Quotation No.: RQ-0001
RATE QUOTATION Date: [DD/MM/YYYY]
[Your Business Name] Rates valid until: [DD/MM/YYYY]

[Street address, City, Postcode]
[Email] - [Phone]
[Tax / VAT / GST registration no.]

PREPARED FOR
[Client Name]

[Company]

[Address]

[Email]

Subject: Rate quotation / rate list for [items or services]

A rate list quotes a price per unit without quantities. The buyer orders against these rates until the validity date.

# Item or service Unit Rate Min. order

1 A4 copier paper, 75 gsm (example row)  ream 240.00 50 reams 3 days
Taxes [Extra at the
applicable rate /
Included]
Price basis [Ex-works |
Delivered]

TERMS & NOTES
Rates are per unit and valid until the date above. Orders below the minimum may be charged extra.
Payment: [terms]. Delivery charges: [included / extra at actuals].

ACCEPTANCE
Accepted by: Signature: Date:

Made with the free Taskip quotation template. Create, send and track quotes online: taskip.net/tools/free-quotation-generator/



