
Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Company Address] 

[City, State, Zip Code] 

[Supplier's Name] 

[Supplier's Position] 

[Supplier's Company Name] 

[Supplier's Company Address] 

[City, State, Zip Code] 

Dear [Supplier's Name], 

I hope this message finds you well. I am writing to formally request technical consultancy 

services from [Supplier's Company Name] regarding [specific topic or project]. We believe that 

your expertise in [specific area of expertise] will greatly benefit our ongoing initiatives. 

We would appreciate the opportunity to discuss this matter in further detail and explore how we 

can collaborate effectively. Please let us know your availability for a meeting or a call at your 

earliest convenience. 

Thank you for considering our request. We look forward to your positive response. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Contact Information] 


