
[Your Name]  

[Your Position]  

[Your Company]  

[Company Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[Recipient's Company]  

[Recipient's Company Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: Request for Quotation for OQ Services  

I hope this message finds you well.  

We are currently seeking quotations for [specific services or products 

related to OQ] and would like to request your detailed proposal.  

The specifications for our requirements are as follows:  

- [Specification 1]  

- [Specification 2]  

- [Specification 3]  

Please include any relevant terms and conditions, lead times, and payment 

options in your quotation. We would appreciate receiving your quotation 

by [specific date].  

Thank you for your attention to this matter. We look forward to your 

prompt response.  

Sincerely,  

[Your Name]  

[Your Position]  

[Your Company] 


