To,
[Name of Recipient]
[Designation of Recipient]
[Recipient’s Company Name & Address]
Date:
[bookmark: _GoBack]Subject: Inquiry Letter for Credit
Dear Mr/Mrs.[Name of Recipient],
Mr. / Mrs. [Name of Person whose enquiry is required] of [Same Person’s Business or Organization Name] has applied for an account with our company, [name of Sender’s Company]. He listed you as a reference in his application.


Could you please provide us with some information about [Name of Person whose enquiry is required] reputation and reliability? Any information you give us will be strictly confidencial. We would be happy if you could give us a reply as soon as possible.


Your co-operation is much appreciated.

Yours Sincerely,
[Sender Name]
[Sender Designation]
[Sender Company Name & Address]
[Sender Contact Details]
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