
Business Inquiry Acknowledgment 

Date: [Insert Date] 

Dear [Recipient's Name], 

Thank you for your inquiry regarding [specific inquiry topic or product/service]. We appreciate 

your interest in our company and are pleased to acknowledge receipt of your request. 

Your inquiry is important to us, and our team is currently reviewing the details. We aim to 

respond to your questions and provide the information you need as soon as possible. Generally, 

you can expect a response within [insert timeframe]. 

If you have any further questions or require immediate assistance, please do not hesitate to 

contact us at [insert phone number] or [insert email address]. 

Thank you for considering [Your Company Name]. We look forward to the opportunity to assist 

you. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Company Address] 

[Your Company Phone Number] 

[Your Company Email Address] 


