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Erp Quotation Sample
 
ERP Quotation Sample: Crafting E?ective Proposals for Enterprise Resource Planning
 
Solutions
 

erp quotation sample documents serve as a crucial starting point when
businesses seek
 
to implement or upgrade their Enterprise Resource Planning (ERP) systems. Whether you
 
are a software vendor, a consultant, or a business looking to request proposals,
 
understanding how to create and interpret a high-quality ERP quotation sample can
 
streamline communication, set clear expectations, and ultimately pave the way for
 
successful ERP deployment.
 
In this article, we?ll explore what an ERP quotation typically includes, why it?s important,
 
and how to craft or evaluate one e?ectively. We?ll also examine some common
 
terminologies and components that help both providers and clients make informed
 
decisions.
 

What Is an ERP Quotation Sample?
 
An ERP quotation sample is essentially a detailed estimate provided by an ERP vendor or
 
service provider that outlines the costs, scope, and terms associated with delivering an
 
ERP solution. It acts as a formal o?er tailored to a potential client?s needs and
 
requirements.
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Unlike generic price listings, a well-prepared ERP quotation sample includes speci?cs such
 
as software license fees, implementation charges, customization costs, training, support
 
services, and sometimes even hardware requirements. It also often details timelines and
 
payment terms.
 

Why Is an ERP Quotation Important?
 
ERP systems are complex and can represent signi?cant investments. A clear and
 
comprehensive quotation helps businesses:
 
Compare di?erent vendor o?erings on a like-for-like basis
 
Understand the total cost of ownership, including hidden or variable expenses
 
Set realistic budgets and timelines for ERP deployment
 
Avoid misunderstandings by clarifying deliverables and responsibilities upfront
 
For providers, it acts as a binding proposal that protects them legally while showcasing
 
professionalism and transparency.
 

Key Components of an ERP Quotation Sample
 
When reviewing or preparing an ERP quotation, it?s vital to ensure the document covers all
 
necessary aspects. Here are the key components typically found in an ERP quotation
 
sample:
 

1. Executive Summary
 
A brief overview highlighting the purpose of the quotation, the client?s needs as
 
understood by the vendor, and a summary of the solution proposed. This sets the tone
 
and context.

Published by: cluster7-scale-out-0dd80eae.onmongodev.com Page 2 of 28



Erp quotation sample File PDF Vol. 2023, Issue 7

 

2. Scope of Work
 
Clearly de?nes what the ERP system will cover, including modules (?nance, HR, supply
 
chain, manufacturing, etc.), and the extent of customization or integration with existing
 
systems.
 

3. Pricing Details
 
This section breaks down the costs, such as:
 
Software licenses (per user or per module)
 
Implementation and con?guration fees
 
Custom development charges
 
Data migration and integration costs
 
Training and user support fees
 
Maintenance and annual subscription costs (if applicable)
 

4. Project Timeline
 
An estimated schedule outlining key milestones like project kicko?, phases of deployment,
 
testing, training, and go-live dates.
 

5. Terms and Conditions
 
Legal and contractual details covering payment terms, warranty, intellectual property
 
rights, con?dentiality, and cancellation policies.
 

6. Contact Information and Validity
 
Vendor contact details and the validity period of the quotation to encourage timely
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decision-making.
 

How to Use an ERP Quotation Sample E?ectively
 
Whether you?re a buyer or a seller, leveraging an ERP quotation sample optimally can help
 
in smoother negotiations and better outcomes.
 

Tips for Buyers
 

Compare Multiple Quotes: Request quotations from several vendors using a
 
1.
 
standardized template to facilitate apples-to-apples comparison.
 

Check for Hidden Costs: Look beyond the headline price and assess ongoing
 
2.
 
costs like support, upgrades, or additional licenses.
 

Clarify Technical Details: Make sure the quotation speci?es the system
 
3.
 
architecture, deployment method (cloud or on-premise), and compatibility with your
 
existing infrastructure.
 

Seek References and Case Studies: A quotation backed by proven
 
4.
 
implementation success tends to be more reliable.
 

Tips for Sellers
 

Personalize the Quotation: Tailor your proposal to the prospect?s industry,
size,
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1.
 
and pain points to demonstrate understanding.
 

Be Transparent: Clearly outline what is included and excluded to manage
 
2.
 
expectations e?ectively.
 

