quotation and can be the basis for a contract once accepted.
Tips for Creating an E?ective Manpower Quotation Format

When preparing manpower quotations, keeping a few best practices in mind can enhance
your chances of success.

Be Clear and Concise

Avoid jargon or overly technical language that might confuse clients unfamiliar with
manpower requisition details. Use simple, straightforward terms and organize information
logically.

Customize for Each Client

Generic quotations rarely impress. Tailor your manpower quotation format to address the

speci?c needs and project scope of each client. Mentioning client-speci?c details shows
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attentiveness and professionalism.

Use Professional Formatting

A clean, well-organized layout with consistent fonts, bullet points, and headings helps
readability. Consider using tables to present pricing and manpower details clearly.
Incorporate Relevant LS| Keywords

To make your manpower quotation more discoverable online or within your
documentation system, sprinkle in related terms naturally, such as ?labor supply
guotation,? ?sta?ng cost estimate,? ?employee deployment proposal,? and ?workforce
guotation template.?

Include Value-Added Services

If you o?er additional bene?ts?like training, payroll management, or compliance
assurance?highlight them in the quotation. This can di?erentiate your services from
competitors.

Manpower Quotation Format Sample Outline

Here?s a simpli?ed outline you might follow when drafting a manpower quotation:

**Header:**

Company logo and details
Client details

Quotation date and reference number



Manpower quotation format Textbook

**Subject:** Manpower Supply Quotation for [Project Name]

**Introduction:** Brief overview and thanks.

**Manpower Details:**

4.

| Category | Number of Personnel | Rate (per hour/day) | Total Cost |

| Skilled Workers | 10 | $15/hour | $X |
| Supervisors | 2 | $25/hour | $Y |
| Unskilled Labor | 5 | $10/hour | $Z |

**Additional Charges:** Transportation, accommodation, etc.

**Total Amount:** $Total

**Terms and Conditions:** Payment terms, validity, etc.

Vol. 2024, Issue 6
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**Authorized Signatures**

8.

This straightforward format can be adapted based on the complexity and scale of the
manpower requirement.

Adapting Manpower Quotations Across Industries

Di?erent industries have varying expectations and requirements when it comes to
manpower quotations.

Construction and Engineering

These projects often require detailed breakdowns of skilled labor categories, certi?cations,
and safety compliance costs. The manpower quotation might also include shift patterns,
equipment handling speci?cs, and onsite supervision fees.

Event Management

Here, the focus is usually on temporary workforce for a short duration. The quotation
should emphasize ?exibility, quick deployment, and possibly uniform or branding costs.
IT and Corporate Sta?ng

Manpower quotations in this sector might involve specialized roles like software
developers, analysts, or administrative sta?. Pricing may be structured monthly with clear
deliverables and con?dentiality clauses.

Leveraging Technology and Templates for Manpower Quotations

In today?s digital age, creating manpower quotations is easier with specialized software
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and templates. Many tools o?er customizable manpower quotation formats that help
streamline the process, ensure consistency, and reduce errors.

Using spreadsheet programs or dedicated invoicing apps, you can automate calculations,
track revisions, and maintain records digitally. This not only saves time but also projects a
modern, e?cient image to clients.

Common Mistakes to Avoid in Manpower Quotation Format

Even with the best intentions, some pitfalls can undermine your manpower quotation?s
e?ectiveness:

**\/ague Descriptions:** Ambiguous manpower roles or scope can lead to disputes.
**Hidden Charges:** Surprising clients with unexpected costs damages trust.

**No Validity Period:** Without an expiry date, quotations can linger inde?nitely,

causing confusion.

**|gnoring Legal Aspects:** Missing terms and conditions can leave you

unprotected.

**Qvercomplicating:** Too much detail can overwhelm clients; balance is key.

By avoiding these errors, your manpower quotations will be clearer and more professional.
Crafting a well-structured manpower quotation format is more than just ?lling out a
template?it?s about communicating your service o?ering clearly, building trust, and
setting the stage for a successful business relationship. With attention to detail,
customization, and transparency, your manpower proposals can become powerful tools to

grow your clientele and streamline your operations.
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Question

Answer

What is a manpower

guotation format?

