 [ 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 our new product

In reply to your enquiry on the supply of [  product ], we would like to introduce you to the new product range which has been distributed by our Company recently. 

Please find enclosed the latest catalogue featuring the different brands and prices of the products available. If you are interested in purchasing from this range of products, please feel free to contact us during office hours.

Thank you for your attention.

.  

Yours truly,

[ your signature ]

[ your name ]

[ your title ]

Enclosure

