
	[Your Business Name]
[Street address, City, State ZIP]
[email@yourbusiness.com]
[Phone]
	ESTIMATE
Estimate no.    EST-0001
Estimate date    Nov 16, 2026
Valid until    Dec 16, 2026



	PREPARED FOR
[Customer Name]
[Billing address]
[customer@email.com]
	EVENT
Company holiday lunch
EVENT DATE AND TIME
Dec 11, 2026, 12:00 pm
VENUE
300 Market St, 4th floor
GUEST COUNT
60



	DESCRIPTION
	QTY
	RATE
	TAX
	AMOUNT

	Plated dinner, three courses (per guest)
	120
	$58.00
	8%
	$6,960.00

	Appetizers during reception (per guest)
	120
	$12.00
	8%
	$1,440.00

	Service staff, six servers (hours)
	36
	$32.00
	—
	$1,152.00

	Linens, china and glassware rental
	1
	$840.00
	—
	$840.00

	Delivery and setup
	1
	$250.00
	—
	$250.00

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



	Subtotal
	$10,642.00

	Tax
	$672.00

	Estimate total
	$11,314.00



	NOTES
Priced for 120 guests. The final count is due 10 days before the event and sets the amount billed. Bar service is quoted separately.
	TERMS & CONDITIONS
Estimate valid for 30 days. A 30% deposit reserves the date; the balance is due 7 days before the event.


Replace the bracketed text and the sample lines with your own. Prices are fictional. Sample tax is on goods and materials only; check what is taxable in your state.
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