
Date: [Insert Date] 

[Your Name]  

[Your Position]  

[Your Company]  

[Your Address]  

[City, State, Zip]  

[Email Address]  

[Phone Number] 

[Recipient's Name]  

[Recipient's Position]  

[Recipient's Company]  

[Recipient's Address]  

[City, State, Zip] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to discuss the printing criteria for [specific 

project or purpose]. We believe that establishing clear printing standards is essential for 

achieving the desired quality and consistency in our outputs. 

Here are the proposed printing criteria we would like to consider: 

• Print Quality: [Specify requirements] 

• Color Accuracy: [Specify requirements] 

• Paper Type: [Specify requirements] 

• Printing Technique: [Specify requirements] 

• Turnaround Time: [Specify requirements] 

If you have any additional criteria or suggestions, please feel free to share. We are keen to ensure 

that all aspects of our printing align with your expectations. 

Thank you for your attention to this matter. I look forward to your feedback. 

Sincerely, 

[Your Name]  

[Your Position]  

[Your Company] 


