
Letter of Inquiry 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Company Address] 

[City, State, Zip Code] 

Email: [Your Email] 

Phone: [Your Phone Number] 

To: [Recipient's Name] 

[Recipient's Position] 

[Recipient's Company Name] 

[Recipient's Company Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to inquire about the possibility of replacing our current machinery that has proven to 

be ineffective for our operational needs. Over the past few months, we have experienced [briefly 

describe the issues faced, e.g., frequent breakdowns, inefficiency, etc.]. This has negatively 

impacted our productivity and overall performance. 

We are interested in exploring replacement options that would better suit our requirements. If 

possible, please provide information on available models, associated costs, and lead times for 

delivery. Additionally, we would appreciate any advice on potential upgrades or alternatives that 

may enhance our operations. 

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

Sincerely, 

[Your Name] 



[Your Position] 

[Your Company Name] 


