
Request for Service Information 

Date: [Insert Date] 

To: [Service Provider's Name] 

[Service Provider's Address] 

[City, State, Zip Code] 

Dear [Service Provider's Name], 

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

services offered by your company. As we are currently evaluating potential service providers for 

our upcoming project, we would appreciate it if you could provide us with the following details: 

• A comprehensive list of services offered 

• Pricing structure and any available packages 

• Service delivery timelines 

• Client testimonials or case studies 

• Contact information for follow-up inquiries 

Your prompt response to this inquiry would be greatly appreciated, as it will aid us in making an 

informed decision. Please feel free to reach out via email or phone at your earliest convenience. 

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

Sincerely, 

[Your Name] 

[Your Job Title] 

[Your Company Name] 

[Your Company Address] 

[City, State, Zip Code] 

[Your Phone Number] 

[Your Email Address] 


