® BUSINESS LETTER TEMPLATE PACK

[Your company name] - [Street address] - [City, State ZIP] - [Phone] - [Email]
[Date]

[Recipient name]
[Title]
[Company]
[Street address]
[City, State ZIP]

Subject: Request for quotation — café furniture
Dear Sales Team:

I am writing to request a quotation for twenty outdoor bistro chairs and five tables for our café, which is opening a
riverside terrace next spring.

We are looking for weather-resistant aluminium or teak furniture in a neutral colour. Please include prices, lead
times, delivery charges and warranty terms.

I would be grateful for your reply by 15 October. You can reach me at [phone] or [email].

Sincerely,

[Your name]
[Your title]
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