 [ 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 service

We are greatly interested in [ the service ] provided by your Company. The details we would like to know include the schedule and cost of the services. [ other details can also be specified ]

We would be grateful if we can receive the above information this week.

Thank you in advance.

Yours truly,

[ your signature ]

[ your name ]

[ your title ]

