
Supplier Profile Inquiry 

Date: [Insert Date] 

To: [Supplier's Name] 

[Supplier's Address] 

[City, State, Zip Code] 

Dear [Supplier's Name], 

We hope this message finds you well. We are currently in the process of evaluating potential 

suppliers for our upcoming projects and would like to request information regarding your 

company. 

Could you please provide us with the following details? 

• Company overview 

• Products and services offered 

• Pricing structure 

• Minimum order quantities 

• Lead times for delivery 

• Payment terms 

Your prompt response would be greatly appreciated as we are on a tight schedule. Thank you for 

your time and assistance. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


