
	[Your business name]
[Street address, city, state ZIP]
[Phone] · [Email] · [Website]
EIN [00-0000000] · W-9 available on request
	ESTIMATE
Estimate # [0001]
Date [MM/DD/YYYY]
Valid until [MM/DD/YYYY]
Your reference / PO [optional]



	PREPARED FOR
[Customer name]
[Street address]
[City, state ZIP]
[Phone or email]
	ENGAGEMENT
[The engagement in one line]
[How long, and when each phase lands]
[Start: what needs to be in place first]



	DESCRIPTION
	QTY
	RATE
	AMOUNT

	Phase 1 — [discovery]


[Days × day rate, or hours × rate; what it covers]
	
	
	

	Phase 2 — [analysis]


[Hours × rate; what it covers]
	
	
	

	Phase 3 — [deliverable]


[Fixed fee for a defined deliverable, or hours × rate]
	
	
	

	Workshop or presentation


[Days × day rate; who attends]
	
	
	

	Expenses — [travel / software / materials]


[At cost, estimated; receipts with the invoice]
	
	
	

	Follow-on support


[Option — per week, per month, or a block of hours]
	
	
	

	
	
	
	

	
	
	
	

	Subtotal
	

	Sales tax / GST / VAT ([rate]%)
	

	Estimated total
	



DEPOSIT TO BEGIN
[Amount — what it books, and when the balance is due]
WHAT'S INCLUDED
[The deliverables, the meetings, the data you'll work with — and what isn't: implementation, extra sites, work outside the question asked.]
HOW TO PAY
[Deposit invoiced at kickoff; the balance at delivery, net 15 or net 30. ACH, card or check.]
Free template from zarla.com/guides/consulting-estimate-template. Replace every [bracketed] line and delete the rows you don't need. Want estimates your customers accept online? Zarla sends quotes as one link from the same dashboard as your website and drafts the invoice when they say yes; on a paid plan with Stripe connected, that invoice carries a pay-now button: zarla.com/features/quoting-software