A manpower quotation format is a structured document
used by service providers to o?er a detailed proposal of
labor services, including costs, terms, and conditions, to a
potential client.

What are the essential

components of a

manpower quotation

format?

Essential components include company details, client
details, description of manpower services, number of
personnel, duration, rates per person, total cost, terms and
conditions, and validity period.

How to create an e?ective

manpower quotation

format?

To create an e?ective format, clearly outline the scope of

Vol. 2024, Issue 6
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work, specify the number and type of manpower required,
provide transparent pricing, include terms and conditions,
and maintain a professional layout for easy understanding.
Can a manpower

guotation format be

customized?

Yes, a manpower quotation format can and should be
customized to match the speci?c requirements of each
client and project, including the type of workforce, duration,
and pricing structure.

Is it necessary to include

terms and conditions in a

manpower quotation

format?

Including terms and conditions is important as it de?nes the
responsibilities, payment terms, cancellation policies, and
other legal aspects, ensuring clarity and protecting both
parties involved.

Manpower Quotation Format: A Detailed Professional Review

Vol. 2024, Issue 6

manpower quotation format serves as a foundational document in the sta?ng

and
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recruitment industry, outlining the terms, costs, and scope of services o?ered by
manpower providers to potential clients. Its importance transcends mere formalities,
acting as a critical tool that in?uences decision-making, budgeting, and contractual
negotiations. Understanding the nuances of an e?ective manpower quotation format is
essential for companies seeking to optimize their workforce solutions and for service
providers aiming to present clear, competitive, and transparent o?ers.

The Role and Signi?cance of Manpower Quotation Format

At its core, a manpower quotation format functions as a structured proposal detailing the
manpower supply services, including labor categories, rates, duration, and terms of
engagement. This document helps bridge the gap between manpower agencies and
clients by providing a transparent overview of costs and service commitments.

One of the primary reasons organizations emphasize a well-crafted manpower quotation is
to ensure clarity and avoid disputes. In sectors like construction, manufacturing, or event
management, where temporary labor is in high demand, an unambiguous quotation
format can prevent misunderstandings related to pricing, work hours, or employee
guali?cations.

Furthermore, a standardized manpower quotation format enhances professionalism and
credibility. Clients often compare multiple quotations before ?nalizing a vendor, and a
comprehensive, well-organized quotation can signi?cantly in?uence their choice. By
integrating detailed cost breakdowns and terms, manpower providers can showcase their

value proposition e?ectively.
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Key Components of an E?ective Manpower Quotation Format

An in-depth examination of manpower quotation formats reveals several essential
elements that should be present to ensure comprehensiveness and utility.

1. Contact and Company Information

Every quotation must begin with the basic identi?cation details of both the manpower
agency and the client. This includes company names, addresses, contact persons, phone
numbers, and email addresses. Clear identi?cation aids in formal communications and
record-keeping.

2. Quotation Reference Number and Date

Including a unique quotation number and the date of issue assists in tracking the
document within organizational work?ows. It also helps maintain version control,
especially when multiple revisions occur during negotiations.

3. Description of Services

A detailed description of the manpower services o?ered is fundamental. This section
should specify the categories of workers (e.g., skilled labor, supervisors, technicians), the
number of personnel required, job roles, and any special quali?cations or certi?cations.
4. Pricing Structure

The pricing breakdown is arguably the most critical section. It commonly includes:

Unit rates per worker per day or hour
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Total number of workdays or hours

Additional charges such as overtime, transportation, or accommodation

3.

Applicable taxes or service fees

4.

Presenting these costs clearly allows clients to assess a?ordability and compare o?ers
objectively.

5. Terms and Conditions

This segment covers contractual obligations, payment terms, notice periods, liability
clauses, and other legal considerations. Including these details upfront helps minimize
future con?icts.

6. Validity Period

Quotations should specify their validity duration, ensuring that pricing and terms remain
binding only for a de?ned timeframe. This protects both parties from market ?uctuations
and changes in labor availability.

7. Signature and Authorization

Finally, authorized signatures from both parties authenticate the quotation and pave the
way for subsequent agreements.

