
Quote Follow-Up Email Templates 
Replace the placeholders, review the current facts and send from your usual email account. 

Check receipt 
Subject: Did estimate [reference] reach you? 

Hi [name], 

I am checking that you received estimate [reference], sent on [date], for [scope]. I have [attached the current 
version / included its link] for convenience. 

Please let me know if you would like anything clarified before deciding. 

Thank you,​
[sender and contact] 

 

Clarify the scope 
Subject: A clarification on estimate [reference] 

Hi [name], 

Following your question about [topic], the estimate includes [included work] and excludes [excluded work]. 
[State the confirmed clarification.] 

If the scope needs to change, let me know and I will prepare a revised estimate for review before the work is 
agreed. 

Thank you,​
[sender and contact] 

 

 

 

 



Quote Follow-Up Email Templates 
Replace the placeholders, review the current facts and send from your usual email account. 

Invite questions 
Subject: Questions about estimate [reference]? 

Hi [name], 

Have you had a chance to review estimate [reference] for [scope]? If there is a question about the work, timing 
or price, I am happy to explain it. 

Please reply with any questions or let me know how you would like to proceed. 

Thank you,​
[sender and contact] 

 

Send an optional reminder 
Subject: Next step for estimate [reference] 

Hi [name], 

I am following up on estimate [reference]. If you would like to proceed, please [actual approval step]. We will 
then confirm scheduling. 

[Include the genuine valid-until date only if one applies to this estimate.] If the work is no longer needed, a quick 
reply will help us update the enquiry. 

Thank you,​
[sender and contact] 

 

 

 

 



Quote Follow-Up Email Templates 
Replace the placeholders, review the current facts and send from your usual email account. 

Close an inactive enquiry 
Subject: Closing the enquiry for estimate [reference] 

Hi [name], 

We have not heard back about estimate [reference], so we will mark this enquiry inactive for now. No work has 
been scheduled on the basis of this message. 

If you would like to revisit it, reply and we can check the scope, current pricing and availability with you. 

Thank you,​
[sender and contact] 

 

 

 

 



 

Keep work and messages together 
Keep customer conversations with the work they concern as the next step becomes clear. Keep using this template, 
or explore Hili when your team needs a shared workflow. 

Explore Hili 

Template v2.3.0 | Updated October 30, 2026 

License and use notice 
Permission to use and modify 
Copyright 2026 Hili AI Inc. These templates and examples are licensed under Creative Commons Attribution 4.0 International (CC BY 4.0). You 
may copy, modify, and redistribute them, including commercially, under that license. License: https://creativecommons.org/licenses/by/4.0/ 
Credit and scope 
When sharing, retain reasonable credit, the license link and disclaimer notice, and identify changes. Suggested credit: Template by Hili AI Inc., 
https://hiliai.com/, CC BY 4.0; modified by [name] if applicable. The license covers only copyright and similar rights Hili AI Inc. holds, if any. It does 
not claim rights in your entered data, facts, ideas, or other unprotected material. 
Informational use only 
These general planning and recordkeeping aids are not legal, tax, engineering, safety, or other professional advice; contracts; emergency 
reporting services; or compliance certifications. They do not replace qualified judgment, inspections, manufacturer guidance, or applicable 
requirements. Check suitability, calculations, permissions, and local requirements before relying on a template. 
No warranty and limitation of liability 
Materials are provided AS IS and AS AVAILABLE. To the fullest extent permitted by law, Hili AI Inc. and its directors, officers, employees, 
contractors, and contributors disclaim warranties, including accuracy, completeness, fitness, merchantability, and non-infringement, and liability for 
losses or damage arising from use, modification, or inability to use the materials. No outcome is guaranteed. Nothing excludes rights or liability 
that cannot lawfully be excluded. CC BY 4.0 Section 5 governs its warranty and liability provisions. 
Branding privacy and changes 
The Powered by Hili capsule identifies the template source. It does not imply Hili prepared, reviewed, verified or endorsed completed content or 
recorded services. Users are responsible for their changes, entered data and checking suitability. The final Hili page or tab may be removed; keep 
reasonable attribution and the license and disclaimer notices with shared copies, for example in the accompanying Hili-LICENSE.txt file. Hili 
names and logos are excluded from this content license except for source attribution; no other trademark rights or endorsement are granted. 
Example records are fictional. Keep completed records private and share only information you have permission to use. 
License controls 
This notice does not add restrictions to CC BY 4.0. The full license controls: https://creativecommons.org/licenses/by/4.0/legalcode.en. Version 
1.1, issued 2026-10-29. 
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