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[Print on Company Letterhead or insert Address] 
 
<<Contact Name>> 
<<Trading/Company Name>> 
<<Address>> 
<<Address>> 
<<Post Code>> 
 
<<Date>> 

 
Dear <<Name of Contact>>, 
 

Re. New Supplier 
 
We are a company which provides <<describe service(s)/product(s)>> in [or to] the <<nature/name 
of industry/market>>. [The company has been established for <<relevant period>> during which we 
have gained a reputation for the high standard of our goods and services]. 
 
Currently we are seeking additional [alternative] suppliers of <<describe service(s)/product(s)>> and 
would greatly appreciate your assistance in providing us details of your range of goods and services 
including prices and discounts available in respect of volume and frequency of business that might 
be transacted between ourselves. 
 
We would be grateful for any brochures or specifications. 
 
[In order to facilitate your collation of the information in respect of the above assume that our 
minimum requirements would be approximately <<details of volume>> per <<frequency>>.]  
 
We look forward to hearing from you. 
 
Yours faithfully, 
 
 
 
<<Name & Title>> 
For and on behalf of <<Company Name>> 
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