Highlight Value-Adds: Emphasize unique features, post-implementation
support,
 
3.
 
or training services that di?erentiate your o?ering.
 

Include Visuals: Flowcharts, timelines, and pricing tables make quotations
easier
 
4.
 
to digest and more professional-looking.
 

Sample ERP Quotation Template Outline
 
To give a clearer idea, here?s a simpli?ed outline of what an ERP quotation sample might
 
look like:
 
**Company Header and Logo**
 
1.
 
**Client Information**
 
2.
 
**Quotation Number and Date**
 
3.
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**Executive Summary**
 
4.
 
**Detailed Scope of Work**
 
5.
 
**Itemized Pricing Table**
 
6.
 
ERP Modules (Finance, Inventory, HR, etc.)
 
License Fees
 
Implementation Services
 
Customization Charges
 
Training Sessions
 
Support and Maintenance
 
**Project Timeline and Milestones**
 
7.
 
**Terms and Conditions**
 
8.
 
**Validity Period of the Quotation**
 
9.
 
**Contact Details**
 
10.
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This structure ensures that all necessary information is presented logically and
 
comprehensively.
 

Understanding ERP Pricing Models Through Quotations
 
ERP quotations often re?ect di?erent pricing models, which can in?uence your decision:
 
**Perpetual Licensing:** One-time fee granting inde?nite use, usually coupled with
 
annual maintenance fees.
 
**Subscription-Based:** Monthly or annual payments, common in cloud-based ERP
 
solutions.
 
**User-Based Pricing:** Cost depends on the number of users or seats.
 
**Module-Based Pricing:** Clients pay only for the modules they require.
 
**Custom Pricing:** For highly tailored solutions, pricing is based on the complexity
 
and e?ort involved.
 
Recognizing these models within an ERP quotation sample helps businesses align their
 
budget with operational needs.
 

Common Challenges When Reviewing ERP Quotations
 
Evaluating ERP quotations can be tricky, especially for organizations new to ERP systems.
 
Some common challenges include:
 
**Ambiguous Terminology:** Technical jargon without clear explanations can
 
confuse decision-makers.
 
**Incomplete Cost Breakdown:** Missing details on training or support fees lead to
 
underestimating total costs.
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**Unrealistic Timelines:** Overly optimistic schedules can cause frustration and
 
project delays.
 
**Lack of Customization Clarity:** Not specifying which features are standard versus
 
custom-built can cause scope creep.
 
Addressing these issues early by asking vendors for clari?cations or revisions can save
 
time and money.
 

The Role of ERP Quotation Samples in Vendor Selection
 
An ERP quotation sample is often the ?rst formal step in vendor selection. It provides a
 
tangible basis for comparing capabilities, costs, and commitments. Alongside product
 
demos and client testimonials, quotations give decision-makers con?dence and clarity.
 
Moreover, a professional and detailed quotation re?ects the vendor?s commitment to
 
transparency and customer service, which are key factors in long-term partnerships.
 

Final Thoughts on ERP Quotation Samples
 
Navigating the world of ERP solutions can be overwhelming, but starting with a well-
 
crafted ERP quotation sample can make a signi?cant di?erence. It bridges the gap
 
between technical o?erings and business needs, ensuring both parties are aligned before
 
embarking on deployment.
 
Whether you?re drafting your own quotation or analyzing one from a vendor, focusing on
 
clarity, completeness, and relevance will lead to better decisions and more successful ERP
 
implementations. Taking the time to understand the nuances of pricing, scope, and
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timelines embedded in an ERP quotation sample will empower you to select solutions that
 
truly ?t your organization?s goals.
 

Question
 

Answer
 
What is an ERP
 
quotation sample?
 
An ERP quotation sample is a template or example document
 
that outlines the pricing, scope, and terms for implementing
 
an Enterprise Resource Planning (ERP) system, helping
 
businesses understand and evaluate ERP vendor proposals.
 
Why is an ERP quotation
 
sample important for
 
businesses?
 
An ERP quotation sample helps businesses compare di?erent
 
ERP vendors by providing a clear and structured overview of
 
costs, deliverables, and services, enabling informed decision-
 
making and budget planning.
 
What key elements
 
should be included in an
 
ERP quotation sample?
 
