To: Bazarbek Zhaksybekov, Head of Procurement office 

Cc: Fariza Bekzhan, EDSA

From: NAME, President of ORGANIZATION  
Subject: Request to find suppliers for ITEM NAME  
Date: 
Dear Mr. Zhaksybekov, 
Please be informed that NAME OF ORGANIZAITON is going to organize EVENT NAME on DATE. In this regard, we would like to offer NAME OF ITEMS,etc. Please assist us to find suppliers. 
Thank you 

Regards, 
NAME   
Enclosed: PUT COPY OF ORDER AND KSA BUDGET PROPOSAL 