Comparative Insights: Manual vs. Template-Based Formats

In practice, manpower quotation formats range from manually drafted documents tailored
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to speci?c clients to standardized templates designed for e?ciency and consistency.
Manually prepared quotations o?er customization advantages, allowing providers to
address unique client requirements or project complexities. However, they may lack
uniformity, potentially leading to omitted information or inconsistent presentation, which
can diminish professionalism.

On the other hand, template-based manpower quotation formats streamline the creation
process by providing prede?ned sections and formatting. These templates enhance
accuracy, save time, and facilitate brand consistency. Many agencies utilize software
solutions or spreadsheet templates that can automatically calculate totals, taxes, and
generate summaries, further improving precision.

Despite these bene?ts, overly rigid templates may limit ?exibility, making it challenging to
articulate specialized terms or unique service features. A balanced approach often
involves using templates as a foundation while permitting necessary customizations.
Integrating LS| Keywords to Enhance Understanding

When discussing manpower quotation format, related terms such as ?sta?ng proposal
template,? ?labor cost estimate,? ?workforce procurement quotation,? and ?employee
outsourcing pricing? frequently arise. These phrases are integral to capturing the full
spectrum of the manpower service quotation process.

For instance, a ?sta?ng proposal template? typically overlaps with manpower quotations

but may include additional strategic elements like workforce planning or recruitment
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timelines. Similarly, ?labor cost estimate? focuses speci?cally on the ?nancial dimension,
often forming part of the broader quotation document.

Understanding these related concepts enriches the professional?s ability to craft or
evaluate manpower quotations that are not only precise in pricing but also comprehensive
in scope.

Bene?ts and Drawbacks of a Detailed Manpower Quotation Format

An exhaustive manpower quotation format brings several advantages:

Transparency: Clients gain clear visibility into costs and services.

Improved Negotiations: Detailed terms facilitate smoother discussions and
2.

adjustments.

Risk Mitigation: Clearly de?ned responsibilities reduce legal disputes.

3.

Professional Image: A well-presented quotation re?ects positively on the
4.

provider?s reliability.

Conversely, overly complex quotations could overwhelm clients or delay decision-making,
especially if extraneous details obscure critical information. Therefore, striking a balance
between thoroughness and clarity is crucial.

Digital Evolution: The Impact of Technology on Manpower
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Quotation Formats

The digitization of manpower quotation formats has revolutionized how sta?ng agencies
and clients interact. Cloud-based platforms and quotation management software enable
real-time updates, electronic approvals, and integration with payroll or project
management systems.

Such technological advancements promote faster turnaround times and reduce human
errors inherent in manual documentation. Moreover, analytics derived from digital
guotations can inform pricing strategies, demand forecasting, and client relationship
management.

However, reliance on technology necessitates data security considerations and user
training to maximize bene?ts without compromising con?dentiality or accuracy.

Best Practices for Drafting Manpower Quotation Formats

To optimize the e?ectiveness of manpower quotation formats, professionals should
adhere to several best practices:

Consistency: Maintain a uniform structure and terminology across all
guotations.

Accuracy: Ensure all ?gures are double-checked and updated according to
current

market rates.
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Clarity: Use straightforward language free from jargon to facilitate
understanding.

3.

Customization: Tailor quotations to the client?s speci?c needs without
sacri?cing

4.

essential details.

Compliance: Align terms with applicable labor laws and industry standards.
5.

Employing these guidelines enhances the likelihood of successful engagements and
fosters long-term client trust.

The manpower quotation format remains a vital instrument in workforce procurement,
serving as both a ?nancial blueprint and a contractual prelude. As industries evolve and
labor demands shift, continuous re?nement of these formats will be key to sustaining
transparent, e?cient, and mutually bene?cial manpower partnerships.

manpower quotation template, manpower service quotation, manpower supply quotation
format, manpower contract quotation, labor quotation format, workforce quotation
template, sta?ng quotation format, manpower proposal format, manpower pricing sheet,

manpower cost estimation format

Sample email for revised quotation
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sample email for revised quotation: How to Craft an Effective and Professional Message

In the world of business communication, sending a sample email for revised quotation is a common
yet crucial task. Whether you?re a supplier, service provider, or vendor, providing clients with an
updated quotation can significantly influence their purchasing decisions and strengthen your
professional relationship. A well-written, clear, and courteous email not only conveys the necessary
information but also enhances your company's reputation for professionalism and customer service.

