
Inquiry for Educational Content 

Procurement 

Date: [Insert Date] 

Your Name 

Your Position 

Your Institution 

Your Address 

Your City, State, Zip Code 

Your Email 

Your Phone Number 

Recipient Name 

Recipient Position 

Recipient Institution 

Recipient Address 

Recipient City, State, Zip Code 

Dear [Recipient Name], 

I hope this message finds you well. I am writing on behalf of [Your Institution] as we are 

exploring opportunities to procure educational content that aligns with our curriculum needs in 

[specific subject or area]. 

We are particularly interested in [specific types of content, e.g., textbooks, digital resources, 

online courses], and would like to inquire about your current offerings, pricing, and licensing 

agreements. Additionally, we would appreciate any information on bulk purchasing options and 

potential discounts for educational institutions. 

Could you please provide us with a catalog of your available educational materials, along with 

any relevant specifications or sample content? We are eager to review your offerings and 

potentially incorporate them into our program. 

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

Sincerely, 

[Your Name] 

[Your Position] 


