	SERVICE QUOTATION
[Your Business Name]
[Street address, City, Postcode]
[Email] · [Phone]
[Tax / VAT / GST registration no.]
	Quotation No.: HQ-0001
Date: [DD/MM/YYYY]
Valid until: [DD/MM/YYYY]


PREPARED FOR
[Client Name]
[Company]
[Address]
[Email]
Project: [Project name and one-line goal]
Each task is quoted as estimated hours x hourly rate. Final invoices follow actual hours if they differ.

	#
	Task
	Hours
	Rate
	Amount

	1
	Discovery call and requirements brief (example row)
	4
	75.00
	300.00

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 



	Subtotal
	[0.00]

	Discount ([0]%)
	[0.00]

	Tax ([0]%)
	[0.00]

	TOTAL
	[0.00]

	Deposit due on acceptance ([50]%)
	[0.00]


TERMS & NOTES
Hours are estimates. We will tell you before any task runs more than [10]% over its estimate.
Work outside these tasks is quoted separately. Invoices are due within [14] days.
ACCEPTANCE
Accepted by: ______________________   Signature: __________________   Date: ___________
Made with the free Taskip quotation template. Create, send and track quotes online: taskip.net/tools/free-quotation-generator/
