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Writing	a	quick	and	helpful	response	to	inquiry	letters	makes	a	good	impression	on	customers.Start	letters	with	a	proper	greeting	to	make	readers	feel	valued	and	respected.End	letters	with	hopes	for	future	business	to	encourage	ongoing	relationships	with	clients.	This	guide	to	responding	to	inquiry	letters	is	written	especially	for	English	language
learners.	It	covers	standard	structure	and	phrases	used	in	responses.	Inquiries	arrive	in	order	to	ask	for	more	information	about	a	product	or	a	service.	The	speed	with	which	you	reply,	as	well	as	how	helpful	you	are	in	providing	information	requested	will	ensure	that	your	inquiry	response	is	successful.	It	is	very	important	to	make	a	good	impression
when	responding	to	inquiries	from	potential	customers.	Of	course,	the	best	impression	will	be	made	by	providing	the	materials	or	information	that	the	prospective	client	has	asked	for,	this	positive	impression	will	be	improved	by	a	well-written	response.	Thebasics	of	business	letter	writingare	similar	for	each	type	of	business	letter.	Remember	to	place
your	or	your	company's	address	at	the	top	of	the	letter	(or	use	your	company's	letterhead),	followed	by	the	address	of	the	company	you	are	writing	to.	The	date	can	either	be	placed	double	spaced	down	or	to	the	right.	You	can	also	include	a	reference	number	for	correspondence.	For	further	types	of	business	letters,	use	this	guide	to	different	types	of
business	letters	to	refine	your	skills	for	specific	business	purposes	such	as	making	inquiries,	adjusting	claims,	writing	cover	letters,	and	more.	The	Start:	Dear	Mr,	Ms	(Mrs,	Missit's	very	important	to	use	Ms	for	women	unless	asked	to	use	Mrs	or	Miss)Thanking	the	Potential	Customer	for	His/Her	Interest:	Thank	you	for	your	letter	of...	inquiring	(asking
for	information)	about...We	would	like	to	thank	you	for	your	letter	of...	inquiring	(asking	for	information)	about...Providing	Requested	Materials:	We	are	pleased	to	enclose...Enclosed	you	will	find...We	enclose...Providing	Additional	Information:	We	would	also	like	to	inform	you...Regarding	your	question	about...In	answer	to	your	question	(inquiry)
about...Closing	a	Letter	Hoping	for	Future	Business:	We	look	forward	to...	hearing	from	you	/	receiving	your	order	/	welcoming	you	as	our	client	(customer).Signature:	Yours	sincerely	(remember	to	use	'Yours	faithfully'	when	you	don't	know	the	name	of	the	person	you	are	writing	and	'Yours	sincerely'	when	you	do.	Jackson	Brothers3487	23rd
StreetNew	York,	NY	12009Kenneth	BeareAdministrative	DirectorEnglish	Learners	Company2520	Visita	AvenueOlympia,	WA	98501September	12,	2000Dear	Mr.	BeareThank	you	for	your	inquiry	of	12	September	asking	for	the	latest	edition	of	our	catalog.We	are	pleased	to	enclose	our	latest	brochure.	We	would	also	like	to	inform	you	that	it	is	possible
to	make	purchases	online	at	jacksonbros.com.We	look	forward	to	welcoming	you	as	our	customer.Yours	sincerely,(Signature)Dennis	JacksonMarketing	DirectorJackson	Brothers	Share	copy	and	redistribute	the	material	in	any	medium	or	format	for	any	purpose,	even	commercially.	Adapt	remix,	transform,	and	build	upon	the	material	for	any	purpose,
even	commercially.	The	licensor	cannot	revoke	these	freedoms	as	long	as	you	follow	the	license	terms.	Attribution	You	must	give	appropriate	credit	,	provide	a	link	to	the	license,	and	indicate	if	changes	were	made	.	You	may	do	so	in	any	reasonable	manner,	but	not	in	any	way	that	suggests	the	licensor	endorses	you	or	your	use.	ShareAlike	If	you
remix,	transform,	or	build	upon	the	material,	you	must	distribute	your	contributions	under	the	same	license	as	the	original.	No	additional	restrictions	You	may	not	apply	legal	terms	or	technological	measures	that	legally	restrict	others	from	doing	anything	the	license	permits.	You	do	not	have	to	comply	with	the	license	for	elements	of	the	material	in
the	public	domain	or	where	your	use	is	permitted	by	an	applicable	exception	or	limitation	.	No	warranties	are	given.	The	license	may	not	give	you	all	of	the	permissions	necessary	for	your	intended	use.	For	example,	other	rights	such	as	publicity,	privacy,	or	moral	rights	may	limit	how	you	use	the	material.	Both	leggings	and	tights	are	tight-fitting
clothing	made	of	stretchy	materials	like	nylon	and...	Face	primer	and	eye	primer	are	both	used	to	help	makeup	last	longer,	but	they	are	made	for...	Playgroup	and	preschool	are	both	early	childhood	programs.	They	help	young	children	learn	and	grow...	Crowns	have	been	worn	by	monarchs	for	centuries	as	symbols	of	power,	authority,	and
sovereignty...	The	terms	League	and	Union	are	often	used	in	sports,	especially	in...	verThe	Far	Right	and	Far	Left	are	the	most	extreme	ends	of	the	political	spectrum.	They	both	want...	Kabsa	and	Mandi	are	both	popular	rice	dishes	in	Arabic	cuisine.	They	are	somewhat	similar	as	both...	We	often	tend	to	use	the	terms	geek	and	dork	interchangeably,
as	both	refer	to	people	who	may	not...	Galangal	and	turmeric	may	look	similar	at	first	glance	because	theyre	both	root	spices	from	the...	Blending	and	segmenting	are	two	important	skills	in	learning	to	read	and	write.	They	both	involve...	Its	easy	to	view	customer	inquiries	as	a	problem	to	be	resolved	and	then	forgotten	about.	Of	course,	answering	the
question	or	fixing	the	issue	is	important.	But	if	thats	your	only	goal,	youre	missing	the	chance	to	maximize	buyer	satisfaction	and	loyalty.	Every	communication	(and	every	customer)	is	unique.	So	the	best	thing	you	can	offer	them	is	truly	humanized	service.If	customers	feel	like	you	value	their	business,	listen	to	them	carefully,	and	see	them	as
individuals,	theyre	a	lot	more	likely	to	stick	around.	So	what	can	you	do	to	make	service	more	human	and	authentic?Lets	explore	how	to	respond	to	a	customer	inquiry	in	a	way	that	goes	above	and	beyond.	Average	response	time,	overall	resolution	rate,	first	contact	resolution	These	kinds	of	metrics	are	one	way	to	measure	customer	service	success.
