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[bookmark: _mcqf0355wo49]1. Objective
To standardize the procedure for handling and responding to quote requests in a timely and efficient manner.

[bookmark: _tg3aenk60omr]2. Scope
This procedure applies to all employees of the MSP who receive, process, or respond to quote requests from potential or existing clients.

[bookmark: _srluo2xsazti]3. Responsibilities
· Sales Team: To collect necessary information from the client and provide an accurate quote based on services requested.
· Technical Team: To assist the Sales Team in assessing the technical requirements and determining the appropriate resources.
· Support Team: To address any follow-up questions or concerns the client may have post-quotation.
[bookmark: _zbdhq0fg3a8m]4. Procedure
[bookmark: _fm5s3o7p0nrp]4.1 Initial Request:
· Receive the quote request from the client through email, phone, or the online form.
· Document the request's details including client's contact information, service requirements, and any specific requests.
[bookmark: _9c5fjaby5x1j]4.2 Information Gathering:
· If required information is missing, contact the client to get more details.
· For technically complex requests, consult the Technical Team for clarity.
[bookmark: _watjs2744si]4.3 Quote Preparation:
· Determine the scope of services, required resources, and time frame.
· Calculate the total cost based on hourly rates, equipment costs, and any other relevant factors.
· Prepare a detailed quote including a breakdown of costs, timelines, and terms and conditions.
[bookmark: _ude0n0y6ekbk]4.4 Review:
· Before sending, have the quote reviewed by a senior member of the Sales Team to ensure accuracy and competitiveness.
· Address any corrections or adjustments as necessary.
[bookmark: _qf6ubeokew77]4.5 Quote Delivery:
· Deliver the finalized quote to the client through the preferred method (usually email).
· Ensure that the quote includes a call-to-action (e.g., "Please respond by [specific date]") and contact information for any questions.
[bookmark: _s2zdmlc2zes]4.6 Follow-up:
· If no response is received within 5 business days, follow up with the client to ensure they received the quote and answer any questions.
· Address any concerns or revisions the client may have and adjust the quote accordingly.
[bookmark: _4o6zeh5tdg45]4.7 Quote Approval:
· Once the client approves the quote, document the approval and transition the project to the onboarding team for implementation.
· If the quote is declined, gather feedback and adjust future quotes as needed.
[bookmark: _gq0v38q4auts]5. Documentation:
Maintain a record of all quote requests, communications, approved and declined quotes, and associated feedback in the CRM (Customer Relationship Management) system.

[bookmark: _arkqlcxi7vgv]6. Review & Continuous Improvement:
Regularly review the quote process, gather feedback from clients and teams, and make adjustments to ensure the process remains efficient and competitive.

[bookmark: _g3ad43v1fmzu]7. Related Documents:
· Price List
· Service Catalog
· Terms and Conditions
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