
[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient Name] 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

I hope this message finds you well. I am writing to request a brochure detailing the services your 

company offers. I am particularly interested in understanding how your services can meet my 

needs. 

If possible, I would appreciate it if you could send the brochure to my email address or physical 

address listed above. Thank you for your time and assistance. 

Looking forward to your prompt response. 

Sincerely, 

[Your Name] 