Key elements include software licensing fees, implementation
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costs, customization charges, training expenses, support and
 
maintenance fees, project timelines, and payment terms.
 
Where can I ?nd a
 
reliable ERP quotation
 
sample?
 
Reliable ERP quotation samples can be found on ERP vendor
 
websites, business software forums, downloadable templates
 
from consulting ?rms, and professional marketplaces like
 
LinkedIn or specialized ERP blogs.
 
How can I customize an
 
ERP quotation sample
 
for my business needs?
 
To customize an ERP quotation sample, tailor the scope of
 
services, specify required modules, adjust pricing based on
 
your user count or transaction volume, and include any
 
unique customization or integration requirements relevant to
 
your business.
 
What are common
 
challenges when
 
interpreting ERP
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quotation samples?
 
Common challenges include understanding technical jargon,
 
hidden costs, di?erentiating between mandatory and optional
 
services, and assessing the scalability and ?exibility of the
 
ERP solution within the quotation.
 
Can an ERP quotation
 
sample help in
 
negotiating with
 
vendors?
 
Yes, an ERP quotation sample provides a benchmark that
 
helps businesses identify cost components, compare
 
competing o?ers, and negotiate better pricing or terms with
 
ERP vendors by clearly understanding what is included in the
 
proposal.
 
ERP Quotation Sample: A Professional Guide to Streamlining Enterprise Software
 
Procurement
 

erp quotation sample documents serve as a critical tool in the procurement and
 
implementation process of enterprise resource planning systems. As organizations
 
increasingly rely on ERP solutions to integrate diverse business functions?from ?nance
 
and supply chain management to human resources and customer relations?the need for
 
clear, concise, and comprehensive quotations grows paramount. Understanding the
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elements and structure of an e?ective ERP quotation can empower decision-makers to
 
compare vendors objectively, negotiate terms e?ectively, and ultimately select a solution
 
that aligns with their strategic goals.
 

Understanding the Purpose of an ERP Quotation Sample
 
An ERP quotation sample functions as a blueprint for both ERP vendors and prospective
 
clients. It outlines the proposed software modules, associated costs, implementation
 
timelines, support services, and licensing terms in a formalized manner. This document is
 
not merely a price list; it encapsulates the vendor?s understanding of the client?s
 
requirements and demonstrates how their product can address those needs.
 
By examining a well-crafted ERP quotation sample, businesses gain insights into pricing
 
structures?whether subscription-based, perpetual licensing, or hybrid models?and can
 
assess the total cost of ownership. Additionally, these samples often clarify customization
 
scopes, data migration e?orts, training provisions, and ongoing maintenance fees,
 
enabling a holistic evaluation beyond upfront expenses.
 

Key Components of an ERP Quotation Sample
 
A professional ERP quotation sample typically includes several essential sections:
 

Executive Summary: A brief overview that summarizes the solution?s value
 
1.
 
proposition tailored to the client?s business challenges.
 

Scope of Work: Detailed description of the ERP modules and features being
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2.
 
o?ered, including any custom development or integration services.
 

Pricing Breakdown: Itemized costs covering software licenses, implementation
 
3.
 
services, training, and support, often distinguished between one-time and recurring
 
fees.
 

Implementation Timeline: Project phases, milestones, and expected completion
 
4.
 
dates to set clear expectations on delivery.
 

Terms and Conditions: Legal stipulations, payment terms, warranty
information,
 
5.
 
and service level agreements (SLAs).
 

Contact Information: Vendor representatives for follow-up and negotiation.
 
6.
 
Inclusion of these components ensures transparency and fosters trust between vendors
 
and clients.
 

Comparing ERP Quotation Samples: What to Look For
 
When evaluating multiple ERP quotation samples, businesses must look beyond price to
 
understand the value proposition thoroughly. Several criteria can guide this comparative
 
analysis:
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Module Relevance and Customization
 
ERP systems vary widely in their modular architecture. A quotation sample should clearly
 
indicate which modules are included?such as ?nance, inventory, manufacturing, or
 
customer relationship management?and how customizable they are to unique business
 
processes. Overlooking this can lead to costly add-ons or inadequate functionality post-
 
implementation.
 

