
[Your Name]  

[Your Position]  

[Your Company/Organization]  

[Your 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 the purchase of supplies from 

[Supplier's Company Name]. We require the following items:  

1. [Item Description] - [Quantity]  

2. [Item Description] - [Quantity]  

3. [Item Description] - [Quantity]  

Please provide an invoice for these items, including shipping costs and 

estimated delivery times. We would appreciate your prompt attention to 

this matter, as we are looking to have these supplies delivered by 

[Desired Delivery Date].  

Thank you for your assistance. I look forward to your swift reply.  

Best regards,  

[Your Name]  

[Your Position]  

[Your Company/Organization] 