This article offers a comprehensive guide on how to craft an effective sample email for a revised
guotation. We will explore the key components to include, best practices, and provide sample
templates to help you communicate revisions confidently and efficiently.

Understanding the Importance of a Revised Quotation Email

A revised quotation email is sent when there are changes to the original quotation due to factors
such as:

- Price adjustments

- Changes in scope or specifications
- Updated delivery timelines

- Additional terms and conditions

Providing a clear and professional revised quotation ensures transparency, minimizes

misunderstandings, and maintains trust with your clients. It also demonstrates your commitment to
addressing client concerns and accommodating their needs.

Key Elements of a Sample Email for Revised Quotation

When composing a revised quotation email, certain elements are essential to include to make the
message effective and professional:

1. Clear Subject Line
- Should clearly indicate the purpose, e.g., ?Revised Quotation for Project XYZ? or ?Updated
Quote Based on Your Request.?

- Example: Revised Quotation for Your Order 12345

2. Courteous Opening
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- Address the recipient respectfully.
- Express appreciation for their interest or previous communication.

3. Reference to Original Quotation
- Mention the original quotation details.
- Clarify what prompted the revision.
4. Detailed Breakdown of Revisions
- Clearly specify what has changed.
- Include updated prices, quantities, specifications, or terms.
- Use bullet points or tables for clarity.
5. Attachments and Supporting Documents
- Attach the revised quotation document.
- Reference it within the email.
6. Call to Action
- Invite the recipient to review the revised quotation.
- Specify how they can proceed, e.g., confirm acceptance, request further modifications.
7. Professional Closing
- Use polite closing remarks.

- Include your contact information for follow-up.

Best Practices for Writing a Revised Quotation Email

To make your email effective and professional, consider the following best practices:

- Be Clear and Concise: Avoid ambiguity; specify exactly what has been revised.
- Maintain a Professional Tone: Even if revisions are due to errors, keep the tone courteous and
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respectful.
- Double-Check Details: Ensure all figures, specifications, and attachments are accurate.
- Personalize the Message: Use the recipient?s name and reference previous communications.
- Follow Up: If you don?t receive a response within a reasonable timeframe, follow up politely.

Sample Email for Revised Quotation

Below is a comprehensive sample email template to guide you in drafting your own revised
guotation email:

“plaintext
Subject: Revised Quotation for Your Order 12345
Dear Mr. Johnson,

Thank you for your continued interest in our products/services. We appreciate the opportunity to
revise our initial quotation to better meet your requirements.

Following your request for adjustments, please find attached the updated quotation for your review.

The revisions are summarized below:

- Product A: Quantity increased from 100 to 150 units.

- Price per unit: Adjusted from $50 to $45 due to bulk discount.
- Delivery timeline: Updated to 4 weeks from order confirmation.
- Payment terms: Extended to net 30 days.

Please review the attached document titled ?Revised_Quotation_Order12345.pdf? for detailed
pricing and terms.

We believe this revised quotation aligns with your needs. Kindly let us know if you have any further
guestions or require additional modifications. If everything meets your approval, please confirm by
replying to this email or signing and returning the attached quotation document.

We look forward to your confirmation and hope to proceed with fulfilling your order promptly.

Thank you for considering our revised proposal.

Best regards,
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Jane Smith

Sales Manager

ABC Supplies Ltd.

Phone: (123) 456-7890

Email: [email protected]

Website: www.abcsupplies.com

Additional Tips for Crafting Your Email

- Use Clear Attachments: Always attach the revised quotation document with a clear filename.

- Highlight Changes: In the email body, emphasize key revisions for quick reference.

- Maintain Consistency: Use the same tone and formatting style as your previous
correspondence.

- Proofread: Check for grammatical errors and accuracy before sending.

Conclusion

A sample email for revised quotation is an essential communication tool that ensures transparency,
professionalism, and timely updates in business dealings. By including all necessary detalils,
maintaining a courteous tone, and following best practices, you can effectively communicate
revisions to your clients, foster trust, and facilitate smooth transactions.

