 [ your name ]





 [ address ]



  


  [ contact numbers ]




       [ date ]

Your ref.:

Our ref.:

[ name and title of recipient ]

[ recipient’s address]

Dear [ name ],


Re: Rejection of the quotation

Thank you for sending us the quotation with the reference number [ number ].

After studying the quotation, we are sorry to inform you that we are unable to accept it because [ reason ]. However, if you could make appropriate amendments to your quotation, we would be willing to revise it once again.

Yours truly,

[ your signature ]

[ your name ]

[ your title  ]