And	they	are	important.	However,	you	wont	make	progress	on	them	without	improving	the	way	customers	feel	about	your	business.	In	other	words,	the	subjective	human	experience	matters	just	as	much	as	numbers	and	processes.	Even	if	you	have	excellent	workflows	in	place,	a	customer	who	is	frustrated	because	theyve	been	treated	like	a	robot
leads	to	a	slower	resolution	process	and	wasted	resources.	It	can	be	exhausting	to	work	through	a	long,	difficult	conversation	with	an	angry	customer.	It	requires	a	lot	of	patience,	clarity,	and	attentiveness	to	fully	help	the	buyer	while	maintaining	a	professional	demeanor.	As	a	service	tickets	pile	up,	its	tempting	to	look	for	ways	to	wrap	things	up	as
quickly	as	possible.	Yet	its	essential	to	maintain	complete	focus	on	the	customers	issue,	no	matter	how	frustrating	it	is	(or	how	long	it	takes	to	resolve).	There	are	plenty	of	vital	customer	service	skills	that	help	your	team	do	that.	Many	businesses	focus	on	hard	skills	the	job-specific	or	role-specific	abilities	developed	through	education	and	professional
training.	These	are	the	kinds	of	skills	that	appear	on	a	resume,	and	they	form	a	valuable	baseline.	But	when	it	comes	to	customer	support,	soft	skills	are	what	make	all	the	difference.	These	are	the	more	nebulous	traits	that	result	from	high	emotional	intelligence.	Although	theyre	harder	to	learn	and	seem	innate,	they	can	still	be	honed	through
experience	For	example,	youll	want	to	cultivate	an	empathetic	mindset	when	responding	to	any	customer	inquiry.	Weve	written	before	about	the	importance	of	empathy	in	customer	service.	Its	a	crucial	starting	point,	where	you	begin	by	understanding	the	customers	frustrations	by	placing	yourself	in	their	shoes.	Other	soft	skills	that	are	necessary	for
mastering	how	to	respond	to	a	customer	inquiry	include:	Patience	Positivity	Clarity/concision	Attentiveness	Composure	Adaptability	Confidence	Responsibility	Problem-solving	Of	course,	its	one	thing	to	possess	these	traits	in	a	general	sense.	Its	another	to	apply	them	well	and	consistently	in	challenging	situations.	The	rest	of	this	article	will	focus	on
strategies	you	and	your	team	can	apply	right	now.	The	biggest	mistake	is	failing	to	have	a	plan	of	action	for	customer	complaints.	And	that	plan	should	go	beyond	outlining	basic	steps	for	resolution	(although	thats	a	good	place	to	start).	For	instance,	its	helpful	to	group	common	problems	into	categories,	and	detail	targeted	solutions	for	each.	Helping
customers	troubleshoot	your	software	is	a	very	different	prospect	from	fielding	complaints	about	late	deliveries.	Its	also	important	to	consider	whether	your	customer	service	tools	make	it	easy	to	process	inquiries.	If	youre	responding	to	customer	emails	via	Gmail	or	Outlook,	for	example,	you	wont	have	access	to	a	lot	of	the	necessary	organization	and
automation	options.	This	problem	is	compounded	if	youre	handling	customer	complaints,	questions,	and	reviews	through	various	channels:	Google,	phone	calls,	email,	Facebook,	Instagram,	etc.	The	required	switching	back	and	forth	between	platforms	slows	your	support	team	down.	Plus,	some	messages	are	bound	to	get	missed,	and	to	properly
follow	up	youll	have	to	monitor	every	channel	constantly.	So	if	you	havent	already,	now	is	the	time	to	get	your	team	set	up	with	a	customer	support	helpdesk	like	Groove.	Our	software	is	built	for	small	businesses	its	powerful,	but	also	affordable,	streamlined,	and	easy	to	set	up.	It	funnels	all	customer	communications	to	the	same	place,	and	gives	you
the	tools	you	need	to	respond	effectively	and	efficiently.	Once	youve	set	up	your	helpdesk,	you	can	create	a	roadmap	showing	your	support	team	how	to	respond	to	a	customer	inquiry.	From	there,	you	can	further	customize	your	approach	based	on	each	individual	interaction.	In	the	following	sections,	well	walk	through	that	process.	Much	of	this
advice	applies	whether	youre	using	Groove	or	not,	but	well	also	show	you	how	our	helpdesk	facilitates	each	step!	Before	you	decide	how	to	respond	to	a	customer	inquiry,	you	need	to	tackle	the	when.	You	probably	get	a	lot	of	questions,	requests,	and	complaints.	While	you	can	simply	answer	them	in	the	order	theyre	received,	thats	rarely	the	most
effective	option.	On	the	other	hand,	if	you	categorize	and	prioritize	messages	as	they	come	in,	youre	in	a	much	better	position.	You	can	answer	in	order	of	urgency,	or	save	time	by	tackling	similar	requests	in	bulk.	You	can	also	make	sure	that	each	inquiry	ends	up	with	the	best	person	to	handle	it.	With	Groove,	for	example,	you	can	use	smart	folders	to
view	conversations	of	a	particular	type	or	status:	Emails	can	also	be	tagged.	This	lets	you	group	similar	questions	together,	prioritize	urgent	issues,	and	respond	to	generic	questions	with	canned	responses	that	you	can	prepare	and	personalize.	And	with	round	robin	assignment,	you	can	more	easily	distribute	inquiries	among	your	support	team.	If	you
notice	a	lot	of	inquiries	related	to	a	specific	product,	you	might	set	up	a	ruleto	automatically	move	conversations	to	a	certain	folder	when	the	tag	contains	[Product]	problem	or	Question	about	[Product].	For	requests	that	need	to	be	followed	up	on,	you	can	set	reminders.	Lets	say	youre	waiting	on	an	update	from	the	development	team.	You
cansnoozerelated	conversations	until	that	update	is	ready.	At	the	appropriate	time,	the	relevant	tickets	will	pop	back	into	your	inbox,	and	remind	you	to	follow	up	with	the	customers.	When	your	customers	reach	out,	they	want	a	quick	reply.	Youll	need	to	know	what	their	expectations	are,	and	have	a	process	in	place	to	respond	based	on	the	channel	or
nature	of	the	inquiry.	For	instance,	social	media	warrants	a	speedy	response.	At	least	two-thirds	of	customers	want	brands	to	respond	to	social	media	questions	within	24	hours.	Youll	need	to	account	for	that	in	how	you	prioritize	tickets	once	they	hit	your	inbox.	The	urgency	and	severity	of	the	problem	also	matters.	When	the	customer	is	upset,	angry,
or	confused,	you	have	one	shot	to	diffuse	the	situation	or	remedy	the	problem.	The	longer	they	have	to	wait,	the	worse	the	situation	will	get.	Its	imperative	to	reply	to	these	inquiries	as	quickly	as	you	can.	If	youre	busy	or	the	question	is	complex,	its	tempting	to	wait	until	you	can	fully	resolve	the	issue.	But	even	if	an	immediate	solution	isnt	possible,
you	still	need	to	provide	an	acknowledgement	so	they	know	its	being	handled.	This	is	where	automation	can	help.	You	can	send	out	an	auto-reply	to	each	customer	inquiry,	notifying	the	customer	that	youve	received	their	message.	Its	also	a	good	idea	to	give	them	a	timeframe	for	your	full	response	(typically	12-24	hours).	Grooves	auto-replies	can	be
easily	customized.	They	trigger	on	thefirstmessage	of	anewconversation.	So	if	the	customer	is	replying	to	anexisting	email	thread,	the	auto-reply	will	not	re-trigger.	When	the	time	comes	to	dive	into	your	full	response,	remember	each	customer	is	an	individual.	Even	if	theyre	reaching	out	about	a	common	problem,	you	should	take	the	time	to	read
their	inquiry	carefully.	Look	for	clues	that	indicate	their	frame	of	mind,	and	mirror	that	back	to	them	in	your	reply.	In	other	words,	youll	need	to	adjust	your	communication	style	to	suit	the	customer.	Pay	attention	to	their	choice	of	words,	tone,	sentence	structure,	and	emotions,	and	respond	appropriately.	For	example:	If	a	customer	is	detail-oriented
(indicated	by	a	long,	organized,	and	thorough	request),	provide	comprehensive	information.This	may	be	a	detailed	outline	on	your	intended	course	of	action,	specific	plans	for	resolution,	or	a	walkthrough	of	what	caused	the	problem	in	the	first	place.	The	customer	still	has	feelings	about	the	situation,	though,	so	dont	be	too	formal.	Provide	reassurance
that	the	mistake	wont	happen	again,	or	that	action	will	be	taken	to	permanently	fix	the	issue.	If	the	customer	is	blunt	and	direct,	or	sounds	panicked,	your	goal	should	be	to	solve	their	problem	as	quickly	as	possible.Keep	your	response	short	and	to-the-point,	and	dont	introduce	unnecessary	topics	or	small	talk.	If	their	tone	is	informal,	you	can	match
this	while	still	remaining	professional.	But	again,	remember	the	human	element.	A	quick	but	sincere	apology	will	go	a	long	way.	Its	important	to	note	that	mirroring	can	be	taken	too	far.	You	shouldnt	respond	to	aggressive	communication	with	a	similar	tone.	But	take	an	angry	or	rude	customer	seriously	a	casual	or	overly-positive	rely	will	sound
dismissive.	In	those	cases,	you	can	adopt	a	more	productive	approach	by	responding	assertively.	This	isnt	about	controlling	the	conversation,	but	showing	that	youre	taking	it	seriously.	Focus	on	creating	a	balanced	dialogue	where	you	listen	attentively,	but	respond	with	authority.	While	adjusting	your	responses	for	each	customer,	keep	in	mind	that
your	overall	voice	should	remain	on	brand.	This	is	especially	important	when	you	have	a	service	team.	Every	customer	should	have	a	consistent	experience,	no	matter	who	theyre	speaking	with.	If	your	brand	maintains	a	casual	and	friendly	tone,	youll	want	to	reflect	that	attitude	in	your	responses.	Your	language	should	be	clear,	concise,	and	free	of
technical	jargon	the	customer	may	not	understand.	Alternatively,	if	your	brand	presents	a	formal	and	authoritative	face,	youll	want	that	to	come	through	in	your	customer	service.	Finally,	one	guideline	thats	nearly	always	relevant	is	to	keep	your	wording	positive	and	constructive:	I	know	how	frustrating	that	must	be,	so	I	want	to	make	sure	I	fix	this
for	you	right	away.	Great	question!	I	can	definitely	help	you	with	that.	I	understand	how	serious	this	issue	is.	Let	me	speak	with	my	manager	to	see	what	we	can	do	to	resolve	it	for	you	now.	Conversely,	youll	want	to	avoid	overly	negative	phrasing,	and	statements	that	close	the	door	on	the	conversation:	Thats	the	policy;	I	cant	do	anything	to	help	you.
