 [ your company’s name ]





 [ address ]



  


  [ contact numbers ]




       [ date ]

Your ref.:

Our ref.:

[ name and title of recipient ]

[ recipient’s address]

Dear [ name ],


Re: Enquiry about a specific product

Our Company would urgently like to purchase [ product with brand name ]. We are writing here to ask if your Company has this product in stock. 

We would be grateful if you could send us by mail the catalogue of your products featuring costs and the way to purchase etc.

As these products are urgently required, we are looking forward to hearing from you very soon.

Yours truly,

[ your signature ]

[ your name ]

[ your title ]

Enclosure

