Email sent to Supplier: **due to confidentiality the email address is incorrect please**

From: nao@knightscbi.com
To: WinDo@supplier.com
Date: 5/7/2023   Time: 10:00am
Subject: Request for Procurement and Delivery of Finalized Building Materials
Dear Win Do
I hope this email finds you well. 
Thank you for your time on the phone today. I am writing to officially request the procurement and ordering of the finalized building materials for our upcoming project. Please find the attached document detailing the specific doors and windows that we require for our construction.
Before proceeding with the order, we kindly request your expertise in assessing the suitability of the materials listed in the attachment. As our trusted supplier, your valuable input regarding safety, durability, and overall compatibility with our project requirements would be greatly appreciated. We are particularly interested in knowing if the selected materials meet fire resistance standards and comply with local regulations.
Please provide the manufacturer with the following details that we have attached: 
· Site wind speed assessment in accordance with AS 4055 for Class 1 and 10 buildings from a professional engineer (or other suitably qualified person), which includes terrain category, topographic class and shielding. Where outside AS 4055 scope or for Class 2-9 buildings, determination of wind pressures by a RPEQ in accordance with AS/NZS 1170.2 to provide the ULS, SLS and water penetration requirements. 
· Plans including site, floor and elevation to show room uses and window positions, for example, if corner locations, wet area, or bedroom uses applicable. 
· Location information
· Windows and external glazed doors are required to comply with: 
· AS 2047 – Windows and external glazed doors in buildings; 
· NCC barrier fall protection requirements; and 
· provisions under Part 6AA of the Queensland Building and Construction Commission Act 1991 (QBCC Act), including ‘required information’ for installers. 
This is to ensure the association of the windows and external glazed doors with the building is compliant with the Building Act 1975 and the QBCC Act. 
Furthermore, we would like to inquire about the possibility of having the materials delivered to our construction site by the 30th of July 2023. Timely delivery is crucial for us to ensure a smooth and uninterrupted construction schedule. If the delivery date is not feasible, please let us know the earliest possible date so that we can make necessary arrangements.
Additionally, if there are any warranty options available for the chosen doors and windows, kindly provide us with the relevant details. We value the assurance of after-sales support and prompt resolution of any potential issues that may arise.
We trust in your commitment to providing high-quality products and excellent customer service. Should you have any further recommendations or alternative options that closely align with our requirements, please feel free to share them with us.
To proceed with the order, we kindly request you to provide us with a detailed quotation including the itemized costs, applicable taxes, and any shipping or handling charges. If there are any specific payment terms or methods that we need to be aware of, kindly include those details as well.
Thank you in advance for your prompt attention to this matter. We look forward to your response at the earliest convenience. Should you require any additional information or have any questions, please do not hesitate to contact us.
We appreciate your support and cooperation throughout this process and remain excited to commence our project with your high-quality products.
Kind regards


NAO
Noreen Abu-Obeid
Cost Estimator/Contract Administrator
Mob: 0415818248
nao@knightscbi.com
Postal Address: Knights CBI, 123 Mystreet, Myland, QLD
Telephone 1234567
(LOGO)


Email Received from Supplier:


From: WinDo@supplier.com.au
To: nao@knightscbi.com
Date: 6/7/2023   Time: 3:00pm
Subject: Request for Procurement and Delivery of Finalized Building Materials


Dear NAO
It was a pleasure speaking to you too.
Thank you for reaching out to us and expressing your interest in our products for your upcoming project. We have carefully reviewed the attached document detailing the doors and windows required, and we are pleased to inform you that we can fulfill your order.
Regarding the suitability of the materials, rest assured that our products meet high standards of safety, durability, and compliance with local regulations. We prioritize the quality of our materials to ensure customer satisfaction and the successful completion of construction projects.
In response to your request for delivery, we are delighted to confirm that we can deliver the materials to your construction site by the requested date of 30th July 2023. We understand the importance of timely delivery to facilitate a smooth construction process, and we will make all necessary arrangements to ensure the materials arrive as scheduled.
Furthermore, our products come with a standard warranty that guarantees their performance and quality. We are committed to providing exceptional customer service, and in the unlikely event of any issues, we will promptly address them to your satisfaction. Refer to the attached which may be helpful https://awa.associationonline.com.au/documents/item/2124
To proceed with the order, we will prepare a detailed quotation for you, outlining the itemized costs, applicable taxes, and any shipping or handling charges. We aim to provide transparent pricing and ensure that you have a clear understanding of the financial aspects involved. We will also include any specific payment terms or methods in the quotation for your convenience.
We appreciate your trust in our products and services. Should you require any further assistance, have additional questions, or seek alternative recommendations, please do not hesitate to reach out to us. We are more than happy to assist you throughout the process and address any concerns you may have.
Once again, we thank you for choosing our company as your supplier of doors and windows. We are eager to contribute to the success of your project and look forward to a fruitful partnership. We will be in touch shortly with the detailed quotation.
Kind regards


Win Do
Sales Representative
SUPPLIER COMPANY
1 STREET, ABC LAND, QLD
Australia
Phone: 0123456

