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A letter of enquiry
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Unit 6
A letter of enquiry

B2B – Business to Business 
Let’s imagine that a company – we’ll call it Company A – wants to buy something from another company. It may be parts that it can use in the manufacture of its cars. Or, if it’s a retailer, goods it can sell in its stores. In both cases, Company A needs a supplier. It needs to find ‘Company B’.


So how does company A do this? Trade fairs are one good way. It can go there and see companies’ products. Or it may see an advertisement by a supplier, in a magazine for example. In the modern electronic world, however, companies most often ‘meet’ on the internet. Companies which supply goods and services have websites where they advertise their products, and there are lots of ‘internet portals’ where you can find lists of suppliers in different categories – banking, manufacturing, food products and so on.


Often, it is possible on these websites to view products and prices and to buy directly online, so a lot of day-to-day B2B commerce today takes place without correspondence. But when Company A needs further information, or has questions, then it will write an email or a letter to Company B. A letter like this is a ‘letter of enquiry’ or an ‘enquiry letter’.
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