	QUOTATION
Labour-only quotation format (any currency)
	[Your business name]
[Address line 1]
[Town, postcode]
[Phone]  |  [Email]
Tax / registration no.: [if applicable]


 
	Quote no.
	Q-[0001]
	Date
	[DD/MM/YYYY]

	Client
	[Client name]
	Valid until
	[DD/MM/YYYY]

	Client address
	[Address]
	Site / job address
	[If different]


SCOPE OF LABOUR
The tasks in plain words, the area or rooms, and the planned start date. Say this quotation is for labour only.
 
 
LABOUR PRICE
	Task (labour only)
	Qty
	Unit
	Rate
	Amount

	Example: Floor tiling, labour only
	38
	sq m
	24.00
	912.00

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Subtotal
	

	Tax at [__]% (only if registered)
	

	Total
	


TERMS
	Materials and tools
	Labour only. Materials, consumables, scaffolding, power and water are supplied by [the client] and must be on site before work starts.

	Quantities
	Quantities are estimated from [the drawings / a site visit]. The final bill uses measured quantities at the rates above.

	Working time
	[8] hours a day, [Monday to Saturday]. Overtime and Sunday work at [1.5] times the rate. Number of workers: [ ].

	Waiting time
	If work is held up because materials or access are not ready, waiting time is charged at the day rate of [ ].

	Not included
	[Hidden defects, work by other trades, work at height above [ ] metres, extra visits.] Extra work is priced and agreed in writing before it starts.

	Payment
	[20]% in advance, running bills for work measured to date, the balance on completion.

	Validity
	This quotation is valid for [30] days from the date above.


ACCEPTANCE
To accept this quotation, sign below and return a copy, or reply to the email it came with confirming acceptance. This quotation is valid until the date shown above.
	Client signature:
	Name and position:
	Date:
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