Inquiry for Instructional Material Purchase

Date: [Insert Date]

To: [Vendor's Name]
[Vendor's Company Name]
[Vendor's Address]

Dear [Vendor's Name],

| hope this message finds you well. My name is [Your Name], and | am [Your Position] at [Your
Institution/Organization]. We are currently in the process of reviewing our instructional materials
and are interested in exploring potential purchases from your company.

Could you please provide information on the following:

« The available instructional materials specifically related to [Specify subject area or grade
level]

e Pricing details and bulk purchase discounts

o Availability and lead times for delivery

e Samples or catalogs of your materials

We appreciate your assistance and look forward to your prompt response regarding this inquiry.
Please feel free to reach me at ['Your Phone Number] or [Your Email Address] if you require any
further details.

Thank you for your attention to this matter.

Sincerely,

[Your Name]

[Your Position]

[Your Institution/Organization]