Weve	been	delayed	here,	so	all	orders	are	taking	longer	than	normal	to	send	out.	You	need	to	understand	the	limitations	of	our	product.	Customer	service	isnt	for	this	request.	You	need	to	reach	out	to	the	correct	department.	Consider	what	the	customer	is	going	through,	and	direct	the	conversation	in	whatever	productive	avenue	is	available.	Theres
always	something	you	can	do	to	move	things	in	a	positive	direction,	whether	thats	directing	them	to	the	right	place	for	answers,	or	providing	recompense	in	the	form	of	a	refund	or	discount.	The	most	pressing	component	of	any	customer	inquiry	is,	of	course,	resolving	their	problem.	Issues	are	inevitable,	especially	for	startups.	You	cant	avoid	them,
but	you	can	deliver	excellent	customer	support	and	keep	your	buyers	happy.	First,	remember	to	apologize	sincerely	for	anything	that	isnt	working	or	may	have	gone	wrong.	A	defensive	demeanor	reflects	poorly	and	results	in	mistrust,	so	keep	this	clear	and	simple.	After	that,	effective	resolution	is	built	on	a	few	principals:	Active	listening:Show
customers	their	concerns	are	heard	by	summarizing	their	points	in	your	own	words,	and	asking	for	clarification	when	needed.	Honesty	and	integrity:	Dont	lie	to	the	customer,	even	if	your	product	is	at	fault.	Accountability	builds	long-term	relationships.	You	can	validate	the	customers	concerns	while	still	moving	the	conversation	in	a	productive
direction.	Clear	communication:You	cant	help	the	customer	if	they	dont	understand	what	youre	offering	or	suggesting.	When	outlining	a	plan	of	action	or	providing	a	solution,	its	imperative	to	be	direct	and	clear,	and	to	not	skip	over	any	steps	or	information.	Follow-through:Always	deliver	on	your	promises,	and	aim	to	go	above	and	beyond.	If	you	dont
have	the	capability	to	resolve	an	issue,	make	sure	the	ticket	is	followed	through	to	its	resolution,	even	if	that	involves	another	department	or	supervisor.	For	bonus	points,	youll	want	to	check	in	a	few	days	later	and	make	sure	the	problem	was	actually	fixed.	You	can	develop	roadmaps	for	how	to	respond	to	a	customer	inquiry	based	on	type.	These
shouldnt	be	inflexible	scripts,	but	general	sets	of	steps	so	support	agents	always	know	what	to	do	next	and	dont	miss	anything	crucial.	Your	roadmaps	should	be	customized	to	fit	your	services	and	customers,	of	course.	But	a	baseline	set	of	steps	for	resolution	might	look	like	this:	Apologize	sincerely	for	anything	that	isnt	working	or	has	gone	wrong.
Dont	be	defensive	or	argue	with	the	customer;	just	let	them	know	that	their	concerns	matter	and	youre	sorry	theyre	frustrated.	Walk	through	the	issue	with	the	customer,	ask	questions,	and	summarize	what	youve	heard.	Do	this	as	needed	until	youre	confident	that	you	understand	the	extent	and	specifics	of	the	problem.	Take	one	of	the	following
paths:If	theres	a	single	solution,	describe	it	to	the	customer.	Make	sure	its	clear	how	the	solution	will	help,	and	what	(if	any)	actions	the	customer	will	need	to	take.	If	there	are	multiple	potential	solutions,	outline	them	concisely	along	with	their	pros/cons	(and	your	recommendation	if	relevant),	and	let	the	customer	decide	what	to	try	first.	If	you	dont
have	a	solution	but	think	there	might	be	one,	detail	a	plan	of	action	and	bring	in	help	or	escalate	to	the	appropriate	department.	Let	the	customer	know	what	youre	doing	and	when	they	should	expect	another	reply.	If	there	is	no	direct	solution,	offer	the	customer	another	apology	and	some	kind	of	compensation	for	their	trouble.	If	possible,
communicate	how	a	similar	issue	can	be	avoided	in	the	future,	explain	that	the	problem	is	being	worked	on,	and/or	suggest	an	alternative	option	that	helps	them	accomplish	their	goal.	Along	with	the	resolution	process,	your	roadmaps	should	include	advice	on	communication	styles,	tone	of	voice,	and	the	other	advice	weve	discussed.	You	can	also
include	guidance	on	the	practical	aspects	of	how	to	respond	to	a	customer	inquiry.	Point	your	support	agents	towards	canned	responses	that	can	be	customized,	and	make	sure	they	know	how	to	collaborate	with	other	team	members	effectively.	And	provide	platform-specific	directions.	If	youre	receiving	complaints	or	angry	inquiries	on	social	media,
youll	want	to	acknowledge	them	on	the	platform	so	other	customers	can	see	that	your	business	is	responsive.	Then	transition	the	conversation	itself	to	private	communication	via	your	helpdesk.	At	this	point,	the	complaint	should	be	addressed	and	the	customer	(and	you!)	should	feel	like	the	issue	has	been	resolved.	Thank	the	customer	for	reaching
out,	and	offer	follow-up	information	or	instructions	in	case	they	need	to	get	back	in	touch.	But	you	dont	have	to	wait	for	them	to	take	the	next	step.	Depending	on	the	inquiry,	you	may	want	to	follow	up	a	few	days	later	to	make	sure	the	issue	is	fully	resolved.	This	is	useful	if	the	problem	was	especially	important	or	complex,	or	if	the	solution	required
the	customer	to	take	certain	actions	they	could	be	struggling	with.	For	online	reviews	and	social	media	complaints,	you	may	want	to	summarize	the	solution	publicly,	even	if	the	bulk	of	the	conversation	happened	in	private.	This	reassures	anyone	else	who	reads	the	initial	communication	that	you	responded	and	took	action.	It	also	gives	them	a	starting
point	if	theyre	experiencing	similar	issues.	This	is	also	the	perfect	time	to	send	a	customer	satisfaction	survey.	Its	a	quick	way	to	obtain	quantitative	and	qualitative	data	about	how	the	customer	views	the	quality	of	your	resolution.	CSAT	surveys	can	be	embedded	directly	into	your	response	emails	within	Groove.	You	can	ask	for	a	simple	rating,	and
provide	the	option	for	the	customer	to	share	more	detailed	thoughts:	Soliciting	feedback	immediately	after	an	inquiry	is	resolved	ensures	that	the	experience	is	fresh	in	the	customers	mind,	and	increases	the	odds	that	theyll	respond.	In	aggregate,	the	results	of	these	surveys	show	you	what	youre	doing	right,	and	where	your	business	needs	to
improve.	Swift,	productive	replies	are	the	key	to	customer	satisfaction.	Combine	that	with	a	willingness	to	learn	and	constantly	improve	your	support	processes,	and	youre	on	track	to	deliver	a	better	customer	service	experience	than	your	competitors.	When	deciding	how	to	respond	to	a	particular	customer	inquiry,	remember:	Listen	actively,
demonstrate	empathy,	provide	concrete	resolutions,	and	mirror	the	customer	while	staying	on-brand.Dont	underestimate	how	important	this	process	is	how	you	handle	it	has	a	dramatic	effect	on	the	overall	customer	experience	and	on	retention.	Groove	is	designed	to	help	you	maximize	your	customer	support,	while	saving	your	team	time	and
frustration.	Sign	up	for	a	free	trial	today,	and	give	every	inquiry	the	best	chance	for	a	happy	resolution!	Writing	a	professional	and	effective	reply	to	an	inquiry	email	is	crucial	for	establishing	strong	communication	and	building	relationships.	In	this	article,	youll	learn	valuable	tips	and	a	template	to	craft	impressive	replies	that	address	the	inquiry	and
