
Product Inquiry 

Date: [Insert Date] 

To: [Recipient's Name] 

Company: [Recipient's Company] 

Address: [Recipient's Address] 

Email: [Recipient's Email] 

Phone: [Recipient's Phone] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to inquire about [Product Name/Description] 

that your company offers. We are interested in obtaining detailed information regarding the 

following: 

1. Specifications: [What specific details do you need?] 

2. Pricing: [Request for pricing information] 

3. Availability: [Ask about stock status] 

4. Shipping options: [Inquire about delivery methods and timelines] 

5. Warranty and Support: [Request information on warranties and customer support] 

We are seeking to make a decision by [Insert deadline], so any information you could provide at 

your earliest convenience would be greatly appreciated. 

Thank you for your attention to this matter. I look forward to your prompt response. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Address] 

[Your Email] 

[Your Phone] 


