
[Your Company Name]
[Address Line 1]
[Address Line 2]
[Phone]
[Email]
Quotation No: [Q-Number]
Date: [Issue Date]

To:
[Client Name]
[Designation / Company]
[Client Address]
[Client Email / Phone]
Event Details
Event Name [Example: Annual Business Conference]

Event Date [Event Date]

Venue [Venue Location]

Expected Attendees [Number]

Duration [e.g., 2 Days]

Quotation Details
Description Quantity Unit Price Amount

[Venue Rental] [Qty] [Unit Price] [Subtotal]

[Catering] [Qty] [Unit Price] [Subtotal]

[Audio/Visual Equipment] [Qty] [Unit Price] [Subtotal]

[Event Staffing] [Qty] [Unit Price] [Subtotal]

[Other Services] [Qty] [Unit Price] [Subtotal]

Subtotal [Subtotal]

Taxes ([%]) [Tax Amount]

Total [Grand Total]

Terms & Conditions

Validity: This quotation is valid for [X] days.
Payment terms: [e.g., 50% upon confirmation, balance after event]
Any changes in scope may affect the final cost.
All amounts are in [Currency].

Remarks [Optional remarks or notes]

Authorized Signature

Date




