quotation letter format

Understanding Quotation Letter Format: An
Essential Guide for Businesses and Individuals

Quotation letter format is a crucial document used by businesses and
individuals to formally communicate the estimated costs, terms, and
conditions associated with a product or service. Whether you are a supplier
providing a price estimate to a potential client or a buyer requesting a
quotation, understanding the proper structure and elements of a quotation
letter ensures professionalism, clarity, and effective communication. This
comprehensive guide will explore the key components, best practices, and
sample formats to help you craft precise and compelling quotation letters.

What Is a Quotation Letter?

A quotation letter is a formal document issued by a seller or service
provider to a prospective buyer, detailing the estimated costs of goods or
services, along with terms and conditions. It serves as a basis for
negotiations and helps establish mutual understanding before finalizing a
deal. A well-structured quotation letter not only provides transparency but
also builds trust between parties.

Importance of Proper Quotation Letter Format

e Professionalism: Presenting your quotation in a proper format reflects
your business standards and professionalism.

e Clarity and Transparency: Clear formatting helps avoid misunderstandings
regarding pricing, terms, and scope of work.

e Legal Validity: A detailed and correctly formatted quotation can serve
as a reference in case of disputes.

o Efficiency: Well-organized quotations facilitate faster decision-making
for clients.



Key Elements of a Quotation Letter Format

1. Header

- Your company'’s name, logo, address, contact details, and date.
- Mention the document as “Quotation” or “Quote” prominently at the top.

2. Recipient Details

- Name of the recipient or company.
- Address.

- Contact details.

- Reference number (if applicable).

3. Salutation

- A formal greeting, e.g., “Dear Mr./Ms. [Last Name],” or “To Whom It May
Concern,”

4. Introduction/Opening Paragraph

- Briefly introduce the purpose of the quotation.
- Mention the request or inquiry received, if applicable.

5. Body of the Quotation

- Detailed description of the products or services offered.

- Quantity, specifications, or scope of work.

- Pricing details, including unit prices, total costs, taxes, discounts, and
any additional charges.

- Validity period of the quotation.

- Delivery timelines and terms.

- Payment terms and conditions.

6. Terms and Conditions

- Payment methods.

Delivery schedules.

Warranty or after-sales support.
Cancellation and refund policies.
Validity period of the quotation.



7. Closing Paragraph

- A polite closing statement encouraging the recipient to contact for further
clarifications.
- Expression of willingness to negotiate or customize as needed.

8. Signature and Seal

- Name and designation of the authorized person.
- Signature.
- Company seal or stamp (if applicable).

9. Attachments (if any)

- List any supporting documents such as catalogs, specifications, or terms
and conditions.

Sample Quotation Letter Format

Below is a sample format to illustrate the proper structure and elements of a
quotation letter:

[Your Company Logo]
[Your Company Name]
[Your Address]

[City, State, ZIP Code]
[Email Address]

[Phone Number]

[Date]

[Recipient Name]

[Recipient Company Name]

[Recipient Address]

[City, State, ZIP Code]

Subject: Quotation for [Product/Service Name]

Dear [Recipient Name],

Thank you for your inquiry regarding [product/service]. We are pleased to
provide you with our quotation based on the specifications provided.

Product/Service Description:
- [List detailed description, quantities, specifications]

Pricing Details:



- Unit Price: $[amount]

- Quantity: [number]

- Total Price: $[amount]

- Applicable Taxes: $[amount or percentagel
- Discount (if any): $[amount or percentage]
- Grand Total: $[amount]

Terms and Conditions:

- Validity Period: [number] days from the date of this letter.

- Delivery Timeline: [number] days/weeks after order confirmation.
- Payment Terms: [e.g., 50% advance, balance upon delivery]

- Shipping Method: [e.g., FOB, CIF]

- Warranty: [details if applicable]

Please feel free to contact us at [phone/email] for any further clarification
or to discuss customization options. We look forward to the opportunity to
serve you.

Thank you for considering our quotation.

