[Your Business Name]
[Address line] · [City, State PIN] · Phone [ ] · [email]
GSTIN: [ ]

QUOTATION
	Quotation No.
	Q-[001]
	Date
	[DD-MM-YYYY]

	To
	[Customer name]
	Valid until
	[DD-MM-YYYY]

	Address
	[Customer address]
	Contact
	[Name, phone]



Dear Sir / Madam,
Thank you for your enquiry. We are pleased to quote our best rates for the following:
	#
	Description
	HSN/SAC
	Qty
	Unit
	Rate (₹)
	Amount (₹)

	1
	[Item or service description]
	[ ]
	[ ]
	[ ]
	[ ]
	[ ]

	2
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	



	Sub-total
	₹ [ ]
	GST @ [ ]%
	₹ [ ]

	Freight / other
	₹ [ ]
	Total
	₹ [ ]



Terms and conditions
Prices are [inclusive / exclusive] of GST.
Payment: [100% advance / 50% advance, balance before dispatch / 30 days from invoice].
Delivery: within [ ] days of confirmed order, [ex-works / delivered to your site].
This quotation is valid until the date mentioned above.
Warranty: [as per manufacturer / [ ] months].
We look forward to your order.
For [Your Business Name]
Authorised signatory
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