	[Your Name]
[Language/s, Direction, Specialisation]
[Qualifications]
	
[Contact details]




TRANSLATION QUOTE
This quote has been prepared for:
[person’s name]
[company / organization]
project description
[description, file types to be delivered].
price
[price, currency, taxes].
timeline
[time frame].
ADDITIONS AND amendments
Subsequent additions and/or amendments to the project which involve me in additional work, including processing client changes to translated text, will be charged at [rate], or will be quoted separately.
PAYMENT TERMS
Within 30 days of invoice.
OTHER TERMS / ASSUMPTIONS
1. This quote is based on the assumption that …
2. See my general terms of sale [link].
This quote is valid for [number] days.
Thank you for the opportunity to provide this quotation, and I await your response.
[signature]
[your name]
[date]
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