Pricing Transparency
 
Hidden costs often plague ERP projects. The best ERP quotation samples break down
 
expenses explicitly, distinguishing between license fees, implementation charges, and
 
ongoing support costs. Some vendors may o?er tiered pricing based on user count or data
 
volume, which should be clearly re?ected.
 

Implementation Strategy and Support
 
A detailed timeline with phased deliverables and responsible parties is a sign of a vendor?s
 
commitment to project management discipline. Furthermore, service level agreements
 
that de?ne response times, issue resolution processes, and update policies are critical for
 
long-term satisfaction.
 

Vendor Reputation and References
 
While not always included in the quotation sample, additional documentation or links to
 
case studies can validate the vendor?s claims. A reputable ERP provider often
 
supplements their quotation with client testimonials or industry certi?cations.
 

Common Formats and Tools for ERP Quotation Samples

Published by: cluster7-scale-out-0dd80eae.onmongodev.com Page 14 of 28



Erp quotation sample File PDF Vol. 2023, Issue 7

 
ERP quotation samples are typically delivered as PDF documents or formal proposal
 
letters. However, with the advent of digital procurement platforms, interactive quotation
 
tools that integrate with CRM or ERP demo environments are becoming more prevalent.
 
These tools allow real-time customization of module selections and instant recalculation of
 
costs, enhancing the evaluation process.
 
Microsoft Excel templates are also popular for ERP quotations, providing ?exibility in
 
itemizing costs and adjusting parameters. Regardless of format, clarity and
 
professionalism remain paramount to ensure the document serves its purpose e?ectively.
 

Bene?ts of Using an ERP Quotation Sample Template
 

Consistency: Standardized templates ensure all vendor proposals are
evaluated on
 
1.
 
a level playing ?eld.
 

E?ciency: Saves time by streamlining the preparation and review process.
 
2.
 

Clarity: Helps avoid miscommunication by clearly de?ning expectations and
 
3.
 
deliverables.
 

Negotiation Leverage: Detailed quotations provide a foundation for negotiating
 
4.
 
better terms or value-added services.
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Potential Challenges and How to Address Them
 
Despite their utility, ERP quotation samples can sometimes present challenges:
 

Overly Technical Language
 
Vendors may include jargon or complex technical descriptions that obscure the true costs
 
or bene?ts. It is advisable for procurement teams to involve IT specialists or consultants
 
who can interpret these details accurately.
 

Scope Creep Risks
 
Quotation samples that lack clear boundaries on customization or future enhancements
 
may lead to uncontrolled project scope growth. Establishing ?rm change management
 
protocols upfront mitigates this risk.
 

Comparability Issues
 
Di?erent vendors might use varying structures or assumptions in their quotations,
 
complicating side-by-side comparisons. Using a standardized ERP quotation sample
 
template can alleviate this.
 

Best Practices for Creating and Utilizing ERP Quotation Samples
 
To maximize the e?ectiveness of an ERP quotation sample, businesses should:
 

De?ne Requirements Clearly: Before soliciting quotations, document detailed
 
1.
 
business needs and priorities.
 

Request Multiple Quotes: Obtain at least three quotations to benchmark pricing
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2.
 
and o?erings.
 

Engage Stakeholders: Involve ?nance, IT, and operational teams in reviewing
 
3.
 
proposals.
 

Focus on Total Cost of Ownership: Consider not just initial expenses but long-
 
4.
 
term maintenance, upgrades, and training.
 

Ensure Transparency: Ask vendors to clarify any ambiguous terms or costs.
 
5.
 
By adhering to these principles, organizations can leverage ERP quotation samples as
 
powerful decision-making tools that contribute to successful ERP implementations.
 
In the evolving landscape of enterprise software procurement, an erp quotation sample
 
stands out as a foundational document that bridges vendor capabilities with
 
organizational needs. Its thoughtful preparation and thorough analysis can spell the
 
di?erence between a costly mis?t and an optimized enterprise solution.
 
erp quotation template, erp sales quote example, erp price quotation sample, erp
 
proposal format, erp quotation format pdf, erp quotation software, erp system quotation,
 
erp quotation document, erp quotation letter sample, erp quotation management

Sample Email For Revised Quotation
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sample email for revised quotation: How to Craft an Effective and Professional Message

In the world of business communication, sending a sample email for revised quotation is a common
yet crucial task. Whether you?re a supplier, service provider, or vendor, providing clients with an
updated quotation can significantly influence their purchasing decisions and strengthen your
professional relationship. A well-written, clear, and courteous email not only conveys the necessary
information but also enhances your company's reputation for professionalism and customer service.

