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[Your 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 inform you about the products I want to purchase from your company. I intend to make an order soon but need to know about the product quality, type, delivery process, and shipping process if necessary.
[bookmark: _GoBack]I would like to acknowledge the quality of the product and for that purpose, I may request a sample due to the amount of product we need. Secondly, I request for the other variables in this specific type of product so that I may order in particular. Do inform us about the delivery process, the time it takes, the charges it needs. I request the format of payment either cash or bank transfer. Lastly, send me the format of shipping process along with the reply letter.
Kindly respond as soon as possible because I need the products in an urgent situation. Your sheer corporation will be highly appreciated.
Sincerely,
[Your Name]
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