
Vendor Inquiry for New Services Catalog 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Company Address] 

[City, State, Zip Code] 

Email: [Your Email] 

Phone: [Your Phone Number] 

[Vendor's Name] 

[Vendor's Company Name] 

[Vendor's Company Address] 

[City, State, Zip Code] 

Dear [Vendor's Name], 

I hope this message finds you well. I am writing to request a catalog of your new services that 

you are currently offering. As we are continually seeking to improve our offerings, we are 

particularly interested in innovations and enhancements that may benefit our organization. 

Could you please send us your latest catalog or any relevant materials at your earliest 

convenience? We would appreciate any information on how your new services could align with 

our business needs. 

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

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 


