


	How to use this template: type over everything in [square brackets] and delete anything that doesn't apply, then delete this box. Leave the [*] marks in the cancellation form as they are: they're for your customer. Save it as a PDF before you send it. What each part is for: workpaid.uk/guides/how-to-write-a-quote



	[Your business name]
[Your name, if you're a sole trader]
[Address, town, postcode]
Phone: [phone]   Email: [email]
[Gas Safe, NICEIC or other scheme number, if you have one]
	QUOTE
Quote no: [Q-001]
Date: [date]
Valid until: [date]



QUOTE FOR
Name: [customer's name]
Job address: [address of the job]
Phone or email: [customer's phone or email]
THE JOB
[Describe the work so someone else could tell exactly what you've agreed: what you'll do, where, and the main materials, like the boiler model or the grade of tile.]
THE PRICE
	Item
	Qty
	Price
	Total

	[Labour, e.g. 2 days at £350]
	[2]
	[£350.00]
	[£700.00]

	[Materials, e.g. 30kW combi boiler]
	[1]
	[£1,450.00]
	[£1,450.00]

	[Taking away the old boiler]
	[1]
	[£60.00]
	[£60.00]

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



	Subtotal
	[£]

	VAT at 20% (only if VAT registered)
	[£]

	Total to pay
	[£]


[Keep one: Prices include VAT at 20%. / Not VAT registered: no VAT is charged.]
Other costs that may apply: [e.g. skip hire or a parking permit, or say none]
NOT INCLUDED
•	[e.g. plastering and decorating after the work]
•	[e.g. skip hire, parking permits or scaffolding]
•	[e.g. anything hidden behind walls or floors that can't be seen until work starts]
PAYMENT
Deposit: £[amount] ([25]%) when you accept, so [we can order the materials / hold your dates].
Stage payments: [on bigger jobs, each stage and its amount, e.g. £1,000 at first fix. Delete if none]
Balance: £[amount] due [on completion / within 7 days of completion].
How to pay: [bank transfer (account name, sort code, account number), card or payment link]
WHEN
We can start [on a date, or within 2 weeks of your deposit], and the work should take about [number] days.
EXTRA WORK
If we find extra work once the job has started, we'll tell you what it is and what it costs, and only do it once you've agreed in writing. A text or email is fine.
GUARANTEE
[e.g. Our workmanship is guaranteed for 12 months. Say what any manufacturer's warranty covers and for how long. Delete this section if you don't offer one.]
QUESTIONS OR PROBLEMS
Contact [name] on [phone or email]. [If you're in a trade body or scheme with a dispute service, name it here.]
YOUR RIGHT TO CANCEL
[Keep this section if your customer is a homeowner and you agreed the job at their home, by phone or online. Delete it for business customers. More: workpaid.uk/guides/cooling-off]
You can cancel this contract within 14 days without giving a reason. The 14 days run from the day after [you accept this quote / you receive the goods]. To cancel, tell us in a clear statement, by text, email or letter, using the contact details at the top of this quote. You can use the cancellation form at the end, but you don't have to. If you cancel, we'll refund everything you've paid within 14 days of hearing from you, by the same method you paid.
Starting early: if you'd like us to start before the 14 days are up, please ask us in writing. A text is fine. If you then cancel, you'll pay for the work done up to then as a fair proportion of the price, and once the job is complete you can no longer cancel. [If anything is made to measure, add a line such as: The made-to-measure worktop has no right to cancel.]
TO ACCEPT
To accept this quote, reply saying "I accept", or sign below and send us a photo or a copy.

Signed: __________________________   Name: ________________________   Date: ____________


CANCELLATION FORM
Only fill in and return this form if you want to cancel the contract. You don't have to use it: a text, email or letter saying you're cancelling is enough.
To [your business name, address and email]:
I/We [*] hereby give notice that I/We [*] cancel my/our [*] contract of sale of the following goods [*]/for the supply of the following service [*],
____________________________________________________________________________________
Ordered on [*]/received on [*],
____________________________________________________________________________________
Name of consumer(s),
____________________________________________________________________________________
Address of consumer(s),
____________________________________________________________________________________
____________________________________________________________________________________
Signature of consumer(s) (only if this form is notified on paper),
____________________________________________________________________________________
Date
________________________________________
[*] Delete as appropriate.


[If you're a limited company: Company Name Ltd. Registered in England and Wales, company no. 12345678. Registered office: address. Sole traders: delete this line.]
Free quote template from workpaid.uk
