 [ your company’s name ]





 [ address ]



  


  [ contact numbers ]




       [ date ]

Your ref.:

Our ref.:

[ name and title of recipient ]

[ recipient’s address]

Dear [ name ],


Re:  Offering you [ the service ]

From the phone call on [ date ] with [ the staff’s name], we understand that your Company is interested in our services.

We would like to contact you soon to arrange a meeting in order to discuss the services you are interested in.

Should you have any enquiries concerning these services, please do not hesitate to contact me.

Yours truly,

[ your signature ]

[ your name ]

[ your title ]

