Date: [Insert Date]

[Vendor Name]

[Vendor Address]

[City, State, Zip Code]

Dear [Vendor Contact Name],

I hope this message finds you well. My name is [Your Name], and | am reaching out on behalf of
[Your Company Name]. We are currently exploring options for vendor support services and
would like to inquire about the solutions your company offers.

Specifically, we are interested in the following:

Types of support services available

Response times and service level agreements

Pricing structure and any available packages
Customer testimonials or case studies

We are keen on establishing a long-term relationship with a reliable vendor, and your company
has come highly recommended. If possible, could we schedule a meeting or a call to discuss this
in further detail?

Thank you for your time and assistance. | look forward to your prompt response.

Sincerely,

[Your Name]

[Your Position]

[Your Company Name]

[Your Contact Information]



