 [ 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 the procedure of [ the event ]

Our Company is interested in applying for a quality certificate ISO 9000 for our management team [ other event can also be specified ]. We would like to understand the procedure for applying for such a certificate.

You can contact us on  [ phone number ]  during office hours.

Thank you in advance.

Yours truly,

[ your signature ]

[ your name ]

[ your title ]

