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Quote follow-up email templates
Choose the draft that matches the actual conversation. Confirm the offered version and answer any outstanding business promise first. Replace every placeholder; this pack sets no compulsory contact interval and makes no conversion promise.
1. Receipt or first-review question
Subject: [Work description] — Quote [reference]

Hello [name],

Have you been able to access Quote [reference / version] for [work]? If there is anything in the proposed scope you would like me to explain, please let me know.

[Sender / business]
2. Scope explanation supplied
Subject: Your question about Quote [reference]

Hello [name],

You asked whether [specific item] was included. [Accurate explanation tied to the offered scope.]

Is there another detail in this proposal you would like us to clarify before you consider it?

[Sender / business]
3. Customer choosing specification
Subject: [Work] — specification choice

Hello [name],

You mentioned deciding on [actual selection]. Have you reached that choice, or is there information about the proposed options you need from us?

We will review any effect on the offer once the specification is clear.

[Sender / business]
4. Agreed review point reached
Subject: [Work] — agreed review

Hello [name],

You said you expected to review Quote [reference] after [actual event/date]. Is the work still under consideration, or have your plans changed? Please let me know if there is a question we need to answer.

[Sender / business]
5. Revised offer clarification
Subject: Revised Quote [reference / version] for [work]

Hello [name],

The revised offer [reference / version] reflects [actual change]. [Explain the relationship to the earlier offer.]

Could you confirm whether this describes the work you now want to consider, or identify anything that needs clarification?

[Sender / business]


Before contacting the Customer
☐ Correct Customer and work identified
☐ Current offered version available
☐ Recorded delivery result and recipient checked
☐ Latest customer reply and business promise read
☐ Outstanding question identified
☐ Relevant draft chosen and factual placeholders completed
☐ No invented urgency, availability or acceptance
☐ Other staff contact and pending reminders reviewed
Conversation worksheet
Work / offer reference: ______________________________________
Last Customer interaction / date: ______________________________________
Question or decision outstanding: ______________________________________
Contribution still owed by the business: ______________________________________
Actual next action / owner: ______________________________________
Review timing and its reason: ______________________________________
Outcome log
	Contact / date
	Actual answer or attempt
	What remains open
	Next responsibility

	[Actual context]
	[Actual context]
	[Actual context]
	[Actual context]

	[Actual context]
	[Actual context]
	[Actual context]
	[Actual context]

	[Actual context]
	[Actual context]
	[Actual context]
	[Actual context]

	[Actual context]
	[Actual context]
	[Actual context]
	[Actual context]


A discussion of dates or a general positive reply is not automatically a response to an identifiable offer. Clarify the proposed scope and any condition before recording acceptance. Booking and payment remain their own decisions.
Further reading: https://www.fmb.org.uk/resource/create-winning-quotes-and-win-more-projects-a-guide-for-uk-builders.html
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