 [ your company’s name ]





 [ address ]



  


  [ contact numbers ]




       [ date ]

Your ref.:

Our ref.:

[ name and title of recipient ]

[ recipient’s address]

Dear [ name ],


Re: Introduction of [ the service ] 

We are a Company which has been recently set up, providing [ services ] to professionals in [ what field ]. The range of services we provide includes:

[ service]

[service]

[service]

We are currently offering an introductory discounted rate on our wide range of services. We are already serving some very large clients, such as [ company name], [ company name], [ company name ] with these services.  If you are interested in our offer, we will be pleased to supply you with further details.

Yours truly,

[ your signature ]

[ your name]

[ your title ]

