
1. Assessment completed 

and suggested solution 

proposed. 

3b.Prepare quote as soon 

as possible. (Same day)

5.Follow up quotation within 

24 hours of sending

4. Submit quote if possible 

while still on site if possible.  

Or  by email to client the 

same day

3a. Prepare quote 

immediately, whilst still on 

site, where possible.

2. When quote can’t be 

prepared immediately, 

Explain why.                 

(e.g. confirming a price)



6. Client acceptance of the 

quotation. book  a date for 

job completion with client.

7. Discuss schedule date 

for job completion with 

client. Confirm by email.
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