Email sent to the below Suppliers: **and refer to attachment as doc provided in WPA Task 2.1

	CONTRACTOR/SUPPLIER *relabelled for confidential reasons
	CONTACT DETAILS

	ABC
	0123

	DEF
	1456

	Gro
	0789




From: nao@knightscbi.com
To: supp@suppliercontractor.com
Date: 15/02/2023   Time: 10:00am
Subject: Construction Contract Supplies

Dear Supp
I hope this email finds you well. I am writing to confirm the availability of the materials we require for our building and construction project. As you may be aware, our project is scheduled to begin in two weeks, and we are currently in the process of finalizing our material orders and requirements.
We would appreciate it if you could provide us with a confirmation of the availability of the materials as discussed and as per details provided in the contract.  Please see attached for your ease of reference.
We require the materials to be of the highest quality and delivered to our project site by 1/3/2023. If there are any delays or issues with the availability of the materials, please inform us immediately so that we can make alternative arrangements.
Please provide us with a quote for the above materials, including any applicable taxes, shipping, and handling charges. We would also appreciate it if you could provide us with a breakdown of the estimated delivery timeline and any terms and conditions that may apply including how and when the delivery will be made, the specifics required in terms of special storage or space, etc
If you require any further information or have any questions, please do not hesitate to contact us. We are looking forward to working with you and would appreciate your prompt response.
Thank you for your attention to this matter.

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: supp@suppliercontractor.com
To: nao@knightscbi.com
Date: 18/02/2023   Time: 3:00pm
Subject: Construction Contract Supplier 

Hi Noreen
Thank you for considering us as your supplier for your upcoming residential construction project. We are pleased to inform you that we have the capacity to provide all the necessary materials in good quality and on time.
Our team of experts is committed to delivering high-quality materials that meet your exact specifications. We have a wide range of products available, from basic building materials to specialized products for unique construction projects. Our inventory is always well-stocked, ensuring that we can meet your needs promptly.
We understand how important it is to stick to your project timeline and budget. That's why we work diligently to deliver all materials on time and within your budget constraints. Our reliable delivery service ensures that your materials are delivered to your site when you need them.
We pride ourselves on providing exceptional customer service. Our knowledgeable team is always available to answer any questions you may have and to assist you in selecting the right materials for your project.
Please let us know if you have any questions or if you would like to place an order. We look forward to the opportunity to work with you and to provide you with the materials you need for a successful residential construction project.

Kind regards


Supp
Supplier contractor


