
Inquiry About Service Capabilities 

Dear [Recipient's Name], 

I hope this message finds you well. My name is [Your Name], and I represent [Your 

Company/Organization Name]. We are currently exploring potential service providers that align 

with our needs, and I am reaching out to gather more information about your service capabilities. 

Specifically, we would appreciate details regarding the following: 

• Overview of services offered 

• Experience in our industry 

• Technical capabilities and tools used 

• Typical response time for service requests 

• Pricing structure and any potential discounts 

We believe that your organization might be a suitable partner, and we would love to learn more 

about how your services could support our objectives. 

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

Sincerely, 

[Your Name]  

[Your Job Title]  

[Your Company/Organization Name]  

[Your Email Address]  

[Your Phone Number] 