This article offers a comprehensive guide on how to craft an effective sample email for a revised
quotation. We will explore the key components to include, best practices, and provide sample
templates to help you communicate revisions confidently and efficiently.

Understanding the Importance of a Revised Quotation Email

A revised quotation email is sent when there are changes to the original quotation due to factors
such as:

- Price adjustments
- Changes in scope or specifications
- Updated delivery timelines
- Additional terms and conditions

Providing a clear and professional revised quotation ensures transparency, minimizes
misunderstandings, and maintains trust with your clients. It also demonstrates your commitment to
addressing client concerns and accommodating their needs.

Key Elements of a Sample Email for Revised Quotation

When composing a revised quotation email, certain elements are essential to include to make the
message effective and professional:

1. Clear Subject Line

- Should clearly indicate the purpose, e.g., ?Revised Quotation for Project XYZ? or ?Updated
Quote Based on Your Request.?

- Example: Revised Quotation for Your Order 12345

2. Courteous Opening
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- Address the recipient respectfully.
- Express appreciation for their interest or previous communication.

3. Reference to Original Quotation

- Mention the original quotation details.
- Clarify what prompted the revision.

4. Detailed Breakdown of Revisions

- Clearly specify what has changed.
- Include updated prices, quantities, specifications, or terms.
- Use bullet points or tables for clarity.

5. Attachments and Supporting Documents

- Attach the revised quotation document.
- Reference it within the email.

6. Call to Action

- Invite the recipient to review the revised quotation.
- Specify how they can proceed, e.g., confirm acceptance, request further modifications.

7. Professional Closing

- Use polite closing remarks.
- Include your contact information for follow-up.

Best Practices for Writing a Revised Quotation Email

To make your email effective and professional, consider the following best practices:

- Be Clear and Concise: Avoid ambiguity; specify exactly what has been revised.
- Maintain a Professional Tone: Even if revisions are due to errors, keep the tone courteous and
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respectful.
- Double-Check Details: Ensure all figures, specifications, and attachments are accurate.
- Personalize the Message: Use the recipient?s name and reference previous communications.
- Follow Up: If you don?t receive a response within a reasonable timeframe, follow up politely.

Sample Email for Revised Quotation

Below is a comprehensive sample email template to guide you in drafting your own revised
quotation email:

```plaintext

Subject: Revised Quotation for Your Order 12345

Dear Mr. Johnson,

Thank you for your continued interest in our products/services. We appreciate the opportunity to
revise our initial quotation to better meet your requirements.

Following your request for adjustments, please find attached the updated quotation for your review.
The revisions are summarized below:

- Product A: Quantity increased from 100 to 150 units.
- Price per unit: Adjusted from $50 to $45 due to bulk discount.
- Delivery timeline: Updated to 4 weeks from order confirmation.
- Payment terms: Extended to net 30 days.

Please review the attached document titled ?Revised_Quotation_Order12345.pdf? for detailed
pricing and terms.

We believe this revised quotation aligns with your needs. Kindly let us know if you have any further
questions or require additional modifications. If everything meets your approval, please confirm by
replying to this email or signing and returning the attached quotation document.

We look forward to your confirmation and hope to proceed with fulfilling your order promptly.

Thank you for considering our revised proposal.

Best regards,
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Jane Smith

Sales Manager

ABC Supplies Ltd.

Phone: (123) 456-7890

Email: [email protected]

Website: www.abcsupplies.com

```

Additional Tips for Crafting Your Email

- Use Clear Attachments: Always attach the revised quotation document with a clear filename.
- Highlight Changes: In the email body, emphasize key revisions for quick reference.
- Maintain Consistency: Use the same tone and formatting style as your previous

correspondence.
- Proofread: Check for grammatical errors and accuracy before sending.

Conclusion

A sample email for revised quotation is an essential communication tool that ensures transparency,
professionalism, and timely updates in business dealings. By including all necessary details,
maintaining a courteous tone, and following best practices, you can effectively communicate
revisions to your clients, foster trust, and facilitate smooth transactions.

