
Inquiry Response 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Address] 

Dear [Recipient's Name], 

Thank you for your inquiry regarding [specific subject]. We appreciate your interest and are 

pleased to provide you with the following detailed information: 

Inquiry Details: 

[Summarize the inquiry here] 

Response: 

[Provide a comprehensive answer to the inquiry, including relevant details, data, or examples.] 

Additional Information: 

If you have any further questions, or require additional clarification regarding our response, 

please do not hesitate to reach out to us at [Your Contact Information]. 

Thank you once again for your inquiry. We look forward to hearing from you soon. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


