Inquiry Regarding Learning Material
Procurement

[Your Name]

[Your Title]

[Your Institution/Organization]

[Your Address]

[City, State, Zip Code]

[Email Address]

[Phone Number]

[Date]

[Recipient's Name]

[Recipient's Title]

[Recipient's Organization]

[Recipient's Address]

[City, State, Zip Code]

Dear [Recipient's Name],

| am writing to inquire about the procurement of learning materials for [specific purpose, e.g.,
our upcoming academic year, a specific course, etc.]. We are particularly interested in [specific
materials or subjects you are interested in].

Could you please provide information on the following:

Availability of the requested materials.

Pricing and any bulk purchase discounts.

Delivery timelines and options.
Any current catalogs or product lists.

Thank you for your assistance. | look forward to your prompt response.



Sincerely,
[Your Name]
[Your Title]

[Your Institution/Organization]