leave	a	positive	impression.Prior	to	composing	your	reply,	its	essential	to	follow	these	steps:Gather	all	relevant	information	related	to	the	inquiry.Research	the	sender	and	their	company,	if	applicable.Review	any	previous	correspondences	or	attachments	associated	with	the	inquiry.Clarify	any	uncertainties	by	seeking	additional	information,	if
needed.When	crafting	your	reply	to	an	inquiry	email,	ensure	it	includes	the	following	components:Start	your	email	with	a	polite	and	personalized	greeting,	using	the	recipients	name	if	available.Show	gratitude	for	the	senders	interest,	inquiry,	or	any	provided	information.	Express	genuine	appreciation	to	foster	a	positive	tone.Confirm	that	you	have
received	the	inquiry	or	the	information	they	provided.	This	assures	the	sender	that	their	message	has	been	received	and	acknowledged.Carefully	address	each	aspect	of	the	inquiry,	providing	clear	and	concise	responses.	Use	bullet	points	or	numbered	lists	if	necessary	for	clarity.If	relevant,	offer	additional	resources,	suggestions,	or	guidance	to	assist
the	sender.	This	demonstrates	your	willingness	to	go	above	and	beyond.End	the	email	with	a	polite	closing	remark,	such	as	Best	regards	or	Thank	you.	Include	your	contact	information	(phone	number,	email,	etc.)	for	further	communication.Heres	an	example	of	a	reply	to	an	inquiry	email:Hello	[Senders	Name],Thank	you	for	reaching	out	to	us
regarding	[topic	of	the	inquiry].	We	appreciate	your	interest	and	the	opportunity	to	assist	you.We	have	carefully	reviewed	your	inquiry	and	would	like	to	address	each	point:[Answer	to	the	first	point	of	the	inquiry][Answer	to	the	second	point	of	the	inquiry][Answer	to	the	third	point	of	the	inquiry]If	you	require	further	information	or	have	any
additional	questions,	please	dont	hesitate	to	reach	out	to	us.	Were	here	to	help!Best	regards,[Your	Name][Your	Position/Role]Contact	Information:	[Phone	number/email	address]Replying	to	an	inquiry	email	effectively	is	crucial	for	building	professional	relationships.	By	following	the	steps	mentioned	and	utilizing	the	provided	email	template,	you	can
ensure	your	replies	are	concise,	informative,	and	leave	a	positive	impression	on	the	sender.Be	prompt	in	responding	to	inquiries	to	show	professionalism	and	respect.Use	a	clear	and	concise	writing	style,	avoiding	excessive	jargon.Double-check	your	email	for	any	grammar	or	spelling	errors	before	sending.Show	genuine	interest	in	the	senders	inquiry
and	provide	personalized	responses	whenever	possible.Maintain	a	polite	and	friendly	tone	throughout	your	email.If	you	need	more	time	to	provide	a	comprehensive	response,	acknowledge	the	inquiry	promptly	and	inform	the	sender	of	the	expected	timeframe	for	your	reply.Inquiry	is	quite	simply	a	systematic	investigation	into	a	problem,	issue,	topic
or	idea.Theory	and	research	in	the	field	offer	a	myriad	of	conceptual	models	to	inquiry	that	purport	to	advance	the	aims	of	the	curricular	shifts	taking	place.These	approaches,	however,	rely	on	differing	understandings	of	what	constitutes	inquiry	and	genuine	knowledge	creation.To	better	inform	the	choice	of	practices	and	orientations,	we	have
identified	three	prominent	conceptual	models	for	inquiry:Universal	inquiry	modelsMinimally	guided	inquiryDiscipline-based	inquiryUniversal	Inquiry	ModelsThe	universal	inquiry	model	focuses	on	process.	Inquiry	involves	a	set	of	steps	or	processes	that	can	be	applied	uniformly	regardless	of	discipline	or	contexts.Examples:	Focus	on	Inquiry	;	The
TELSTAR	model	of	inquiry	;	Challenged	Based	Learning	model	Key	assumption:	Students	need	a	highly	structured	step-by-step	framework	in	order	to	engage	in	the	kind	of	self-directed	and	independent	study	genuine	inquiry	requires.Minimally	Guided	InquiryMinimally	guided	inquiry	is	a	student	and	experience-centred	model	of	inquiry.	Students
might	be	asked	to	build	a	rocket	or	construct	a	bridge,	but	rather	than	presenting	students	with	essential	information	on	how	to	do	this,	they	must	discover	or	construct	essential	information	for	themselves.Examples:	Discovery	Learning	;	Inquiry	Based	Teaching.Key	assumption:	Students	most	likely	to	learn	concepts	if	they	discover	them	on	their
own,	rather	than	being	told	them.	Teacher,	acting	as	guide	on	the	side,	should	therefore	avoid	high	levels	of	direct	instruction.Discipline-based	InquiryA	discipline	constitutes	a	distinctive	way	of	thinking	about	the	world.	Distinctive	ways	of	thinking	characterize	the	professions	and	are	modelled	by	skilled	practitioners,	those	who	are	responsible	for
advancing	knowledge	within	a	discipline.	Discipline-based	inquiry	ensures	students	gain	mastery	of	the	major	schools	of	thought,	including	science,	mathematics,	history,	etc.	.As	Newmann,	Bryk	and	Nagaoka	found	students	who	engaged	in	more	intellectually	rigorous	learning	immersed	within	the	disciplines,	gained	in-depth	understanding	of	limited
topics,	rather	than	superficial	acquaintance	with	many,	and	using	elaborated	forms	of	communication	to	learn	and	to	express	their	conclusions.Discipline-based	inquiry	provides	students	with	the	opportunity	to	play	the	whole	game	where	they	experience	appropriate	versions	of	the	ways	knowledge	is	created,	verified,	and	communicated	with	a
particular	discipline.Examples:	Authentic	Intellectual	Work	;	Galileo	Educational	Network	Rubric	for	Inquiry	Studies	;	Playing	the	whole	game	;	High	Tech	High	.Key	assumption:	Ways	inquiry	is	taken	up	should	emerge	from	a	particular	discipline.	Students	needed	learn	best	when	they	are	brought	into	the	structures	and	ways	of	thinking	of	a
particular	discipline.	Teachers	have	a	large	repertoire	of	pedagogical	approaches	so	that	instruction	conforms	to	what	is	to	be	learned	and	the	learning	needs	and	strengths	of	the	student.	Teachers	use	a	balanced	combination	of	student-centred	and	direct	oriented	approaches	aligned	with	disciplinary,	curricular	and	assessment	practices.	They	use
diagnostic	tools	and	formative	and	summative	assessments	to	monitor	students	progress	and	ensure	students	are	acquiring	deep	understanding	and	knowledge.In	a	classroom	focused	on	discipline-based	inquiry,	teachers	are	activators	of	learning.	They	ask	probing	questions	meant	to	clarify	the	basic	assumptions	underpinning	a	truth	claim	or	the
logical	consequences	of	a	particular	thought	and	teach	students	to	do	the	same.The	spirit	of	inquiry	has	a	strong	historical	antecedent	in	Ancient	Greece	and	the	questioning	method	employed	by	Socrates	when	engaging	in	dialogue	with	his	interlocutors.	Starting	with	the	notion	that	the	only	thing	he	knew	was	he	knew	nothing,	Socrates	would
engage	in	a	systematic	and	disciplined	questioning	process	to	discover	basic	truths	about	the	inner	workings	of	the	natural	world	and	ethical	questions	related	to	such	enduring	concerns	as	the	nature	of	justice.	By	posing	such	seemingly	simple	questions	as	What	is	justice?,	Socrates	showed	that	many	commonly-held	assumptions	were	flawed	and
even	illogical.	Socratic	inquiry	cannot	be	seen	as	teaching	in	any	traditional	sense	involving	transmitting	knowledge	from	someone	who	is	more	knowledgeable	to	those	who	possess	less	knowledge.	The	teacher	here	is	not	the	sage	on	the	stage	with	the	student	positioned	as	a	passive	receptor	of	information.	However,	neither	is	a	teacher	engaged	in
