
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Company's Name]  

[Company's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

I hope this letter finds you well. My name is [Your Name], and I 

represent [Your Company/Organization, if applicable]. We are currently in 

need of professional copying services and are considering your company 

for our requirements. 

We require the following services:  

- [Specify the types of documents (e.g., brochures, reports, etc.)]  

- [Mention the quantity needed]  

- [Any specific paper quality or size, if applicable]  

- [Color or black and white printing]  

- [Any additional specifications or deadlines]  

Please provide us with a quotation and any additional information 

regarding your services, such as turnaround times, available paper 

options, and any other relevant details.  

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

Best regards,  

[Your Name]  

[Your Title, if applicable]  

[Your Company/Organization, if applicable] 


