
Professional Service Request 

Date: [Insert Date] 

[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Your Email]  

[Your Phone Number] 

[Recipient Name]  

[Recipient Title]  

[Company/Organization Name]  

[Company Address]  

[City, State, Zip Code] 

Dear [Recipient Name], 

I am writing to formally request your professional services regarding [specific service needed]. 

We are seeking expertise in [briefly describe the nature of the project or service]. 

We believe that your experience in [mention relevant skills or previous work] would greatly 

benefit our initiative. We would appreciate it if you could provide us with your availability and 

any preliminary thoughts you may have on how we can proceed. 

Thank you for considering our request. I look forward to your prompt response. 

Sincerely,  

[Your Name]  

[Your Position/Title]  

[Your Company/Organization Name] 


