
Inquiry for Printing Specifications 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Recipient Name] 

[Recipient Position] 

[Recipient Company] 

[Recipient Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

I hope this message finds you well. I am writing to inquire about the printing specifications for 

our upcoming project. We are considering the following details: 

• Type of material: [Specify material] 

• Size: [Specify dimensions] 

• Printing process: [Specify process] 

• Quantity: [Specify number] 

• Deadline: [Specify deadline] 

Could you please provide us with the relevant specifications and any additional information that 

might be necessary? We appreciate your assistance in this matter and look forward to your 

prompt response. 

Thank you for your time. 

Sincerely, 

[Your Name] 

[Your Position] 


