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[Your Name]
[Company Name]
[Street Address]
[City, ST ZIP Code]

[Date]
[Recipient Name]
[Title]
[Company Name]
[Street Address]
[City, ST ZIP Code]
Dear [Recipient Name]:
I would like to invite you for providing us the quotation of the following quotes on urgent basis.
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The prompt response in the form of the quotation from you will be very beneficial for both of us.

[Your Name]
[Title]
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