
[Your Name]  

[Your Position]  

[Your Company/Organization Name]  

[Company Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Supplier's Name]  

[Supplier's Company Name]  

[Supplier's Address]  

[City, State, Zip Code]  

Dear [Supplier's Name],  

Subject: Request for Supplies  

I hope this letter finds you well. I am writing to formally request the 

following supplies that our organization requires:  

1. [Item Description 1] - [Quantity]  

2. [Item Description 2] - [Quantity]  

3. [Item Description 3] - [Quantity]  

These supplies are needed by [specific date], and your prompt attention 

to this request would be greatly appreciated.  

Please let me know if you can fulfill this order and any necessary 

details regarding pricing and delivery.  

Thank you for your assistance.  

Sincerely,  

[Your Name]  

[Your Position]  

[Your Company/Organization Name] 


