

[Sender Name]
[Sender Title]
_______________________________________________________________
		TO

[bookmark: Text10][Receiver Name]
[bookmark: Text16][Receiver Title]

[bookmark: Text11]ADDRESS: [Receiver Address]

[bookmark: Text12]EMAIL: [Email Address]

[bookmark: Text13]PHONE:  [Home Phone]


FROM

[bookmark: Text14][Sender Name]
[bookmark: Text15][Sender Title]






























Sub: Business Quotation Letter

[bookmark: _Hlk134610443]Dear [Name],

Our normal trade discount is [#] for ten [#]days and [#] extra if the order is made for more than [#] pieces at a time. We do supply to our customers’ door through our own care.

[bookmark: Text1]Our [Product Name] is originally imported with intact packing and we provide a guarantee for our [Product Type] set for three [#]  years. 

If you need any further details to meet your customer requirements, you should feel free to write/call/email to us. 

Yours faithfully,

[Name]
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