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{{Client_Name}}, {Client_Address}}
{{Client_Contact_Number}}, {{Client_Email}}



Date: {{Quotation_Date}}
Subject: Quotation for Catering Services

Dear {{Client_Name}},

Thank you for considering us for your upcoming event. We are pleased to provide a detailed quotation for the catering services tailored to your needs. Below is an outline of our proposed services and associated costs based on your requirements.

Event Details:

Event Name: {{Event_Name}}
Event Date: {{Event_Date}}
Event Venue: {{Event_Venue}}
Number of Guests: {{Number_of_Guests}}

Catering Package:
This quotation includes a comprehensive and delectable menu catering to all your guests. Below is the breakdown of costs:

	Item Description
	Per-Person Cost
	Expected Number of Guests
	Total Cost

	Welcome Drinks
	{{Drinks_Cost}}
	{{Number_of_Guests}}
	{{Drinks_Total}}

	Appetizers
	{{Appetizers_Cost}}
	{{Number_of_Guests}}
	{{Appetizers_Total}}

	Main Course
	{{Main_Course_Cost}}
	{{Number_of_Guests}}
	{{Main_Course_Total}}

	Desserts
	{{Desserts_Cost}}
	{{Number_of_Guests}}
	{{Desserts_Total}}

	Beverages
	{{Beverages_Cost}}
	{{Number_of_Guests}}
	{{Beverages_Total}}



Total Estimated Cost: {{Total_Estimated_Cost}}

Special Notes:
· All our ingredients are sourced fresh and prepared with utmost care.
· Custom menu options are available upon request.
· Should you have specific dietary requirements, please let us know in advance.

Terms & Conditions:
· A deposit of {{Deposit_Amount}} is required to confirm the booking.
· Full payment is due on or before {{Payment_Due_Date}}.
· Cancellations must be made at least {{Cancellation_Notice_Period}} prior to the event to avoid charges.

We are committed to making your event a culinary delight. Should you have any questions or require further assistance, please do not hesitate to contact us at {{Company_Contact_Number}} or {{Company_Email}}.

Thank you and we look forward to serving you!

Warm regards,

{{Company_Name}}, {{Company_Address}}
{{Company_Contact_Number}}, {{Company_Email}}



Attachments:

· Detailed Menu Options
· Payment Terms and Conditions

image1.png