Sincerely,

[Your Name]

[Your Designation]

[Your Signature]
[Company Seal/Stamp]

Best Practices for Creating an Effective
Quotation Letter

1. Be Clear and Concise: Use straightforward language to avoid ambiguity.

2. Personalize the Content: Address the recipient by name and tailor the
quotation to their specific needs.

3. Include A1l Necessary Details: Ensure pricing, terms, and conditions are
comprehensive.

4. Specify Validity Period: Clearly state how long the quotation remains
valid to prevent misunderstandings.

5. Proofread: Check for grammatical errors, typos, and accuracy in figures.

6. Use Professional Language and Formatting: Maintain a formal tone and
consistent formatting throughout the document.



Common Mistakes to Avoid in Quotation Letter
Format

Omitting key details such as prices, terms, or validity period.

Using informal language or inconsistent formatting.

Failing to specify the scope of work or product specifications clearly.

Not attaching necessary supporting documents or references.

Ignoring proofreading, which can lead to misunderstandings or a lack of
professionalism.

Conclusion

Mastering the quotation letter format is essential for effective business
communication. A well-structured quotation not only enhances your
professionalism but also facilitates smooth negotiations and builds trust
with your clients or suppliers. By understanding the key components, adhering
to best practices, and avoiding common pitfalls, you can create compelling
quotations that pave the way for successful transactions and long-term
business relationships.

Remember, a quotation is often the first formal impression your potential
client receives about your business. Invest time in crafting an accurate,
clear, and professional quotation letter to set the right tone and increase
your chances of closing deals effectively.

Frequently Asked Questions

What is the proper format for a quotation letter?

A quotation letter should include the sender's and recipient's contact
details, a formal salutation, a clear subject line, a detailed description of
the goods or services, the quoted prices, terms and conditions, validity
period, and a professional closing with signature.

How should I start a quotation letter?

Begin with a formal greeting such as "Dear [Recipient's Name]," followed by a



brief introduction stating the purpose of the letter and referencing any
previous communication or request for quotation.

What key elements should be included in a quotation
letter?

Key elements include the sender's and recipient's contact information, date,
subject, detailed description of goods/services, unit price, total amount,
payment terms, delivery schedule, validity period, and any special
conditions.

Is there a specific format for the salutation and
closing in a quotation letter?

Yes, use a formal salutation like "Dear Mr./Ms. [Last Name]," and close with
a professional sign-off such as "Sincerely" or "Best regards," followed by
your name, designation, and signature if applicable.

Can I customize the quotation letter format for
different industries?

Yes, you can tailor the format to suit specific industry requirements,
ensuring inclusion of relevant details such as technical specifications,
compliance standards, or industry-specific terms while maintaining a
professional structure.

What is the importance of including validity period
in a quotation letter?

Including a validity period specifies how long the quoted prices and terms
are valid, helping manage expectations, prevent misunderstandings, and
facilitate timely decision-making by the recipient.

Are electronic formats acceptable for quotation
letters?

Yes, electronic formats such as PDF or Word documents are widely accepted,
especially for business communication. Ensure the document is professional,
clear, and includes all necessary details.

How do I make my quotation letter stand out
professionally?

Use a clean, organized layout, clear language, and precise details.
Personalize the letter if possible, include your company's branding, and
ensure it is free from errors to demonstrate professionalism and reliability.



Additional Resources

Quotation Letter Format: A Comprehensive Guide

A quotation letter format is a formal document used by businesses and service
providers to offer a detailed price estimate or proposal to potential clients
or customers. It serves as an essential communication tool that facilitates
transparency, clarifies terms, and helps build trust between parties.
Mastering the proper format of a quotation letter ensures professionalism and
increases the likelihood of successful negotiations and business
transactions.

In this article, we will explore the various aspects of a quotation letter
format, including its structure, key components, best practices, and tips to
craft effective quotations. Whether you're a business owner, salesperson, or
administrative professional, understanding the elements of a well-structured
quotation letter is crucial for fostering positive business relationships and
ensuring clarity in negotiations.

Understanding the Purpose of a Quotation Letter

A quotation letter is more than just a price list; it is a formal proposal
that outlines the scope of work or products, associated costs, terms of
delivery, and other pertinent details. Its primary purposes include:

Providing clients with transparent pricing information

Qutlining the scope of goods or services offered

Establishing terms and conditions for the transaction

Serving as a basis for further negotiations or contract agreements
Demonstrating professionalism and seriousness in business dealings

A well-crafted quotation letter can influence a client's decision-making
process by effectively communicating value, terms, and reliability.

Essential Components of a Quotation Letter
Format

A standard quotation letter should contain several key elements to ensure
clarity and professionalism. Let's explore each component in detail.