Whether you?re updating prices, delivery dates, or scope, the right email can make a significant
difference in client satisfaction and ongoing business relationships. Use the provided templates and
tips as a foundation to craft your own professional revised quotation emails, and always tailor your

message to suit the specific context and recipient.

Remember, clear communication builds confidence?so invest time in making your revised quotation
emails precise, polite, and professional.

Sample Email for Revised Quotation: An In-Depth Analysis

In the realm of business communications, particularly in procurement and project management, the
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sample email for revised quotation stands out as a critical document. It serves as a formal
communication tool that ensures clarity, professionalism, and mutual understanding between clients
and suppliers when adjustments to initial proposals are necessary. As organizations increasingly
rely on precise and transparent exchanges, understanding the nuances of drafting such emails
becomes essential for effective operations.

This comprehensive review delves into the significance of revised quotation emails, exploring their
structure, key components, best practices, and common pitfalls. Whether you're a procurement
officer, supplier representative, or business owner, mastering the art of crafting an appropriate
revised quotation email can enhance negotiations, foster trust, and streamline project workflows.

The Importance of a Well-Written Revised Quotation Email

Revising a quotation isn't merely about updating figures; it reflects professionalism, responsiveness,
and commitment to client satisfaction. When a client requests modifications?be it changes in scope,
pricing, delivery timelines, or other terms?a prompt and clear response is vital.

Key reasons why a well-crafted revised quotation email matters include:
- Maintaining Transparency: Ensures all parties understand the scope and pricing changes.
- Building Trust: Demonstrates professionalism and attentiveness to client needs.

- Avoiding Misunderstandings: Clarifies any ambiguities that might lead to disputes or delays.
- Facilitating Decision-Making: Provides clients with accurate, updated information for approval.

Core Components of a Sample Revised Quotation Email
A standard revised quotation email should be structured logically, covering all essential details.
Here?s an outline of the core components:

- Subject Line

- Clear and concise, indicating the email?s purpose.
- Examples:

- "Revised Quotation for [Project/Service Name]"

- "Updated Proposal Based on Your Request”

- Formal Salutation
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- Address the recipient professionally.
- Use titles and last names if known, e.g., "Dear Mr. Smith," or a generic greeting such as "Dear
Valued Customer."

- Reference to Original Quotation

- Mention the initial quotation number or date.
- Example:
- "Referring to our quotation dated March 10, 2024, with quotation number Q12345..."

- Acknowledgment of Client Request

- Express appreciation for the client's feedback or request for revisions.
- Example:
- "Thank you for your feedback and for giving us the opportunity to revise our proposal.”

- Summary of Requested Changes

- Briefly restate the modifications the client requested.
- This confirms understanding and aligns expectations.

- Present the Revised Quotation

- Clearly outline the updated prices, scope, terms, and conditions.
- Use tables or bullet points for clarity.

- Include:

- Item descriptions

- Quantities

- Unit prices

- Total amounts

- Any discounts or adjustments
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- Justification or Explanation (if necessary)

- Provide context for changes, especially if adjustments are significant.
- Example:
- "The revised price reflects updated material costs as per recent supplier quotes."

- Validity Period

- Specify how long the revised quotation remains valid.

- Next Steps and Call to Action

- Invite the client to review, ask questions, or confirm acceptance.
- Example:
- "Please review the attached revised quotation and let us know if you wish to proceed."”

- Closing Remarks and Contact Information

- Express willingness to assist further.
- Provide contact details for queries.

- Professional Sign-Off

- Use appropriate closing phrases such as "Best regards,” or "Sincerely,” followed by your name,
position, and contact details.
Sample Structure of a Revised Quotation Email

Below is an illustrative template to guide drafting your own revised quotation email:

Subject: Revised Quotation for [Project/Order Name]
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Dear [Recipient?s Name],

Thank you for your feedback on our initial quotation dated [Date], with reference number [Ref
Number]. We appreciate the opportunity to revise our proposal to better suit your requirements.