Socratic	dialogue	a	guide	on	the	side.	Ross	wrote	that	in	the	Socratic	method,	the	classroom	experience	is	a	shared	dialogue	between	teacher	and	students	in	which	both	are	responsible	for	pushing	the	dialogue	forward	through	questioning	.	In	this	understanding	of	inquiry,	both	the	teacher	and	the	student	ask	probing	questions	meant	to	clarify	the
basic	assumptions	underpinning	a	truth	claim	or	the	logical	consequences	of	a	particular	thought.Understanding	the	Socratic	tradition	helps	us	recover	several	elements	that	seem	to	be	missing	in	how	some	people	understand	inquiry-based	learning.	The	Socratic	tradition	does	not	involve	giving	students	free	rein	over	the	topic	they	wish	to	explore
with	minimal	guidance	from	the	teacher.	Rather,	the	Socratic	method	creates	a	space	where	teacher	and	student	are	in	dialogue	to	pursue	answers	to	questions	that	are	worth	thinking	about	deeply.	Just	as	Inspiring	Education	focuses	on	ethical	citizenship,	Socrates	did	not	seek	knowledge	for	its	own	sake.	For	Socrates	the	unexamined	life	was	not
worth	living.	The	good	life	involved	seeking	knowledge	as	a	means	to	living	more	ethically	and	consciously	in	the	world.	Inquiry	was	not	done	sporadically	or	as	a	mechanical	step-by-step	formal	method;	it	was	a	way	of	living	ethically	in	the	world.The	Middle	Ages	and	the	Renaissance.	While	this	spirit	of	inquiry	within	the	Western	tradition	may	have
emerged	in	Ancient	Greece,	the	term	itself	can	be	traced	back	to	the	middle	of	the	13th	century	through	the	Latin	word	inqurere,	which	literally	means	to	seek	for.	The	spirit	of	seeking	answers	to	the	mysteries	of	the	universe	based	not	on	established	tradition	or	superstition	but	on	observation,	experimentation,	and	empirical	verification,	gained
momentum	during	the	early	1500s	in	Northern	Italy.	Key	Renaissance	figures	such	as	Galileo	Galilei	and	Leonardo	da	Vinci	were	emblematic	of	a	quest	for	knowledge	that	spread	to	the	rest	of	Europe	in	the	late	16th	century	spurred	on	through	the	creation	of	new	technologies,	eg.	microscope,	telescope,	printing	press,	etc.	This	spirit	of	inquiry	and
scientific	discovery	took	hold	on	a	wider	scale	during	the	European	Enlightenment	beginning	in	the	18th	century.In	the	modern	era,	these	historical	threads	of	inquiry	found	a	home	in	the	work	of	John	Dewey	in	the	early	part	of	the	20th	century.	As	one	of	the	key	leaders	of	the	progressive	movement	in	education,	Dewey,	who	had	worked	as	a	science
teacher,	encouraged	K12	teachers	to	use	inquiry	as	the	primary	teaching	strategy	in	their	science	classrooms.	Modeled	on	the	scientific	method,	the	particular	process	of	inquiry	Dewey	advocated	involved	sensing	perplexing	situations,	clarifying	the	problem,	formulating	a	tentative	hypothesis,	testing	the	hypothesis,	revising	with	rigorous	tests,	and
acting	on	the	solution	.	Dewey	was	critical	of	transmission-based	pedagogies	that	emphasized	acquiring	facts	at	the	expense	of	fostering	modes	of	thinking	and	attitudes	of	the	mind	related	to	the	ways	scientific	knowledge	is	created.As	Deweys	thinking	on	education	evolved,	he	broadened	the	scope	of	topics	and	subjects	in	which	to	engage	students
with	inquiry.	Dewey	encouraged	students	to	formulate	problems	related	to	their	own	experiences	and	augment	their	emerging	understandings	with	their	personal	knowledge.	Dewey	believed	that	the	teacher	should	not	simply	stand	in	front	of	the	class	and	transmit	information	to	be	passively	absorbed	by	students.	Instead,	students	must	be	actively
involved	in	the	learning	process	and	given	a	degree	of	control	over	what	they	are	learning.From	a	curricular	perspective,	Dewey,	like	Socrates,	believed	that	active	inquiry	should	be	used	not	only	to	gain	knowledge	and	particular	dispositions,	but	also	to	learn	how	to	live.	Dewey	felt	that	the	purpose	of	education	was	to	help	students	realize	their	full
potential,	to	strengthen	democracy,	and	to	promote	the	common	good.	Inspiring	Education	contains	similar	language	of	ethical	citizenship;	learning	not	only	prepares	the	young	to	make	their	way	as	individuals	in	the	world,	but	it	also	helps	them	to	become	advocates	for	positive	social	change.	References	2302310	{EVCN83EF};{4TQNVD79};
{GCZU4JDA};{3358QQZF};{UHEFB84F,208};{BRFSSHMC};{6K7J4J6A};{RV36RJMH};{6K7J4J6A};{H369TT7J};{RV36RJMH};{UPDFS2KH};{U29AT9DU};{XNNUQ4XA,1};{XNNUQ4XA,1};{ZBNCKWT5};{F827WM8V,266};{ZX5XDMIJ};{4GKISDGI}	author	ASC	no	40	If	your	work	role	requires	many	transactional	email	exchanges,	a	vital	skill	to
master	is	how	to	respond	professionally	to	customer	email	inquiries	and	also	to	thank	people	for	information	they	provide,	concisely	and	politely.Here	we	walk	through:1.)	how	to	properly	respond	to	an	inquiry	sent	by	a	prospective	client	or	customer,	and	also2.)	how	or	when	to	reply	to	a	co-worker	or	contact	to	thank	them	for	supplying	information
or	services	to	you.Reply	to	your	client	or	customers	inquiry	as	soon	as	possible.	If	possible,	reply	to	them	with	their	requesting	information	right	after	you	read	their	email.	The	sooner	you	respond,	the	more	professional	and	better	the	impression	you	will	make.Your	online	exchanges	with	potential	customers	and	clients	are	often	the	only	experiences
people	have	with	your	company,	so	be	an	effective,	helpful,	and	positive	experience	for	them	to	remember.	Here	is	an	example	guide	walking	you	through	how	to	write	an	inquiry	response	email	to	a	customer,	for	greatest	mutual	benefit.Begin	with	a	polite	hello#After	the	salutation	(Dear	FirstName),	provide	context	for	your	response.	Why	are	you
writing?	Tell	them	by	first	thanking	them	for	reaching	out:Thank	you	for	yourinquiryregarding	our	product	or	service.Thank	you	for	reaching	out	after	the	presentation,	I	love	talking	shop	with	other	people	enthusiastic	about	our	field.Thank	you	for	your	interest	in	our	product	or	service.We	would	like	to	thank	you	for	your	letterinquiringabout	our
product.I	would	like	to	thank	you	for	your	continued	support	of	our	service	and	reassure	you	that	I	am	here	to	make	the	process	go	smoothly	for	you.We	truly	appreciate	your	letter	asking	for	information	about	our	service.Dont	waste	time.	Be	efficient	with	your	words	yet	polite,	and	deliver	as	helpful	a	solution	as	possible.Perhaps	the	customer	merely
wanted	to	feel	heard.	Perhaps	the	client	requested	more	information	to	help	them	assess	your	products	suitability.Whatever	their	reason	for	contacting	you,	acknowledge	that	reason	and	provide	a	solution.	Some	examples	for	this	section:To	fulfill	your	request,	please	find	enclosed	___.In	response	to	your	inquiry,	please	find	the	following	attached	to
this	email	___.To	answer	your	specific	question,	___.	Also,	here	is	a	PDF	detailing	the	product	specifications	___.It	is	my	pleasure	to	address	your	request.	Here	is	___.I	would	be	happy	to	schedule	a	time	to	discuss	this	implementation	with	you;	do	you	have	ten	minutes	today	somewhere	between	3:30-5:00?	Tomorrow	between	8:00-10:00	is	also
open.This	part	doesnt	require	much	thought.	Consider	the	purpose	of	your	response,	attempt	to	anticipate	any	further	questions	your	contact	might	have,	and	direct	them	honestly	in	the	direction	of	assistance,	if	that	makes	sense.Here	are	some	classic,	polite	message	examples	to	say	thank	you	professionally	in	a	response	to	an	inquiry:I	hope	this
