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SAMPLE LETTER QUOTATION PROPOSAL
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Sample Letter Quotation Proposal With Lower

Price

Sample Letter Quotation Proposal with Lower Price: How to Write an E?ective and
Persuasive O?er

Sample letter quotation proposal with lower price is a valuable resource when
negotiating with potential clients or suppliers. In the world of business, pricing plays a
crucial role in sealing deals and maintaining long-term relationships. If you're aiming to
0?er your services or products at a more competitive rate, crafting a well-written
guotation proposal that clearly communicates your intentions and value is essential.
This article will explore how to structure such a letter, what key elements to include, and
provide tips on making your proposal both attractive and professional. Whether you?re a
freelancer, small business owner, or part of a larger company, understanding how to
present a lower price quotation can be a game-changer.

Understanding the Purpose of a Quotation Proposal with Lower

Price

Before diving into how to write the letter, it?s essential to understand why and when you
might want to send a quotation proposal with a reduced price. Often, clients request

guotes from multiple vendors to compare costs and services. If your initial o?er wasn?t
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accepted, or you want to proactively encourage a potential client to choose your service,
sending a revised quotation with a lower price can demonstrate ?exibility and eagerness
to collaborate.

A well-crafted quotation proposal serves multiple purposes:

**Clari?es the scope** of work or products o?ered.

**Sets clear expectations** on pricing and terms.

**Builds trust** by showing transparency.

**Encourages negotiation** and further communication.

When you o?er a lower price, your letter should emphasize the value your client will
receive without compromising quality. This balance is key to maintaining credibility.

Key Components of a Sample Letter Quotation Proposal with

Lower Price

Every quotation proposal letter should be clear, concise, and professional. Here are the
essential components to include:

1. Header and Contact Information

Start with your company?s name, address, phone number, and email, followed by the
date. Below that, include the recipient?s name, designation, company name, and address.
2. Salutation

Use a polite and professional greeting such as ?Dear Mr. Smith? or ?Dear Ms. Johnson.?

3. Introduction
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Begin by referencing any previous communication or request for quotation. State the
purpose of the letter clearly: to provide a revised quotation with a lower price.

Example:

?Further to our previous correspondence dated [date], | am pleased to o?er you a revised
guotation for the [project/product/service] at a reduced price.?

4. Detailed Description of the O?er

Outline the products or services included in the quotation. Be speci?c about quantities,
speci?cations, delivery timelines, and any other relevant details.

5. Pricing Breakdown

Present the original price alongside the new, lower price. This comparison highlights your
concession and commitment to working with the client.

6. Terms and Conditions

Include payment terms, validity period of the o?er, delivery schedules, and any warranty
or after-sales support.

7. Call to Action

Encourage the recipient to contact you for further discussion or to accept the o?er. Use a
friendly yet professional tone.

8. Closing and Signature

End with a courteous closing such as ?Sincerely? or ?Best regards,? followed by your
name, title, and signature.

Tips for Writing an E?ective Lower Price Quotation Proposal
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Writing a quotation proposal with a lower price requires tact and strategy. Here are some
helpful tips to make your letter stand out:

Focus on Value, Not Just Price

While the price reduction is the highlight, emphasize the quality and bene?ts your client
will receive. Explain how your o?er meets their needs e?ectively.

Be Transparent About the Price Reduction

If applicable, brie?y mention why you can o?er a lower price?whether through cost
savings, bulk purchasing, or streamlined processes. Transparency builds trust and reduces
suspicion.

Maintain Professional Language

Avoid casual language or overly aggressive discounting phrases. Keep the tone respectful
and professional to re?ect your business integrity.

Customize Your Proposal

Tailor the letter to the speci?c client and project. Use their name, reference their unique
requirements, and avoid generic templates.

Set a Deadline for the O%er

Including an expiration date for your quotation creates a sense of urgency and
encourages prompt decision-making.

Proofread Carefully

Errors in spelling, grammar, or ?gures can undermine your professionalism. Review your
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letter thoroughly before sending.