1. Header and Sender’s Details

This section includes the company's or individual’s name, address, contact
information (phone number, email), and logo if available. Proper header
placement helps recipients identify the source immediately.

Features:

- Company logo (optional but adds professionalism)

- Name and designation of the sender

- Physical and mailing address
- Contact details (phone, email, website)

2. Date and Reference Number

Including the date of issuance helps track the quotation's validity period. A
unique reference or quotation number aids in internal record-keeping and
future correspondence.

Features:

- Date format consistent with regional standards
- Quotation or reference number for tracking

3. Recipient’s Details

This section addresses the client or recipient of the quotation.
Features:

- Client’s name or company name

- Address

- Contact person (if applicable)
- Contact information

4. Salutation

A respectful greeting such as "Dear Mr./Ms. [Last Name]" or "To Whom It May
Concern" sets a professional tone.

5. Subject or Title

A clear title like "Quotation for [Product/Service]" helps the recipient



understand the purpose immediately.

6. Body of the Letter

This is the core part where you detail the quotation. It typically includes:

- Introduction: Briefly explain the purpose of the letter

- Scope of Work or Description of Goods: Clearly specify what is being
offered

- Pricing Details: Itemized list of products/services with unit prices,
gquantities, and total costs

- Delivery Terms: Estimated delivery time, location, and method

- Payment Terms: Payment schedule, methods accepted, and conditions

- Validity Period: How long the quotation remains valid

7. Terms and Conditions

Any legal or procedural conditions, such as cancellation policies, warranty
details, or other stipulations.

8. Closing and Signatures

A courteous closing phrase like "Sincerely" or "Best regards," followed by
the signature of the authorized person and their designation.

Sample Quotation Letter Format

Below is a typical template illustrating the standard structure:

[Your Company Logo]
[Your Company Name]
[Address]

[City, State, ZIP]
Phone: [Number]

Email: [Email Address]
Website: [URL]

Date: [DD/MM/YYYY]
Quotation No.: [Unique Number]



To:

[Recipient’s Name]
[Recipient’s Position]
[Recipient’s Company Name]
[Recipient’s Address]
[City, State, ZIP]

Subject: Quotation for [Product/Service]
Dear [Recipient’s Name],

Thank you for your inquiry regarding [product/service]. We are pleased to
present our quotation for your consideration.

Scope of Work / Description:
[Detailed description of the products/services offered]

Pricing Details:
| Item Description | Quantity | Unit Price | Total Price

| [Item 11 | [qty] | [price] | [total] |
| [Item 2] | [qty] | [price] | [total] |

Total Amount: [Total Price]

Delivery Terms:
[Expected delivery date, location, shipping method]

Payment Terms:
[Payment schedule, methods accepted, due dates]

Validity:
This quotation is valid until [date].

Please note that the prices are subject to change after the validity period.
Should you have any questions or require further clarification, feel free to
contact us.

We look forward to your positive response and hope to serve your needs
effectively.

Sincerely,

[Signhature]

[Name]

[Position]

[Company Name]
[Contact Information]



Best Practices for Crafting an Effective
Quotation Letter

Creating a professional and compelling quotation letter involves more than
just filling in the template. Here are some best practices:

- Be Clear and Concise: Avoid ambiguity by providing precise details.

- Use Formal Language: Maintain professionalism throughout the letter.

- Customize the Content: Tailor the quotation to the specific client and
project.

- Include A1l Costs: Be transparent about all charges to avoid
misunderstandings.

- Highlight Unique Selling Points: Emphasize what makes your offer better or
different.

- Proofread: Ensure there are no grammatical or typographical errors.

- Attach Supporting Documents: Include brochures, terms & conditions, or
specifications if necessary.

Advantages and Disadvantages of a Proper
Quotation Letter Format

Pros:

- Professionalism: Presents a polished image of your business.

- Clarity: Clearly communicates the scope, price, and terms.

- Legal Record: Serves as a formal record that can be referenced later.
- Facilitates Negotiations: Provides a basis for discussions and
modifications.

- Builds Trust: Transparent pricing builds confidence with clients.

Cons:

- Time-Consuming: Preparing detailed quotations can be labor-intensive.
- Rigidity: May be perceived as inflexible if not tailored properly.

- Misinterpretation Risks: Poorly written quotations can lead to
misunderstandings.

