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


PREPARED FOR
[Client Name]
[Company]
[Address]
[Email]
Monthly retainer: [Service, for example social media management]
A monthly fee for an agreed set of services and hours. Billed in advance each month.

	Service
	Included each month
	Hours
	Monthly fee

	Content creation (example row)
	12 posts and 4 reels
	20
	1,200.00

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 



	Monthly retainer
	[0.00]

	Tax ([0]%)
	[0.00]

	Monthly total
	[0.00]

	One-time setup fee
	[0.00]

	First invoice
	[0.00]


TERMS & NOTES
Minimum term: [3] months, then month to month with [30] days' notice.
Hours beyond the monthly allowance are billed at [rate] per hour with your approval first. Unused hours do not roll over.
ACCEPTANCE
Accepted by: ______________________   Signature: __________________   Date: ___________
Made with the free Taskip quotation template. Create, send and track quotes online: taskip.net/tools/free-quotation-generator/
