
Product Availability Inquiry 

Date: [Insert Date] 

[Your Name] 

[Your Title] 

[Your Company Name] 

[Your Company Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

To Whom It May Concern, 

I hope this message finds you well. I am writing to inquire about the availability of [Product 

Name/Description] that we are interested in procuring for our business operations. 

Could you please provide us with the following details: 

• Current availability status of the product 

• Estimated lead time for delivery 

• Minimum order quantities 

• Pricing information 

Your prompt response will be greatly appreciated, as we are eager to move forward with our 

procurement process. Thank you for your attention to this matter. 

Best regards, 

[Your Name] 

[Your Title] 

[Your Company Name] 


