
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Company/Organization Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

I hope this message finds you well.  

I am writing to inquire about the availability of VGA cables from your 

company. We are currently looking to purchase several units for our 

office setup and would appreciate any information regarding the 

specifications, pricing, and delivery options. 

Please provide us with a detailed quotation at your earliest convenience.  

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

prompt response. 

Sincerely,  

[Your Name]  

[Your Position]  

[Your Company Name] 


