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Secretarial Services

Checklist for Estimates

. Check all information is correct — yours and the client’s

. Ensure the client name and contact details are visible at the top of the page

. Categorise the estimate, keeping it as easy to follow as possible

. Make sub totals and totals stand out — i.e. embolden or underline

. Keep all figures in one column

. Thank your potential clients for their enquiry somewhere on the page
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