Sample Letter Quotation Proposal with Lower Price

To put these ideas into practice, here?s a sample letter you might use as a guide:
**[Your Company Letterhead]**

[Your Company Name]

[Address]

[Phone Number]

[Email Address]

[Date]

[Recipient Name]

[Recipient Title]

[Recipient Company]

[Recipient Address]

Dear [Recipient Name],

Subject: Revised Quotation Proposal for [Project/Product/Service] with Lower Price
Thank you for considering [Your Company Name] for your [project/product/service] needs.
Following our recent discussions and your request for a more competitive quotation, I am
pleased to submit a revised proposal o?ering a lower price without compromising on
quality.

**Scope of Services:**

[Brie?y describe the services/products o?ered]
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[Details about quantity, speci?cations, delivery timelines]

**Qriginal Quotation:** $[Original Price]

**Revised Quotation:** $[Lower Price]

This reduction is made possible through [brie?y explain reason, e.g., optimized resource
allocation, supplier discounts], ensuring you receive the best value.

The terms and conditions remain as previously stated, including payment within 30 days
of invoice and delivery scheduled for [date]. This o?er is valid until [expiration date].
Please feel free to reach out if you require any clari?cation or wish to discuss this proposal
further. We are eager to collaborate and deliver exceptional results for your company.
Thank you for your consideration.

Sincerely,

[Your Name]

[Your Position]

[Your Company]

Why Using a Sample Letter Quotation Proposal with Lower Price
Matters

In competitive industries, simply o?ering the lowest price isn?t always enough. A
professional, transparent, and well-structured quotation proposal can signi?cantly
increase your chances of winning a contract. It reassures clients that despite the reduced

price, your services maintain high standards and reliability.
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Furthermore, a thoughtful proposal letter fosters better communication and builds a
foundation for future business relationships. It shows that you value the client and are
willing to adapt to their budget constraints without sacri?cing the quality of your work.
Additional Strategies to Complement Your Lower Price Proposal
While the letter itself is important, combining it with other strategies can enhance its
e?ectiveness:

Follow up with a phone call: A personal touch helps clarify any doubts and

demonstrates your commitment.

Include testimonials or case studies: Proof of previous successful projects can
2.

justify your o?er.

O7?er ?exible payment options: This can make your proposal more attractive

3.

without lowering the price further.

Highlight any added value: For example, free consultations, extended support,
or

complementary services.
Incorporating these elements alongside your sample letter quotation proposal with lower

price can distinguish your business from competitors and foster trust.
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Mastering the art of crafting a sample letter quotation proposal with lower price is an
essential skill for businesses aiming to remain competitive and client-focused. By
balancing professionalism, clarity, and a customer-centric approach, you can create
proposals that not only attract clients but also build lasting partnerships.

Question

Answer

What is a sample letter

guotation proposal with

a lower price?

A sample letter quotation proposal with a lower price is a

formal document sent by a seller or service provider to a

potential client, outlining the cost of goods or services at a

reduced price compared to a previous o?er or competitor's

quote.

How can | write a

guotation proposal letter

o?ering a lower price?

To write a quotation proposal letter with a lower price, start

by addressing the recipient, mention the previous quotation

or competitor's price, clearly state your new lower price,

explain the reasons for the reduction if necessary, and

Vol. 2023, Issue 8
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express your willingness to provide quality service or

products.

What are the key

elements to include in a

sample letter quotation

proposal with a lower

price?

Key elements include the recipient's details, your company

information, reference to the initial or competitor's quote, a

detailed list of products or services, the lowered price, terms

and conditions, validity period, and a polite closing

statement.

Can you provide an

example of a sentence to

o?er a lower price in a

guotation proposal?

Certainly! For example: 'We are pleased to o?er you a

revised quotation with a reduced price of $1,200, re?ecting

our commitment to providing you with the best value without

compromising quality.'

Vol. 2023, Issue 8
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Why should | send a

guotation proposal with

a lower price?

Sending a quotation proposal with a lower price can help you

stay competitive, win a bid, build customer trust, and

potentially secure long-term business relationships by

demonstrating ?exibility and customer focus.

How do | justify a lower

price in my quotation

proposal letter?

You can justify a lower price by mentioning factors such as

bulk order discounts, seasonal promotions, cost-saving

e?ciencies, or a special 0?er to establish a new business

relationship.

What tone should | use in

a lower price quotation

proposal letter?

