 [ 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 status of an event

We have put forward [ the event ] for your Company to manage last month [ or other time ]. We are writing here to ask how the event is currently going.

It would be great if we can get the whole picture as to the event’s progress. Should you need any further involvement from our Company to make the event go smoothly, please do not hesitate to contact us.

Yours truly,

[ your signature ]

[ your name ]

[ your title ]