provided	information	is	useful	to	you,	and	if	you	would	like	to	talk	more	about	this,	I	am	happy	to	schedule	a	call	later	this	week.Should	you	have	any	further	inquiries,	please	do	not	hesitate	to	contact	us.If	you	require	further	information,	feel	free	to	contact	me.	Thank	you	kindly!If	you	have	any	questions	or	need	more	details,	let	me	know.	It	would	be
my	pleasure	assist	you.Thank	you	for	your	trust	in	our	product	and	service.Thank	you	for	your	time	and	consideration.	I	look	forward	to	hearing	from	you	soon.Is	sending	a	thank-you	email	redundant	at	best	and	annoyingly	inefficient	at	worst,	creating	yet	another	non-actionable	email	for	someone	to	read?Ninja	Efficiency:	If	you	receive	an	email	and
youre	appreciative	of	the	supplied	information,	consider	replying	with	a	concise	Thank-you!	within	a	few	seconds	of	receiving	the	email,	so	the	sender	will	receive	your	short	expression	of	appreciation	before	they	exit	their	inbox.	They	likely	wont	mind	the	extra	e-mail	if	it	is	prompt	and	timely	in	context,	providing	closure	for	that	loop	and	then	they
can	move	on	to	their	next	task.If	someone	goes	above	and	beyond,	I	think	the	potential	cost	of	wasting	their	time	is	outweighed	by	the	pleasure	they	will	experience	in	reading	about	your	satisfaction	with	their	job	well	done.	Everybody	likes	positive	reinforcement,	especially	for	tasks	in	which	they	invested	much	time	and	effort.Thank	you	for	this
thorough	research	summary,	I	will	include	it	in	todays	report.	Your	detailed	graph	presents	the	data	clearly	and	tells	the	story	of	this	year	better	than	I	could!Thank	you	for	your	prompt	reply	and	confirmation	of	these	details,	I	really	appreciate	it.Thank	you	for	your	reply	-	an	example	email:#Dear	FirstName,Thank	you	for	your	prompt	response	to	my
request	for	more	information	about	specific	use	cases	for	this	product.I	am	encouraged	by	your	case	studies	and	your	research-backed	reassurances	to	my	concerns	about	temperature	fluctuations.	Given	the	right	price	and	ongoing	support,	we	will	definitely	be	moving	forward	with	this	project.Ill	be	in	touch	this	afternoon	to	discuss	further.	Thank
you	again	for	your	guidance.Kind	regards,MyNameHow	to	acknowledge	an	email	if	you	have	no	further	questionsIf	you	are	concluding	an	exchange	with	a	simple	Thank	you,	why	not	consider	adding	a	"	no	need	to	reply"	sentence	to	your	email	to	end	the	back-and-forth	and	save	your	pen-pal	the	similar	thought	dilemma?Use	these	example	responses
directing	you	how	to	respond	to	a	customer	email	inquiry:"	Thank	you	for	your	email!-	We	have	received	your	message.	If	a	reply	is	required,	a	member	of	our	staff	will	contact	you	as	soon	as	possible."Thanks	for	reaching	out!	Someone	will	be	in	touch	with	you	shortly.Thank	you	for	downloading	the	Peak	Performance	Primer!	Congrats	on	taking
action	in	the	direction	of	your	goals.Emails	are	fine	and	dandy,	but	to	set	yourself	apart	from	the	crowd,	learn	more	on	how	to	write	a	thank	you	note,	the	better,	hand-written	way.	Especially	after	a	job	interview.Also,	how	to	respond	to	a	thank	you	email.	Inquiry	is	a	dynamic	process	of	being	open	to	wonder	and	puzzlement	and	coming	to	know	and
understand	the	world.	Sapling:	Language	Model	Assistant	and	API	Toolkit	Sapling	completes	your	sentences	for	you	and	automatically	checks	your	writing	for	spelling	and	grammar	mistakes.	Improve	language	quality	and	efficiency.	Try	it	herre.	Hi,	how	are	you	Messaging	can	be	a	headache,	especially	for	customer-facing	teams.	Usually,	there	is	a
need	to	respond	to	different	message	inquiries	quickly	as	customers	are	accustomed	to	instant	gratification.	Inquiries	should	have	a	high	level	of	responsiveness	as	it	is	a	sign	of	a	customer	being	interested	in	your	business	offerings.	Sitting	on	top	of	CRMs	and	messaging	platforms,	Sapling	helps	support,	sales	and	success	teams	compose
personalized	messages	more	efficiently.Sapling.ai	is	your	language	model	assistant	that	will	help	you	respond	and	tackle	inquiries	faster.	It	is	the	go-to	product	for	customer-facing	teams.Sapling	has	a	range	of	services	which	include:	grammar	correction,	autocomplete,	snippets/macros,	and	chat	suggest/agent	assist.	In	this	post,	we'll	focus	on	using
snippets	to	respond	to	inquiries.	If	you	work	on	any	customer-facing	team,	then	Saplings	Snippets	can	help	you	save	time.	Think	about	all	the	common	phrases	you	send	in	your	emails	that	you	have	to	type	out	each	time	such	as	Feel	free	to	reach	back	out	if	you	have	any	further	questions!	Why	not	instead	type	a	short	macro	and	have	that	entire
sentence	automatically	expanded	for	you?Thats	exactly	what	snippets	does.	Snippets	allow	you	to	upload	your	most	commonly	used	phrases	or	sentences	into	a	response	bank.	To	use	the	snippet	you	want,	simply	press	the	backslash	\	key	or	type	the	shortcut	and	voil!	The	Different	Types	of	InquiriesCustomers	and	clients	more	often	than	not	use	a
variety	of	inquiries	to	seek	clarification	and	information	about	products	and	services	they	want.Some	of	these	inquiries	are:	Product	InquiryThis	is	where	a	customer	inquires	more	information	or	further	clarification	about	a	product.	It	may	be	about	the	specifications	a	product	has.Price	InquiryIn	this	inquiry,	a	customer	wants	to	know	the	price	a
product	is	being	sold	at.Shipping	InquiryA	customer	inquires	further	clarification	and	information	about	the	shipping	of	a	product.	This	may	be	further	specified	in	the	shipping	date	and	time.Refund	InquiryThis	inquiry	involves	a	client	seeking	further	information	about	refunds	for	the	products	being	sold.Discount	InquiryIn	this,	a	customer	could	be
requesting	a	discount	for	the	product	they	want.Exchange	InquiryA	customer	seeking	to	exchange	one	product	for	another	will	send	this	type	of	inquiry.	Top	Tips	To	Use	When	Writing	A	Thank	You	For	Your	Inquiry	EmailAs	you	write	a	thank	you	for	your	inquiry	email,	you	must	ensure	that	you	provide	value	in	your	answer.	The	customer	must	be
satisfied	with	the	response	you	give	them.	In	most	cases,	a	good	reply	may	result	in	making	a	sale.Here	are	some	of	the	tips	to	follow	when	crafting	your	response.Respond	as	fast	as	possible.Start	by	appreciating	the	customer.Ensure	you	answer	all	the	questions	in	the	inquiry.Avoid	adding	jargon	and	unnecessary	details.Inform	them	that	you	are
available	for	any	other	inquiries	they	may	have.	Thank	You	for	Your	Inquiry	Example	PhrasesBelow	are	examples	of	how	you	can	respond	to	those	thank	you	for	your	inquiry	to	your	customers.	Thank	you	for	your	inquiry	about	our	product.Thanks	for	your	inquiry.	Find	the	product	description	attached.We	really	appreciate	your	inquiry	about	our
products.Happy	to	hear	from	you!	Find	more	information	attached.It	is	a	pleasure	to	respond	to	your	inquiry	about	our	products.To	respond	further	to	your	question,	please	follow	the	link	attached.Thank	you	for	your	inquiry.	Here	is	a	price	quote	as	per	your	request.Happy	to	receive	your	inquiry.	Could	you	please	complete	this	form	so	we	can	better
