Provisional request before final confirmation

Subject: Provisional Request for Purchase Order

Dear [Supplier Name],

We are planning to place an order for the following items and would like to request a provisional
purchase order:

- [Item 1: Quantity]

- [Item 2: Quantity]

This is a tentative request, and final confirmation will be provided after internal approvals. Please
advise on availability and provisional lead times.

Best regards,

[Your Name]

[Company Name]
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