The tone should be professional, courteous, and con?dent,

emphasizing your willingness to accommodate the client's

needs while assuring the quality and value of your products

or services.

Vol. 2023, Issue 8
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Is it necessary to

mention terms and

conditions in a lower

price quotation proposal?

Yes, including terms and conditions is important to clarify

payment terms, delivery timelines, warranty, and any other

relevant policies to avoid misunderstandings.

How long should a

sample letter quotation

proposal with a lower

price be?

The letter should be concise and to the point, typically one

page, ensuring all essential information is included without

overwhelming the recipient.

Where can | ?nd

templates for sample

letter quotation

proposals with lower

prices?

You can ?nd templates on business writing websites, o?ce

Vol. 2023, Issue 8
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software template libraries, professional service platforms,

and through a quick search for 'quotation proposal letter

lower price template' online.

Sample Letter Quotation Proposal with Lower Price: A Strategic Approach to Competitive
Bidding

sample letter quotation proposal with lower price serves as a critical tool in the
arsenal of businesses aiming to secure contracts while maintaining pro?tability. In
competitive markets, the ability to present a well-crafted quotation that not only meets
client expectations but also o?ers a more attractive pricing option can signi?cantly
in?uence procurement decisions. This article delves into the nuances of writing such
proposals, highlighting strategic considerations, structural elements, and best practices
that enhance the e?ectiveness of a quotation letter o?ering a reduced price.
Understanding the Purpose and Importance of a Quotation

Proposal

A guotation proposal is more than just a pricing document; it is a formal communication
that outlines the costs, terms, and scope of services or products o?ered to a prospective
client. When the proposal includes a lower price, it re?ects an intentional strategy to gain
competitive advantage without compromising the perceived value or quality.

In industries ranging from construction and manufacturing to IT and consulting, the
sample letter quotation proposal with lower price plays a pivotal role during the tendering

or negotiation phases. Clients often receive multiple quotations for the same project;
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therefore, how the price reduction is presented can in?uence trust, credibility, and the
overall relationship between the vendor and client.

Key Objectives of O?ering a Lower Price in a Quotation Proposal
**Attract Attention:** Lower pricing can make a bid stand out among competitors.
**Demonstrate Flexibility:** It shows the vendor?s willingness to negotiate and
accommodate client budgets.

**Build Long-Term Relationships:** Competitive pricing can be the gateway to

future business opportunities.

**Maintain Market Position:** O?ering optimized pricing helps sustain business in
highly saturated sectors.

Structural Components of a Sample Letter Quotation Proposal

with Lower Price

Crafting a professional and persuasive letter requires attention to language, clarity, and
format. Below is an analytical breakdown of essential components typically included in
such letters.

1. Header and Contact Information

A clear header featuring the company?s name, logo, address, and contact details
establishes identity and professionalism. Including the date, client?s name, and reference
numbers ensures the document is traceable and relevant.

2. Salutation and Introduction
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Addressing the recipient respectfully, the introduction should state the purpose of the
letter succinctly. For example, acknowledging a prior inquiry or meeting sets context.

3. Description of Goods or Services

Detailing the products or services o?ered, including speci?cations, quantities, and
timelines, helps avoid ambiguity. This section reassures the client about what they will
receive despite the lower price.

4. Pricing Details and Justi?cation

This is the crux of the proposal. Presenting the lower price must be accompanied by a
rationale that does not devalue the o?ering. For instance, cost e?ciencies, bulk discounts,
or streamlined processes can be cited.

5. Terms and Conditions

Clarifying payment terms, delivery timelines, warranties, or after-sales support is crucial
to maintaining transparency and setting expectations.

6. Closing and Call to Action

A courteous conclusion inviting further discussion or con?rmation encourages
engagement.

How to E?ectively Communicate a Lower Price Without

Undermining Value

One of the challenges in drafting a sample letter quotation proposal with lower price lies
in balancing cost competitiveness with perceived quality. A price reduction might

inadvertently raise concerns about inferior products or services. Here are strategic
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methods to avoid this pitfall:

Highlight E?ciency Gains: Emphasize internal improvements or technological

advancements that enable cost savings.

O7?er Value-Added Services: Including complimentary consultation or extended
2.

support can justify the pricing.

