Sample Letter: Requesting Technical Specifications from Manufacturer

[Your Name]

[Your Position]

[Your Company/Organization Name]
[Address]

[City, State, ZIP Code]

[Email Address]

[Phone Number]

[Date]

[Recipient's Name]
[Recipient's Position]
[Manufacturer's Name]
[Manufacturer's Address]
[City, State, ZIP Code]

Dear [Recipient's Name],

I hope this message finds you well. I am writing on behalf of [ Your Company/Organization Name] to request detailed technical specifications for
the following product(s):

¢ Product Name/Model Number: [Insert product name or model number]

For our internal evaluation and potential procurement, we kindly ask that you provide us with comprehensive technical documentation, including
but not fimited to:

Product dimensions, weight, and material details

Electrical and mechanical specifications

Performance characteristics and tolerances

Certifications, compliance standards, and safety information
Recommended operating conditions and maintenance guidelines
Any additional technical drawings or datasheets available

Ifpossible, we would appreciate receiving the requested information by [insert desired deadline], to assist us in our timely review and decision-

making process.

Should you require any firther details regarding the specific application or intended use, please do not hesitate to contact me.
Thank you very much for your assistance. We look forward to your prompt response.

Sincerely,

[Your Name]
[Your Position]
[Your Company/Organization Name|
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