
[Your Name]  

[Your Position]  

[Your Company Name]  

[Your Company Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Supplier's Name]  

[Supplier's Company Name]  

[Supplier's Company Address]  

[City, State, Zip Code]  

Dear [Supplier's Name],  

I hope this message finds you well.  

We are interested in purchasing inventory from your company to meet our 

current demands. After reviewing our needs, we would like to place an 

order for the following items:  

1. [Item Description] - [Quantity]  

2. [Item Description] - [Quantity]  

3. [Item Description] - [Quantity]  

Please provide us with a quote for these items, including any applicable 

shipping fees and estimated delivery time. We would appreciate receiving 

your response by [specific date] to ensure timely processing of our 

order.  

Thank you for your assistance. We look forward to your prompt reply.  

Best regards,  

[Your Name]  

[Your Position]  

[Your Company Name] 