Based on your requested modifications, please find below the updated quotation:
Summary of Adjustments:
- Change in scope: [Brief description]
- Price adjustments: [Brief details]
- Delivery timeline: [Updated schedule]
- Payment terms: [Modified terms]
Revised Quotation Details:
| tem Description | Quantity | Unit Price | Total Price |
oo — S R — |
| [Iltem 1] | [Qty] | [Price] | [Total] |
| [Item 2] | [Qty] | [Price] | [Total] |
| Subtotal | | | [Subtotal] |
| Applicable Taxes | | | [Tax] |
| Grand Total | | | [Total Amount] |
(Attach detailed quotation document if necessary)
Notes:
- This revised quotation is valid until [Date].
- Prices are exclusive of applicable taxes.

- Delivery can be scheduled as per your preferred timeline.

Please review the attached document and confirm if the revised terms meet your expectations.
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Should you have any questions or require further adjustments, feel free to contact me directly at
[Phone Number] or [Email Address].

We look forward to your feedback and hope to proceed with this project at your earliest
convenience.

Best regards,
[Your Name]
[Your Position]
[Your Company]
[Contact Details]
Best Practices for Drafting an Effective Revised Quotation Email
To ensure your email communicates professionalism and clarity, consider these best practices:
Use Clear and Precise Language
- Avoid jargon or ambiguous terms.
- Be specific about changes and reasons for adjustments.
Be Prompt and Responsive
- Send revisions promptly after receiving client requests.
- A quick turnaround demonstrates reliability.
Attach Supporting Documents
- Include the detailed revised quotation, terms and conditions, and any relevant documents.
- Reference attachments clearly in the email body.

Maintain Professional Tone
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- Use courteous language and maintain a respectful tone throughout.

Confirm Understanding

- Restate key points to avoid misunderstandings.
- Invite questions or clarifications.

Follow Up

- Follow up if you do not receive a response within a reasonable timeframe.

Common Pitfalls to Avoid

While drafting a revised quotation email, be mindful of:

- Overloading with Information: Keep the email succinct but comprehensive.

- Ambiguous Pricing: Clearly specify all costs and adjustments.

- Ignoring Client Feedback: Address all requested changes explicitly.

- Lack of Validity Period: Always specify how long the quotation is valid.

- Neglecting Attachments: Ensure all relevant documents are attached and referenced.

Conclusion: The Value of a Thoughtfully Drafted Revised Quotation
Email

In conclusion, the sample email for revised quotation is more than a mere template; it embodies
professionalism, clarity, and responsiveness. When executed effectively, it can strengthen client
relationships, facilitate smoother negotiations, and ultimately contribute to successful project
outcomes. Crafting such emails with attention to detail and adherence to best practices is an
investment in business credibility and operational efficiency.

By understanding the essential components, maintaining clarity, and fostering open communication,
organizations can turn a routine revision into an opportunity for demonstrating commitment and
building trust. As business environments grow increasingly competitive and customer-centric,
mastering the art of the revised quotation email is a strategic advantage worth cultivating.

End of Article

QuestionAnswer What should be included in a sample email for a revised quotation? A clear
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subject line indicating the revision, a polite greeting, reference to the original quotation, details of the
revisions made, the updated quotation amount, and a courteous closing statement. How can |
ensure my revised quotation email is professional? Use a formal tone, address the recipient
properly, be concise and specific about changes, and proofread the email for clarity and correctness
before sending. When should | send a revised quotation email? Send a revised quotation promptly
after reviewing and making necessary adjustments to the initial quotation, especially when
requested by the client or due to errors or changed requirements. What is a good subject line for a
revised quotation email? ?Revised Quotation for [Project/Service Name]? or ?Updated Proposal for
Your Review? to clearly indicate the email's purpose. How do | address pricing changes in a revised
guotation email? Specify the original price, clearly outline the reasons for the change, and provide
the new quotation amount with a breakdown if necessary for transparency. Should | attach the
revised quotation as a document? Yes, attaching the revised quotation as a PDF or Word document
helps maintain formatting and provides a clear reference for the client. What tone should | use in a
sample email for a revised quotation? Maintain a professional, courteous, and collaborative tone to
foster positive communication and address any concerns the client might have. Can you provide a
sample opening line for a revised quotation email? Certainly! ?Dear [Client Name], please find
attached the revised quotation for [Project/Service], reflecting the updates discussed.? How should |
follow up after sending a revised quotation email? Wait a reasonable period, then send a polite
follow-up to confirm receipt, ask if they have any questions, or to discuss next steps.
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