
Inquiry for Instructional Materials 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Institution/Organization] 

[Your Address] 

[City, State, Zip Code] 

Email: [Your Email] 

Phone: [Your Phone Number] 

Dear [Recipient's Name], 

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

materials related to [specific subject or topic]. As we plan our curriculum for the upcoming 

academic year, we are interested in effective resources that will enhance the learning experience 

for our students. 

Could you please provide information on the following: 

• Types of instructional materials available 

• Pricing and any bulk purchase discounts 

• Shipping options and timelines 

• Any supplementary resources that may accompany these materials 

Thank you for your assistance. I look forward to your prompt response. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Institution/Organization] 


