Business Details Template
A Cowork-ready reference file for your business. Free template from AITSA.

What is this file? This is the "single source of truth" for your business. When you ask Cowork to generate a quote, invoice, receipt, or business email, it reads this file to get your company details, banking info, and house style. Set it up once, and every document Cowork generates from now on is consistent and professional.

How to use this template
1. Replace every field marked with [grey italic placeholder text] with your own information.
1. Save this file as business-details.docx in a folder on your computer (suggested: ~/Documents/Quotes).
1. Add your logo to the same folder as a PNG file (suggested name: logo.png).
1. Open Claude Cowork and give it access to that folder.
1. That’s it. Cowork will read this file every time it generates a document for your business.

Tip: Don’t delete the Notes for Cowork section at the end. Those are house-style rules that make sure every document you generate looks consistent. You can edit them — just don’t remove them.

Company
Registered name: [Your registered company name, e.g. "Smith Trading (Pty) Ltd"]
Trading name: [The name you trade under — can be the same as registered name]
Registration number: [YYYY/NNNNNN/CC format, e.g. 2024/123456/07. Skip if sole proprietor.]
VAT number: [10 digits, starting with 4. Skip this line if you’re not VAT-registered.]

Contact
Phone: [Landline if you have one]
Mobile: [Your business mobile]
Email: [Your business email]
Website: [Your website URL, e.g. www.yourbusiness.co.za]

Address
Physical address:
[Street address line 1]
[Street address line 2, if applicable]
[Suburb, postal code]
[Province, Country]

Postal address:
[PO Box number or "Same as physical"]
[Suburb, postal code]

Banking Details
Bank: [Your bank name]
Account type: [Cheque / Savings / Business]
Account name: [Account holder name as it appears on statements]
Account number: [Your account number]
Branch code: [Universal branch code recommended — easier for clients]
SWIFT code: [Optional, for international transfers]
Reference: Use the quote number

Standard Quotation Terms
These are the default terms attached to every quote. Edit to match your business.

Validity: This quote is valid for 30 days from the date of issue.

Deposit: A 50% deposit is required upon acceptance of the quote. Work begins only after deposit confirmation.

Payment terms: Balance payable within 7 days of project completion.

VAT: All prices include VAT at 15%, unless otherwise indicated. [Remove this line if you’re not VAT-registered.]

Scope changes: Work that falls outside the original scope will be quoted separately at [your hourly rate, e.g. R650] per hour.

Late payment: Interest of 2% per month will be charged on amounts overdue by more than 30 days.

Standard Footer Text
Thank you for the opportunity to quote on this work. For any questions, please contact me at [your mobile] or [your email].

[Trading name] is registered in [country] under registration number [reg number] and is VAT-registered under number [VAT number]. [Skip the registration and VAT references if they don’t apply to you.]

Notes for Cowork
This section tells Cowork how to use the information above. These are universal house-style rules — edit if you want, but don’t delete the section.

• When generating a quote or invoice, always use the Trading name (not the registered name) at the top of the document.
• The registered name and registration number must appear at the bottom of every document.
• Always include the VAT number on invoices, if applicable.
• Banking details go in the footer or in a clear "Payment" section.
• Standard terms go on the last page of the quote.
• Use formal English in all client-facing documents.
• Format currency as R 1,500.00 (with space after R, comma thousand separator, period decimal). Adjust the currency symbol if you’re not in South Africa.
• Start quote numbers at Q001, then Q002, Q003, etc.
• Use the date format 6 May 2026 (not 06/05/2026, which is ambiguous).
• The logo file in this folder is the official mark for all client documents.


—————————
From AITSA. Hierdie template is deel van ‘n reeks oor hoe om AI prakties in jou besigheid te gebruik. Watch the tutorial: aitsa.tech — of soek AITSA op YouTube.