Clarify Scope Consistency: Assure the client that the scope and quality remain
3.

unchanged despite the lower price.

Use Comparative Data: If applicable, reference market rates or competitor
pricing

4.

to frame the o?er competitively.

Sample Excerpt lllustrating Price Reduction Communication

"After a thorough review of your project requirements, we are pleased to o?er a revised
guotation re?ecting a 10% reduction in our standard rates. This adjustment is made
possible through optimized resource allocation and bulk procurement strategies, ensuring
that the quality and delivery timeline remain uncompromised.”

Comparative Analysis: Standard vs. Lower Price Quotation

Proposals

Published by: api.patyna.pl Page 15 of 29
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Examining di?erences between typical quotation letters and those proposing lower prices
reveals signi?cant strategic divergences:

Tone: Lower price quotations tend to adopt a more collaborative and ?exible
tone.

Detail Level: They often include explanations or justi?cations for the price

2.

adjustment to maintain client con?dence.

Emphasis on Value: Enhanced focus on value proposition and bene?ts beyond
3.

mere cost savings.

Risk Mitigation: Clear articulation of terms to mitigate concerns about quality or
4.

service trade-07?s.

Such di?erences underscore the necessity of a tailored approach when preparing a

sample letter quotation proposal with lower price, ensuring it resonates well with the

recipient and aligns with business objectives.

Common Pitfalls to Avoid

While lowering prices can be attractive, neglecting certain factors can back?re:

Undermining Brand Image: Excessively low prices may damage perceived
brand

Published by: api.patyna.pl Page 16 of 29
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value.

Ignoring Pro?t Margins: Failing to calculate sustainable margins can lead to
2.

?nancial losses.

Ambiguous Terms: Lack of clarity in the proposal can cause
misunderstandings

3.

and disputes.

Overpromising: O?ering more than what can be delivered at a lower price risks
4.

reputational damage.

Practical Tips for Crafting a Sample Letter Quotation Proposal

with Lower Price

To optimize the impact and professionalism of such letters, consider the following
recommendations:

Personalize the Content: Tailor the letter to the client?s speci?c needs and

preferences.

Maintain Formality: Use polite, business-appropriate language avoiding slang
or

Published by: api.patyna.pl Page 17 of 29
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overly casual expressions.

Be Concise Yet Comprehensive: Provide su?cient detail without overwhelming
3.

the reader.

Proofread Diligently: Ensure the letter is free from grammatical errors and
typos.

4,

Use Professional Formatting: Incorporate bullet points, headings, and spacing
5.

for readability.

Leveraging Technology for Enhanced Proposal Creation

Modern software tools and templates can assist businesses in generating polished
guotation letters quickly. Features such as automated pricing calculators, branding
elements integration, and digital signatures contribute to e?ciency and professionalism,
especially when preparing multiple proposals that involve price adjustments.
Incorporating SEO-friendly keywords like ?quotation letter format,? ?price negotiation
proposal,? and ?competitive pricing strategy? naturally throughout the document also
improves online visibility for businesses seeking guidance or templates on this topic.
The art of composing a sample letter quotation proposal with lower price hinges on
strategic communication, clarity, and value demonstration. When executed thoughtfully,

such proposals not only win contracts but also strengthen client trust and pave the way
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for enduring business relationships.

guotation letter sample, proposal letter for price reduction, sample price quotation letter,
discount proposal letter, letter for lower price quotation, price negotiation letter sample,
sample letter requesting lower price, quotation proposal template, price reduction request

letter, sample business quotation letter

SAMPLE EMAIL FOR REVISED QUOTATION

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
guotation. 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
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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

- 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 hullet points or tables for clarity.
5. Attachments and Supporting Documents

- Attach the revised quotation document.

- Reference it within the emaiil.

6. Call to Action
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- 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
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
guotation 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.
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- 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
guestions 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,

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
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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 detalils,
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
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.
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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

- 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
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- 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:

- Iltem descriptions

- Quantities

- Unit prices

- Total amounts

- Any discounts or adjustments

- 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
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- 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]

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:
| tem Description | Quantity | Unit Price | Total Price |
e R R R |

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

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

- 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
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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
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 |
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 | 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 | address pricing changes in a revised
guotation 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 | 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 | 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 |
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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