
Request for Information 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Title] 

[Organization/Store Name] 

[Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to inquire about the availability of the following 

book: 

Title: [Book Title] 

Author: [Author's Name] 

ISBN: [ISBN Number] 

Thank you for your time and help. 

Sincerely, 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Your Email] 

[Your Phone Number] 