understand	your	question?Here	is	some	more	information	to	answer	your	inquiry.Thank	you	for	reaching	out.	I	can	certainly	help	you	with	that!Thank	you	for	your	inquiry.	If	you	would	like	to	schedule	a	meeting	to	discuss	our	products	and	services	further,	feel	free	to	reach	out.Thank	you	for	reaching	out.	If	you	have	further	questions	and	queries	in
the	future,	do	not	hesitate	to	reach	out.Thank	you	for	your	inquiry.	I	hope	my	answers	to	your	question	are	satisfactory.Please	find	additional	information	about	our	company	in	the	document	attached.To	further	address	your	inquiry,	please	note	that	10	Thank	You	For	Your	Inquiry	Email	TemplatesTo	help	you	respond	faster	to	those	email	queries	and
questions,	here	are	10	Thank	you	for	your	inquiry	email	templates.	1.	Price	Template	Dear	{{customer_first_name}},Thank	you	for	your	inquiry.	As	an	organization,	we	have	several	different	packages	tailored	to	suit	your	needs.	We	also	offer	custom	packages	as	required.	Our	packages	include:Basic:	We	will	do	basic	data	entry	and	online
researchStarting	from	$100Economy:	This	consists	of	all	of	the	services	in	basic.	As	an	add-on,	we	will	do	data	management	and	analysis	for	youStarting	from	$200First-class:	This	includes	all	of	the	services	in	basic	and	economical	packages.	As	an	add-on,	we	will	do	CRM	management,	website	administration	and	SEO	for	your	websiteStarting	from
$500Ive	attached	a	PDF	that	better	outlines	our	services	below.	In	case	you	have	further	questions,	please	dont	hesitate	to	let	me	know.Thank	you,{{agent_name}}	2.	Shipping	Template	Hello	{{first_name}},Thank	you	for	your	Inquiry.	To	better	understand	our	shipping	procedures	and	timelines,	please	see	this	page	[website	shipping	link].	Here,
youll	find	detailed	information	about	our	shipping,	including	any	current	delays	you	need	to	be	aware	of.	On	average,	it	takes	us	3	business	days	to	dispatch	your	order.	Shipping	times	are	between	{{X}}	and	{{Y}}.If	you	need	further	clarification	about	your	order,	do	not	hesitate	to	let	me	know.Best,{{agent_first_name}}	3.	Discount	Template	Dear
{{first_name}},Thank	you	for	reaching	out.	Our	company	requires	you	to	have	coupons	for	you	to	get	discounted	prices	on	our	products.	Furthermore,	we	send	our	regular	clients	discount	coupon	codes	to	their	emails	to	help	them	have	a	better	shopping	experience	with	us.	Be	on	the	lookout	for	our	emails.	Please	visit	this	page	to	better	understand
our	discount	policies	[website	discount	link].Feel	free	to	reach	out	in	case	you	have	further	questions.Thank	you,{{agent_first_name}}	4.	Refund	Template	Hi	there!Thank	you	for	reaching	out	about	getting	a	refund.	Unfortunately,	our	refund	policy	dictates	a	return	of	the	product	within	14	days.	I	see	the	product	you	purchased	from	us	was	bought
over	14	days	ago.	At	this	time,	Im	unable	to	refund	the	item.Please	visit	this	page	for	further	information	about	our	refund	policies	[website	link].If	you	have	any	other	queries,	do	not	hesitate	to	contact	me.Best,{{agent_first_name}}	5.	Product	Exchange	Template	Dear	{{customer_first_name}},It	is	great	to	hear	from	you!	We	appreciate	receiving	an
inquiry	to	exchange	the	product	you	purchased	from	us.	We	accept	trade-ins	and	sometimes	provide	credits	as	long	as	your	trade-in	meets	our	policies	[website	link].	Heres	some	of	the	products	we	have	available,	and	their	price	after	the	trade-in.55"	Vitron	TV	-	$X50"	Vitron	TV	-	$XX60"	Vitron	TV	-	$XX65"	Vitron	TV	-	$XXXLet	me	know	if	you	have
any	queries.	Give	us	a	call	at	XXX-XXX-XXXX	if	you	would	like	to	proceed.Best,{{agent_first_name}}	6.	Job	Application	Template	Hi	there!Thank	you	for	taking	the	time	to	inquire	about	a	VA	position	in	our	company.	We	appreciate	your	interest	in	being	a	member	of	our	team.Having	reviewed	your	CV,	I	think	you	may	be	a	great	fit	with	the	team	at
{{company	name}}.	I	want	to	invite	you	for	an	interview	tomorrow	at	9	AM	PST.Please	let	me	know	if	you	are	available	at	that	time.	If	youre	unable	to	make	it,	I	also	have	tomorrow	at	1pm	PST	free.Best,{{agent_first_name}}	7.	About	Our	Services	Template	Hello	{{customer_first_name}},Thank	you	for	taking	the	time	to	inquire	about	our	services.
In	the	document	attached,	you	will	get	the	breakdown	of	the	main	services	we	offer.	In	case	you	have	further	queries,	please	shoot	me	an	email.Best,{{agent_first_name}}	8.	Open	Days	Template	Hi	there!It	is	great	to	hear	from	you!	Please	note	that	we	are	open	on	the	following	days.Weekdays	8	AM	to	5	PM.Weekends	8	AM	to	12	PM.We	look
forward	to	your	visit.Thank	you.{{agent_first_name}}	9.	Sample	Request	Template	Dear	{{customer_first_name}},Thank	you	for	reaching	out!	I	appreciate	the	time	you	took	to	inquire	about	our	sample	products.	You	can	visit	our	shop	at	{{location}}	to	receive	a	free	sample.	Alternatively,	I	can	send	you	a	sample	if	you	enter	your	information	here
[website	link].Best,{{agent_first_name}}	10.	Available	Options	Template	Hi	{{customer_first_name}},Thank	you	for	your	interest	in	our	products	and	services.	I	have	attached	a	description	of	all	our	products	and	services.In	case	of	further	inquiries,	do	not	hesitate	to	let	me	know.Kind	regards,{{agent_first_name}}	TakeawayInquiry	responses	can
be	time	consuming	and	complex.	At	Sapling,	we	help	you	reduce	the	hustle	and	time	taken	to	get	back	to	your	customers	through	the	use	of	snippets.	Sign	up	or	book	a	consultation	now	to	save	time	on	customer	responses.	If	someone	contacts	you	with	any	kind	of	inquiry,	count	it	as	a	success!	They	are	interested	enough	in	your	business	to	take	the
proactive	first	step	of	reaching	out	and	requesting	more	information.	Now,	it	is	your	turn	to	provide	the	right	thank	you	for	your	inquiry	response	as	the	next	step.In	this	blog	post,	we	are	going	to	show	you	how	to	write	a	perfect	response	email	or	phrase	with	7+	examples	attached	in	this	blog	post.Want	to	save	hours	of	repetitive	typing	for	free?Join
over	500,000	others	who	are	working	smarterHow	to	Write	a	Thank	You	for	Your	Inquiry	Letter?You	should	have	two	primary	goals	for	writing	a	thank	you	for	your	inquiry	letter:	respond	with	positivity	and	provide	value	to	your	potential	customer.This	letter	might	be	the	first	communication	they	have	with	your	company.	So,	you	want	to	make	sure
this	conversation	leaves	a	positive	impression	that	may	lead	to	further	interactions	in	the	future.Here's	a	short	video	that	shows	how	you	can	be	more	productive	in	Gmail	with	Text	Blaze.Here	are	some	general	guidelines	to	follow	when	you	write	your	response.Respond	to	the	inquiry	as	soon	as	possibleStart	with	a	note	of	appreciationTake	time	to
understand	their	inquiryBe	concise,	dont	add	unnecessary	detailsGive	a	thorough	response	that	answers	all	their	questionsOffer	your	future	availability	for	further	inquiriesIf	you	need	help	getting	started,	here	are	some	thank	you	for	your	inquiry	email	response	templates.Check	out	our	Gmail	page	for	more	templates	you	can	use	today!15	Thank	You
for	Your	Inquiry	Phrase	SamplesUnsure	how	to	say	thank	you	for	your	inquiry?	Here	are	20	sample	phrases	that	can	help	you	say	it	right.Thank	you	for	your	inquiry	phrase	1Thank	you	for	inquiring	about	our	product._Thank	you	for	your	inquiry	phrase	2We	genuinely	appreciate	your	letter	inquiring	about	our	services._Thank	you	for	your	inquiry
