   [image: ]Simple Quotation Template
	
[BUSINESS NAME]

	[OWNER NAME]

	[E-MAIL]

	[PHONE]

	[WEBSITE]

	[ADDRESS]




	Bill to
	Ship to
	Invoice no.:
	1

	[CLIENT NAME]
	[SHIPPING ADDRESS]
	Invoice date:
	[MM.DD.YYYY]

	[E-MAIL]
	[TRACKING #]
	Due:
	[MM.DD.YYYY]

	[PHONE]
	
	
	

	[ADDRESS]
	
	
	




	DESCRIPTION
	
	
	
	
	

	[ITEM NAME #1]
	
	
	
	
	

	[ITEM NAME #2]
	
	
	
	
	

	[ITEM NAME #3]
	
	
	
	
	





	Payment instruction

	[ADD INFORMATION ABOUT

	YOUR PAYMENT METHOD]

	


	



	



	Subtotal, USD:
	

	Discount, USD:
	

	Shipping Cost, USD:
	

	Sales Tax, USD:
	

	Total, USD:
	

	Amount paid, USD:
	

	Balance Due, USD:
	



 
Notes:





	Client signature
	Business signature

	[CLIENT NAME]
	[OWNER NAME]
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