- Requires Updates: Prices and terms may need frequent revisions.

Common Mistakes to Avoid in Quotation Letter



Format

- Omitting crucial details such as prices or delivery timelines
- Using informal language or slang

- Failing to specify the validity period

- Sending generic or impersonal quotations

- Ignoring proofreading, leading to errors

- Not including contact details or signatures

Conclusion

Mastering the quotation letter format is vital for any business aiming to
establish clear, professional, and trustworthy communication with clients. A
well-structured quotation not only conveys essential information but also
reflects your company's professionalism and commitment to transparency. By
adhering to standard formats, including all necessary components, and
practicing good writing habits, you can significantly improve your chances of
securing deals and fostering long-term business relationships.

Remember, the key to an effective quotation letter lies in clarity, accuracy,
and professionalism. Invest time in crafting detailed, tailored quotations,
and always review them carefully before sending. With the right approach,
your quotation letter can be a powerful tool in your sales and negotiation
arsenal.

Quotation Letter Format

quotation letter format: Business Communication Ramchandran K.K., Business
Communication covers concept of communication, its elements and the various devices and modes of
communication such as business correspondence, non-verbal communication, essay writing, speech
and Management Information Systems. An important feature of the book is the fact that it deals not
only with written communication but also with spoken communication including telephone etiquette
and speeches within an organisation. This book is a must for all those who are involved in business
or who are aspiring to move up the corporate ladder, It is a comprehensive guide to communication
skills for corporate executives and business professionals. The book will be enormously useful to
students of commerce, management, international business and sciences as the authors have taken
into consideration the fact that +2 students entering a degree course as well as graduates from
science disciplines would not have been introduced to the concepts of communications and the book
does that in an effective manner. This book explains the principles of communication and
correspondence in simple language and provides models of written communication with
explanations, where necessary.

quotation letter format: Advance Business Communication Pradyumansinh Raj, Salinder
Ranga, Dr. S. Madhubala, Manisha Banani, 2022-11-21 This guidebook to effective business


https://oexd.emailarray.com/mt-one-036/quotation-letter-format.pdf

communication is useful for everyone at any stage of their professional journey, from those just
starting out to those at the top. This book will help students become the kind of excellent business
communicator that every .company in the future will need from its personnel This book will teach
students the skills they need to speak and write English fluently in a business setting. Students can
learn new words, refine their English grammar and pronunciation, and written and spoken become
more confident in both written communication in business settings. The ability to bargain with
prospective customers and communicate ones ideas to co-workers and higher-ups in the company
will both improve as a .result of this training This book covers the topic like Basic Ideas in the Study
of Communication, Self-Development and Communication, Audience Analysis, Forms of
Communication, Group Communication, Group Dynamics, Meetings, Conferences, Seminars,
Workshop and Symposium, Enquiries, Quotations and .Tender Notices and many more This book can
be helpful for the readers who are keen to know the various aspects of communication and for those
who are looking

quotation letter format: Principles of Business Letter Writing Sally B. Maybury, 1959

quotation letter format: FCC Record United States. Federal Communications Commission,
1995

quotation letter format: Writing about Literature with 2009 MLA Update Janet E. Gardner,
2009-06-19 Click here to find out more about the 2009 MLA Updates and the 2010 APA Updates.
Writing about Literature introduces strategies for reading literature, explains the writing process
and common writing assignments for literature courses, provides instruction in writing about fiction,
poetry, and drama, and includes coverage of writing a research paper and of literary criticism and
theory. This volume in Bedford/St. Martin’s popular series of Portable Anthologies and Guides offers
the series’ trademark combination of high quality and great value for teachers looking to assign
supplementary instruction on reading and writing about literature to their students.

quotation letter format: Professional Communication Skills Jain A.K./ Bhatia, Pravin S.R. &
Sheikh A.M., 2006-12 We have seen thousands of promising engg. And oher profesional carers being
ruined due to lack of basic writing skills in english language.The students cannot be blamed for this
short fall.of late the trend has been to lay complete emphasis on teaching only subjects related to
the technical and other professional stream chossen by the students.

quotation letter format: Business Communication and Personality Development Mr.
Rohit Manglik, 2023-08-23 In this book, we will study about effective workplace communication and
techniques for personal and professional growth.

