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Bid Request - 
[Name, Company Name & Address here]

[Date]

Dear [name],

[Your Company name] invites bids for [product/service name with delivery date].

· [Describe product/service in brief] -  
We would like to request a bid from your company stating credit terms and all other information by [date].

· [Describe the bid conditions, important information and submission modes] - 
You can call [no. here] for further information regarding this bid.

Look forward to receive bid from you.

Sincerely,

[Your name & Designation]

[Company name]
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