Your Name

Your Address

City, State, Zip Code
Email Address
Phone Number

Date

Recipient's Name
Recipient's Position
Company Name
Company Address
City, State, Zip Code

Dear [Recipient's Name],

I hope this message finds you well. I am writing to inquire about the standard practices your
organization employs regarding technical services. As [your position or role] at [your company
or organization], I am keen on understanding how your services align with industry benchmarks
and ensure quality outcomes for clients.

Specifically, 1 would like to know about the following aspects:

e Service Level Agreements (SLAS)

e Quality Assurance Processes

e Response Times for Technical Support

« Training and Certification of Service Personnel

Understanding these practices will greatly assist us in determining potential collaboration
opportunities and ensuring a seamless integration of services.

Thank you for your attention to this matter. | look forward to your prompt response.

Sincerely,

[Your Name]
[Your Position]
[Your Company]