phrase	3Its	great	to	hear	from	you!	Thanks	for	inquiring	about	our	product._Thank	you	for	your	inquiry	phrase	4It	is	my	pleasure	to	respond	to	your	inquiry	about	services._Thank	you	for	your	inquiry	phrase	5Thank	you	for	reaching	out	and	expressing	interest	in	our	services._Thank	you	for	your	inquiry	phrase	6In	response	to	your	question,	please
find	the	enclosed	documents._Thank	you	for	your	inquiry	phrase	7Regarding	your	inquiry,	here	is	some	information	that	might	help._Thank	you	for	your	inquiry	phrase	8To	answer	your	question,	Ive	attached	the	following	information._Thank	you	for	your	inquiry	phrase	9To	respond	to	your	inquiry,	please	see	the	attached	documentation._Thank	you
for	your	inquiry	phrase	10To	address	your	question,	Im	pleased	to	say	that	{formtext:	name=add	details;	cols=10}._Thank	you	for	your	inquiry	phrase	11In	addition	to	the	above	information,	please	see	the	enclosed	files	for	further	details._Thank	you	for	your	inquiry	phrase	12Here	is	some	more	information	that	you	may	find	helpful._Thank	you	for
your	inquiry	phrase	13Thanks	again	for	reaching	out.	I	hope	Ive	cleared	up	your	questions	regarding	services._Thank	you	for	your	inquiry	phrase	14If	youd	like	to	schedule	a	meeting	to	go	over	our	products,	feel	free	to	let	me	know	your	availability._Thank	you	for	your	inquiry	phrase	15Should	you	have	any	further	inquiries,	please	dont	hesitate	to
contact	us	in	the	future._Thank	You	for	Your	Inquiry	Email	ResponseThank	you	for	your	inquiry	1Dear	{formtext:	name=first	name;	cols=8},I	truly	appreciate	that	you	took	the	time	to	inquire	about	our	project	management	software.	As	requested,	Ive	attached	a	document	detailing	several	different	case	studies	of	clients	who	have	used	our	product	to
great	success.	We	also	regularly	update	this	page	{formtext:	name=link;	cols=5}	with	use	cases	and	client	testimonials.I	hope	that	you	find	this	information	helpful.	If	you	have	any	questions	regarding	these	case	studies	or	would	like	further	details	about	our	subscription	plans,	please	get	in	touch.	In	addition,	Id	be	happy	to	respond	to	any	other
queries	that	you	might	have.Best	regards,Arleen_Thank	You	for	Inquiring	About	Our	Services	Email	SampleThank	you	for	your	inquiry	2Hello	{formtext:	name=first	name;	cols=8},Thank	you	for	inquiring	about	our	packing	and	moving	services.In	the	document	enclosed,	you	will	find	a	complete	breakdown	of	our	different	service	plans.	Based	on	the
initial	details	you	provided,	I	would	encourage	you	to	look	into	medium	and	large	movers	packages,	as	they	seem	to	be	best	suited	to	your	particular	needs.If	youd	like	to	schedule	a	call	or	meeting	to	go	over	our	packing	and	moving	service	plans	in	more	detail,	Id	be	happy	to	help	you	set	that	up.	It	will	greatly	help	if	you	can	share	your	phone	number
and	a	couple	of	time	slots	within	this	week	to	connect	with	you	between	8	AM-5:30	PM.Thanks,Marilyn_In	Response	to	Your	Inquiry	Email	SampleThank	you	for	your	inquiry	3Hi	{formtext:	name=first	name;	cols=8},Thank	you	for	reaching	out	and	expressing	interest	in	our	100%	organic	fertilizers.	In	response	to	your	inquiry,	Im	sending	you	our
wholesale	catalog,	which	includes	many	other	products	in	the	same	category	for	you	to	access	a	wider	range	of	products	to	select	from.Ive	also	added	you	to	our	mailing	list	to	stay	up-to-date	with	the	new	products	that	we	release	every	month.	To	express	our	gratitude	for	taking	the	time	to	inquire	about	our	fertilizers,	I	would	like	to	offer	you	10%	off
on	your	first	purchase.	You	can	apply	the	code	{formtext:	name=coupon;	cols=7}	upon	checkout.If	you	have	any	other	questions,	feel	free	to	get	in	touch.	Have	a	great	day!Kind	regards,Carl_Thank	you	for	your	inquiry	4Dear	{formtext:	name=first	name;	cols=8},We	genuinely	appreciate	your	letter	inquiring	about	our	new	document	management
suite.	Weve	put	in	a	lot	of	hard	work	over	the	past	year	to	launch	this	new	version,	and	it	makes	our	day	to	hear	positive	feedback	like	yours.Regarding	your	inquiry,	please	see	this	page	on	our	website	{formtext:	name=link;	cols=5}.	It	details	the	step-by-step	instructions	for	setting	up	your	new	document	management	workflows.	Ive	also	enclosed	a
document	containing	comprehensive	product	details	and	troubleshooting	options.In	case	you	require	additional	information	regarding	this	product,	please	dont	hesitate	to	let	me	know.	Once	again,	thank	you	for	your	support!Sincerely,Christopher_Thank	You	for	Your	Inquiry	-	Pricing	Response	EmailThank	you	for	your	inquiry	5Dear	{formtext:
name=first	name;	cols=8},It	was	a	pleasure	to	receive	your	message	inquiring	about	the	pricing	structure	for	our	pest	control	services.	Here	is	the	basic	overview	of	our	different	pricing	options.Cockroach	extermination	package	-	$100Cockroach	+	Rodent	extermination	package	-	$350Cockroach	+	Rodent	+	Flea	extermination	package	-	$500Based
on	the	information	you	provided	about	your	business,	I	would	recommend	Cockroach	+	Rodent	+	Flea	extermination	package.	It	offers	the	most	comprehensive	coverage	for	your	particular	requirements.In	addition	to	the	above	information,	please	see	the	enclosed	documents	for	a	complete	breakdown	of	each	plan	I	mentioned.	Feel	free	to	get	in
touch	for	any	clarification	or	further	questions.	I	can	also	be	reached	at	555-555-5555.Best	regards,Janet_Thank	You	for	Your	Inquiry	-	Provide	OptionsThank	you	for	your	inquiry	6Hi	{formtext:	name=first	name;	cols=8},Its	great	to	hear	from	you!	I	appreciate	you	getting	in	touch	with	us	regarding	our	online	tutorial	classes.To	answer	your	question,
yes,	we	do	have	openings	starting	in	September.	Here	are	the	currently	available	seats:Online	Math	Batch	-	Starting	25th	SeptemberOnline	Math	Batch	-	Starting	27th	SeptemberOnline	Math	Batch	1	-	Starting	30th	SeptemberOnline	Math	Batch	2	(night	classes)	-	Starting	30th	SeptemberIf	any	of	these	batches	are	suitable	for	you,	please	get	back	to
me	with	your	preferred	options.	Please	refer	to	this	page:{formtext:	name=link;	cols=5}	for	any	further	information	regarding	the	class	content	and	structure.	Finally,	feel	free	to	reach	out	to	me	for	any	clarifications	as	well.Kind	regards,Millie_Thank	You	for	Your	Inquiry	-	Job	ApplicationThank	you	for	your	inquiry	7Dear	{formtext:	name=first	name;
cols=8},Thank	you	for	taking	the	time	to	inquire	about	the	Operations	Manager	position.	We	sincerely	appreciate	your	interest	in	Dream	Studios.Ive	reviewed	your	qualifications	and	think	youd	be	an	excellent	candidate.	Unfortunately,	we	do	not	have	any	vacancies	at	the	moment.	However,	I	will	keep	your	resume	on	file	in	case	any	appropriate
positions	open	up.	I	would	also	encourage	you	to	keep	checking	for	any	relevant	future	vacancies	on	our	career	page:{formtext:	name=link;	cols=5}.Thanks	again	for	reaching	out	to	us.	If	you	have	any	further	questions,	you	can	reply	to	this	email	or	contact	us	at	555-555-5555.Sincerely,Janis_

What	is	business	inquiry.	Reply	to	business	enquiry.	How	should	a	reply	to	inquiry.	Business	inquiry	response	sample.	How	do	you	respond	to	client	inquiry.	Respond	to	customer	inquiry.	Reply	to	business	inquiry
letter	sample.