Whether you?re updating prices, delivery dates, or scope, the right email can make a significant
difference in client satisfaction and ongoing business relationships. Use the provided templates and
tips as a foundation to craft your own professional revised quotation emails, and always tailor your
message to suit the specific context and recipient.

Remember, clear communication builds confidence?so invest time in making your revised quotation
emails precise, polite, and professional.
 
Sample Email for Revised Quotation: An In-Depth Analysis

In the realm of business communications, particularly in procurement and project management, the
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sample email for revised quotation stands out as a critical document. It serves as a formal
communication tool that ensures clarity, professionalism, and mutual understanding between clients
and suppliers when adjustments to initial proposals are necessary. As organizations increasingly
rely on precise and transparent exchanges, understanding the nuances of drafting such emails
becomes essential for effective operations.

This comprehensive review delves into the significance of revised quotation emails, exploring their
structure, key components, best practices, and common pitfalls. Whether you're a procurement
officer, supplier representative, or business owner, mastering the art of crafting an appropriate
revised quotation email can enhance negotiations, foster trust, and streamline project workflows.

The Importance of a Well-Written Revised Quotation Email

Revising a quotation isn't merely about updating figures; it reflects professionalism, responsiveness,
and commitment to client satisfaction. When a client requests modifications?be it changes in scope,
pricing, delivery timelines, or other terms?a prompt and clear response is vital.

Key reasons why a well-crafted revised quotation email matters include:

- Maintaining Transparency: Ensures all parties understand the scope and pricing changes.
- Building Trust: Demonstrates professionalism and attentiveness to client needs.
- Avoiding Misunderstandings: Clarifies any ambiguities that might lead to disputes or delays.
- Facilitating Decision-Making: Provides clients with accurate, updated information for approval.

Core Components of a Sample Revised Quotation Email

A standard revised quotation email should be structured logically, covering all essential details.
Here?s an outline of the core components:

- Subject Line

- Clear and concise, indicating the email?s purpose.
- Examples:
- "Revised Quotation for [Project/Service Name]"
- "Updated Proposal Based on Your Request"

- Formal Salutation
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- Address the recipient professionally.
- Use titles and last names if known, e.g., "Dear Mr. Smith," or a generic greeting such as "Dear

Valued Customer."

- Reference to Original Quotation

- Mention the initial quotation number or date.
- Example:
- "Referring to our quotation dated March 10, 2024, with quotation number Q12345..."

- Acknowledgment of Client Request

- Express appreciation for the client's feedback or request for revisions.
- Example:
- "Thank you for your feedback and for giving us the opportunity to revise our proposal."

- Summary of Requested Changes

- Briefly restate the modifications the client requested.
- This confirms understanding and aligns expectations.

- Present the Revised Quotation

- Clearly outline the updated prices, scope, terms, and conditions.
- Use tables or bullet points for clarity.
- Include:
- Item descriptions
- Quantities
- Unit prices
- Total amounts
- Any discounts or adjustments
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- Justification or Explanation (if necessary)

- Provide context for changes, especially if adjustments are significant.
- Example:
- "The revised price reflects updated material costs as per recent supplier quotes."

- Validity Period

- Specify how long the revised quotation remains valid.

- Next Steps and Call to Action

- Invite the client to review, ask questions, or confirm acceptance.
- Example:
- "Please review the attached revised quotation and let us know if you wish to proceed."

- Closing Remarks and Contact Information

- Express willingness to assist further.
- Provide contact details for queries.

- Professional Sign-Off

- Use appropriate closing phrases such as "Best regards," or "Sincerely," followed by your name,
position, and contact details.

Sample Structure of a Revised Quotation Email

Below is an illustrative template to guide drafting your own revised quotation email:

Subject: Revised Quotation for [Project/Order Name]
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Dear [Recipient?s Name],

Thank you for your feedback on our initial quotation dated [Date], with reference number [Ref
Number]. We appreciate the opportunity to revise our proposal to better suit your requirements.