quotation letter format: Business and Professional Writing: A Basic Guide for
Americans Paul MacRae, 2016-05-30 Straightforward, practical, and focused on realistic examples,
Business and Professional Writing: A Basic Guide for Americans is an introduction to the
fundamentals of professional writing. The book emphasizes clarity, conciseness, and plain language.
Guidelines and templates for business correspondence, formal and informal reports, brochures and
press releases, and oral presentations are included. Exercises guide readers through the process of
creating and revising each genre, and helpful tips, reminders, and suggested resources beyond the
book are provided throughout.

quotation letter format: Business Communication ,

quotation letter format: ISC Business Studies for Class XII (A.Y. 2023-24)Onward Dr. C.B.
Gupta, 2023-05-20 The council for the Indian School Certificate Examination, New Delhi has
thoroughly revised the syllabus of Business Studies for ISC Class XII. The new syllabus is in line with
the changing business environment in India characterised by start up entrepreneurship,
digitalisation, cashless payment mechanism, online business, etc. Both the students and the teachers
feel an acute need for a high quality textbook as per the new syllabus. This book is designed and
written to meet this need. According to the council for the Indian School Certificate Examinations,
the aims of teaching Business Studies at the XII standard are as follows : 1. To enable candidates to
understand the modern business environment and to create awareness about various
entrepreneurial opportunities. 2. To awaken a spirit of enterprise amongst candidates. 3. To provide



an insight into the recent trends in business. 4. To acquaint candidates with the various aspects of
Human Resource Management. 5. To provide knowledge and understanding of communication in
modern business. 6. To identify the various sources of business finance and the role of regulators
and intermediaries. I am sure the book would fulfill all these aims. The book fully meets the
requirements of the new syllabus. Some of the unique features of the book are given below' :
Simple and easy-to-understand language ¢ Chapter outline to give a bird's eye-view' of the topics
described in every chapter. ¢ Liberal use of diagrams and tables to illustrate the text. * Examples
from Indian Companies * Summary at the end of each chapter for quick revision before the date of
examination. * Short Answer Type and Long Answer Type Questions * Question Bank at the end of
each chapter * Sample Papers for self-test

quotation letter format: The Administrative Dental Assistant - E-Book Linda J. Gaylor,
2011-11-28 Stay on top of the latest industry advancements, technology, and skill sets with The
Administrative Dental Assistant, 3rd Edition. This comprehensive textbook delivers all the latest
information and skill practice you need to succeed in the paperless era: technology, forms, and
equipment in use today; up-to-date coding information; HIPAA and OSHA guidelines; functions of the
dental business office; communication and critical thinking exercises; and in-depth instruction for
completing common tasks such as scheduling, bookkeeping, electronic record regulations and
insurance coding. A companion workbook and online tools offer interactive games, identification
exercises, daily task simulations, and practice management software to supplement your text
learning, polish your skills, and prime you for a successful career in the modern dental office.

quotation letter format: Air Force Writing , 1966-02

quotation letter format: Success in Reading and Writing Lisa Lord, Helen Cappleman,
1992 Educational resource for teachers, parents and kids!

quotation letter format: English Prose And Computer Writing Skills (According to
Minimum Uniform Syllabus Prescribed by National Education Policy) R. Bansal, 2021-11-01
English Prose and Computer & Writing Skills has been written in accordance with the latest syllabus
prescribed for BA Semester 1 for different universities that have adopted the common unified
syllabus under National Education Policy 2020. After reading this book, students will be able to
understand the basic poetic and prose devices. They will gain knowledge of literary, cultural and
historical contexts of 20th and 21st-century literature in English. Students would be easily able to
draft formal emails, prepare CVs, file FIRs, RTIs and complaints. This book is sure to get students
acquainted with the art of online writing.

quotation letter format: From Sources to Purpose Michael Joseph Hogan, David Reinheimer,
2001 Unlike other texts that focus on the research paper as a product, From Sources to Purpose: A
Guide to Researched Writing emphasizes process throughout, as evidenced by its title --- it is a guide
to researched writing. The text presents a logical, building block approach to determining purpose,
finding meaning in sources, validating sources, discovering context and connections in sources,
drawing inferences, and critiquing sources. As writers work on their major project, they use their
own sources to write three short intermediate papers.

