Inquiry Letter

From:

[Your Name]

[Your Address]

[City, State, Zip Code]
[Email Address]
[Phone Number]

To:

[Recipient's Name]
[Recipient's Position]
[Company Name]
[Company Address]
[City, State, Zip Code]

Date: [Insert Date]
Dear [Recipient's Name],

| hope this message finds you well. | am writing to inquire about [specific information or
service you are interested in].

Could you please provide me with [details or specifics you want to know]? | would
appreciate your prompt response as this information is crucial for [explain the reason].

Thank you for your attention to this matter. | look forward to your reply.

Sincerely,
[Your Name]



