
Letter of Inquiry 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Title] 

[Company/Organization Name] 

[Recipient's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to request information regarding [specific 

information needed] related to [specific topic or project]. 

We are currently working on [describe your project or purpose] and would greatly appreciate 

your assistance in providing the necessary details. Specifically, we are interested in [list any 

specific inquiries or details you require]. 

Thank you for your time and consideration. I look forward to your prompt response. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company/Organization Name] 

[Your Address] 

[City, State, Zip Code] 

[Your Phone Number] 

[Your Email Address] 


