
Request for Information on Employee 

Discount Programs 

Date: [Insert Date] 

To: [Recipient's Name] 

[Company Name] 

[Company Address] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to request more information regarding the 

employee discount programs currently offered by [Company Name]. As a [your position] at 

[Your Department], I believe that understanding these benefits can greatly enhance employee 

engagement and satisfaction. 

Specifically, I would appreciate details on: 

• The types of discounts available 

• Eligibility criteria 

• How to apply or enroll in the program 

• Any expiration dates or limitations on the discounts 

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

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


