
[Your Name]  

[Your Position]  

[Your Company/Organization Name]  

[Your 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],  

I hope this message finds you well. I am writing to formally request a 

supply of oysters for our upcoming [mention event or purpose, e.g., 

restaurant menu, special event, etc.].  

We are interested in [specify quantity or type of oysters] and would like 

to know your availability and pricing. Additionally, please provide 

details on the quality and sourcing of your oysters, as well as any 

relevant delivery options.  

Our required delivery date is [insert date], and we would appreciate a 

prompt response to ensure we can move forward accordingly. Thank you for 

your attention to this matter.  

Looking forward to your reply.  

Best regards,  

[Your Name]  

[Your Position]  

[Your Company/Organization Name] 


