
Inquiry Regarding Trademark Procedures 

for Business Name 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient Name] 

[Recipient Title] 

[Organization Name] 

[Organization Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

I hope this message finds you well. I am writing to inquire about the procedures involved in 

registering a trademark for my business name, [Your Business Name]. As I am in the process of 

establishing my business, I want to ensure that I comply with all necessary legal requirements to 

protect my brand. 

Specifically, I would like to know the following: 

• What are the steps involved in the trademark registration process? 

• Are there specific documents or forms that I need to prepare? 

• What are the associated costs and expected timeline for the registration? 

• Can you provide information on any preliminary searches to check the availability of my 

business name? 

Your guidance on these matters would be greatly appreciated as it would help me navigate the 

trademark process more effectively. 

Thank you for your assistance. I look forward to your response. 



Sincerely, 

[Your Name] 

[Your Business Name] 


