 [ your company’s name ]





 [ address ]



  


  [ contact numbers ]




       [ date ]

Your ref.:

Our ref.:

[ name and title of recipient ]

[ recipient’s address]

Dear [ name ],


Re: Congratulations for the special target

We are delighted to learn that your Company has reached the target sales of  [ the amount ]  this year.  [ other special target can be specified ]

We are very satisfied with your accomplishments and this consolidates our confidence in appointing your Company as the agent of our products.

Please continue to keep us informed of any matters concerning our business.

.   

Yours truly,

[ your signature ]

[ your name ]

[ your title ]