quotation letter format: Oswaal ISC Question Bank Class 12 Business Studies |
Chapterwise and Topicwise | Solved Papers | For Board Exams 2025 Oswaal Editorial Board,
2024-03-12 Description of the Product: * 100% Updated: with Latest 2025 Syllabus & Fully Solved
Board Specimen Paper ¢ Timed Revision: with Topic wise Revision Notes & Smart Mind Maps °
Extensive Practice: with 1500+ Questions & Self Assessment Papers ¢ Concept Clarity: with 1000+
Concepts & Concept Videos * 100% Exam Readiness: with Previous Years’ Exam Question + MCQs

quotation letter format: How to build an export business Nelson T. Joyner, 1978

quotation letter format: Igniting the American Revolution Derek W. Beck, 2015-10-06 For
those who like their history rich in vivid details, Derek Beck has served up a delicious brew in this
book....This may soon become everyone's favorite. —Thomas Fleming, author of Liberty! The
American Revolution A sweeping, provocative new look at the pivotal years leading up to the
American Revolution The Revolutionary War did not begin with the Declaration of Independence, but



several years earlier in 1773. In this gripping history, Derek W. Beck reveals the full story of the war
before American independence—from both sides. Spanning the years 1773-1775 and drawing on
new material from meticulous research and previously unpublished documents, letters, and diaries,
Igniting the American Revolution sweeps readers from the rumblings that led to the Boston Tea
Party to the halls of Parliament—where Ben Franklin was almost run out of England for pleading on
behalf of the colonies—to that fateful Expedition to Concord which resulted in the shot heard round
the world. With exquisite detail and keen insight, Beck brings revolutionary America to life in all its
enthusiastic and fiery patriotic fervor, painting a nuanced portrait of the perspectives, ambitions,
people, and events on both the British and the American sides that eventually would lead to the
convention in Philadelphia on July 4, 1776. Captivating, provocative and inspiring, Igniting the
American Revolution is the definitive history of these landmark years in our nation's history, whose
events irrevocably altered the future not only of the United States and England, but the whole world.
Integrating compelling personalities with grand strategies, political maneuverings on both sides of
the Atlantic, and vividly related incidents, Igniting the American Revolution pulls the reader into a
world rending the British Empire asunder. - Samuel A. Forman, author of the biography Dr. Joseph
Warren

quotation letter format: U.S. Officials and the Fall of the Shah Jean-Charles Brotons,
2012-07-10 Unlike the dominant trend in cognitive approach to foreign policy, the approach in this
book is not guided by reflections in psychology. Like part of Jervis's work, it is inspired by reflections
concerning the philosophy of science; yet not by Kuhn's or those of its most well-known critics, but
by some more recent and formal reflections known as the AGM theory. The AGM theory, proposed in
the 1980's by Alchourron, Gardenfors, and Makinson, is the core of a most dynamic branch of logic,
focusing on belief change. It has produced impressive formal results, with echoes in artificial
intelligence, database management, and decision and game theory. This book shows how it can be
used in political science. The book includes three parts. Part One is a twenty-page review of the
AGM theory, avoiding a number of pitfalls, inaccuracies, and misunderstandings that are common
elsewhere. Part Two is a review of U.S.-Iranian relations under the reign of the last shah, focusing
on the last years of monarchy, and including an unconventional interpretation of U.S. intelligence
performance in 1978. The essential part is Part Three, where an AGM model is tested, and intriguing
results obtained in connection with U.S. perceptions of the Iranian revolution.

quotation letter format: Watching English Change Laurie Bauer, 2014-06-03 Examines the
ways language has changed in the twentieth century. It concentrates on standard English and takes
a historical rather than sociolinguistic view of the changes which have occurred.
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n. 1. The act of quoting. 2. A passage quoted. 3. An explicit

QUOTATION Definition & Meaning | Quotation definition: something that is quoted; a passage
quoted from a book, speech, etc See examples of QUOTATION used in a sentence

quotation - Wiktionary, the free dictionary quotation (countable and uncountable, plural
quotations) (countable) A fragment of a human expression that is repeated by somebody else, for
example from literature or a

Quotation - Wikipedia A quotation or quote is the repetition of a sentence, phrase, or passage
from speech or text that someone has said or written. [1] In oral speech, it is the representation of
an utterance (i.e. of

quotation - Dictionary of English quotation /kwau'teifon/ n a phrase or passage from a book,
poem, play, etc, remembered and spoken, esp to illustrate succinctly or support a point or an
argument
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