
Request for Information 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Position] 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally request information regarding the 

various service tiers offered by [Company Name] for our upcoming evaluation. 

As we are in the process of assessing our service needs, we would appreciate comprehensive 

details about: 

• The different service tiers available 

• Features and benefits associated with each tier 

• Pricing structure 

• Any additional costs or fees 

• Contract terms and conditions 

We aim to complete our evaluation by [Insert Deadline], so a prompt response would be greatly 

appreciated. If possible, please provide the information in a detailed report or presentation 

format. 

Thank you for your assistance. We look forward to your prompt response. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Phone Number] 

[Your Email Address] 


