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Cover Letter for a Quote for Service

This is the basic letter we use for a quotation cover letter.

Text:
Date:
Month, xx, Year

To:
The Customer


Client Organization

From:
You the Consultant


Your Company

re:
Quote for Network Services
Thank you for giving me the opportunity to review your systems and talk to you about your ongoing technical support. As promised, I am enclosing a quote for the work we discussed on your systems. There is one quote for the server and related labor, and another quote for the desktops and related labor.
This proposal includes moving to a Windows Small Business Server as your primary server, as we discussed. In addition to the increased reliability for basic file serving, you will have many other features that will make your computer operations faster, more secure, and more reliable.

The quotes assume that we will have a service agreement with a rate of $135 per hour. As you may know, our non-contract labor rate is $150/hour. Let me know if you have any questions about this.

To begin right away, sign the approval notice and fax it to me directly at 999-555-5555.

The most important part of a regular support agreement is the monthly maintenance. During monthly maintenance, we go through a long list of “checks” customized for your machine and network.  Generally, these include:

( Check the server logs

( Verify that the backup is working properly

( Check disc fragmentation

( Review Email logs and functionality

( Clean the Tape Drive

( Label end-of-month tape for offsite storage

( Run Security Analysis

( Run Exchange configuration analysis

( Check Internet Bandwidth

( Check disc space available on the server

( Apply Windows updates as appropriate

( Verify that the virus scanner is working 

( and more!

We also offer a fixed-fee service agreement that would include the monthly maintenance, offsite monitoring, and virtually all labor for a flat monthly fee. With offsite monitoring, we provide these major services:
1) Our server maintains contact with your server and alerts us when there are issues that need attention, such as a failing hard drive, excessive processor usage, or virus activity.
2) We receive alerts, backup reports, and server performance reports from your server on a regular basis. Some of these are daily, some are weekly.
3) We connect remotely to your system from time to time and verify that there are no obvious problems.

4) We apply all important updates to Windows and Microsoft Office. It is our policy to wait until these updates are stable, so we do not always apply them immediately upon release. But when they are known to be stable, we apply the updates.

Many problems are solved by having decent equipment and applying the latest patches, fixes, and updates. If you’ve made many tech support calls for hardware or software, you know the first question is, “Are you on the latest service pack?” With SuperStar Tech Support, we make sure your machines are up to spec so that you can spend your energy on your business.

One of the advantages of remote monitoring is that we can easily provide assistance at any time. We can change passwords, unlock accounts, apply updates, and even give desktop support to users by connecting directly into their machines. Another advantage is that you can go on vacation and know that someone is watching the server!


Your Company
 is dedicated to giving you First-Rate Technical Support.  We hire only skilled, trained, and certified professionals.  We will work very hard to be responsive when you call, to provide you with good advice, and to keep your systems working as smoothly as possible.  You will find our people to be friendly, courteous, and professional.

You can expect us to be honest, competent, and fair.  We will provide you with excellent service and your computers will work better every time we work on them.  We won’t cheat you and we won’t leave you “hanging” when you need support.

If you have any questions or problems, please give us a call at Call 999-555-5555.  

Thank you for considering 
Your Company
.

We look forward to working with you.
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