
Request For Quotation Or Proposal Letter

[Your Name]

[Your Address]

[City, State, ZIP Code]

[Email Address]

[Phone Number]

[Date]

[Recipient's Name]

[Recipient's Title/Position]

[Company Name]

[Company Address]

[City, State, ZIP Code]

Subject: Request for Quotation/Proposal

Dear [Recipient's Name],

I hope this letter finds you well. I am writing on behalf of [Your Company Name], a [description of

your company's nature of business]. We are interested in exploring the possibility of a business

collaboration with your esteemed organization.

We have thoroughly researched your company's reputation and impressive track record in providing

[services/products offered by the recipient's company]. We believe that partnering with your

organization will bring mutual benefits and enhance our capabilities to serve our clients better.

With this in mind, we would like to request a comprehensive quotation/proposal for the following:

[Include a detailed description of the product(s) or service(s) you are seeking a quotation or proposal

for. Be specific about quantities, specifications, delivery timelines, and any other important details.]

If you have multiple package options or pricing tiers available, please provide a breakdown of each

option to help us make an informed decision. Additionally, we are open to customization or bundling

options to suit our unique requirements.



Please ensure that your quotation/proposal includes all costs, such as taxes, shipping, handling,

and any other applicable fees. If there are any special discounts or promotions currently available,

we would appreciate being informed about them as well.

We kindly request you to send the quotation/proposal on or before [mention a specific date], as we

have a tight schedule and aim to finalize our decision at the earliest.

Furthermore, if there are any terms and conditions or contractual agreements associated with the

proposed collaboration, please include them in the quotation/proposal for our review.

We are confident that your organization's expertise and competitive pricing will be highly valued by

our clients, and we look forward to a successful partnership.

Please feel free to reach out to us if you require any additional information or have any questions

regarding our request.

Thank you for considering our request, and we eagerly await your prompt response.

Sincerely,

[Your Name]

[Your Title/Position]

[Your Company Name]