Based on your requested modifications, please find below the updated quotation:

Summary of Adjustments:

- Change in scope: [Brief description]
- Price adjustments: [Brief details]
- Delivery timeline: [Updated schedule]
- Payment terms: [Modified terms]

Revised Quotation Details:

| Item Description | Quantity | Unit Price | Total Price |

|--------------------|------------|--------------|-------------|

| [Item 1] | [Qty] | [Price] | [Total] |

| [Item 2] | [Qty] | [Price] | [Total] |

| Subtotal | | | [Subtotal] |

| Applicable Taxes | | | [Tax] |

| Grand Total | | | [Total Amount] |

(Attach detailed quotation document if necessary)

Notes:

- This revised quotation is valid until [Date].
- Prices are exclusive of applicable taxes.
- Delivery can be scheduled as per your preferred timeline.

Please review the attached document and confirm if the revised terms meet your expectations.
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Should you have any questions or require further adjustments, feel free to contact me directly at
[Phone Number] or [Email Address].

We look forward to your feedback and hope to proceed with this project at your earliest
convenience.

Best regards,

[Your Name]

[Your Position]

[Your Company]

[Contact Details]

Best Practices for Drafting an Effective Revised Quotation Email

To ensure your email communicates professionalism and clarity, consider these best practices:

Use Clear and Precise Language

- Avoid jargon or ambiguous terms.
- Be specific about changes and reasons for adjustments.

Be Prompt and Responsive

- Send revisions promptly after receiving client requests.
- A quick turnaround demonstrates reliability.

Attach Supporting Documents

- Include the detailed revised quotation, terms and conditions, and any relevant documents.
- Reference attachments clearly in the email body.

Maintain Professional Tone
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- Use courteous language and maintain a respectful tone throughout.

Confirm Understanding

- Restate key points to avoid misunderstandings.
- Invite questions or clarifications.

Follow Up

- Follow up if you do not receive a response within a reasonable timeframe.

Common Pitfalls to Avoid

While drafting a revised quotation email, be mindful of:

- Overloading with Information: Keep the email succinct but comprehensive.
- Ambiguous Pricing: Clearly specify all costs and adjustments.
- Ignoring Client Feedback: Address all requested changes explicitly.
- Lack of Validity Period: Always specify how long the quotation is valid.
- Neglecting Attachments: Ensure all relevant documents are attached and referenced.

Conclusion: The Value of a Thoughtfully Drafted Revised Quotation
Email

In conclusion, the sample email for revised quotation is more than a mere template; it embodies
professionalism, clarity, and responsiveness. When executed effectively, it can strengthen client
relationships, facilitate smoother negotiations, and ultimately contribute to successful project
outcomes. Crafting such emails with attention to detail and adherence to best practices is an
investment in business credibility and operational efficiency.

By understanding the essential components, maintaining clarity, and fostering open communication,
organizations can turn a routine revision into an opportunity for demonstrating commitment and
building trust. As business environments grow increasingly competitive and customer-centric,
mastering the art of the revised quotation email is a strategic advantage worth cultivating.

End of Article
 

 QuestionAnswer What should be included in a sample email for a revised quotation? A clear
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subject line indicating the revision, a polite greeting, reference to the original quotation, details of the
revisions made, the updated quotation amount, and a courteous closing statement. How can I
ensure my revised quotation email is professional? Use a formal tone, address the recipient
properly, be concise and specific about changes, and proofread the email for clarity and correctness
before sending. When should I send a revised quotation email? Send a revised quotation promptly
after reviewing and making necessary adjustments to the initial quotation, especially when
requested by the client or due to errors or changed requirements. What is a good subject line for a
revised quotation email? ?Revised Quotation for [Project/Service Name]? or ?Updated Proposal for
Your Review? to clearly indicate the email's purpose. How do I address pricing changes in a revised
quotation email? Specify the original price, clearly outline the reasons for the change, and provide
the new quotation amount with a breakdown if necessary for transparency. Should I attach the
revised quotation as a document? Yes, attaching the revised quotation as a PDF or Word document
helps maintain formatting and provides a clear reference for the client. What tone should I use in a
sample email for a revised quotation? Maintain a professional, courteous, and collaborative tone to
foster positive communication and address any concerns the client might have. Can you provide a
sample opening line for a revised quotation email? Certainly! ?Dear [Client Name], please find
attached the revised quotation for [Project/Service], reflecting the updates discussed.? How should I
follow up after sending a revised quotation email? Wait a reasonable period, then send a polite
follow-up to confirm receipt, ask if they have any questions, or to discuss next steps. 
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