 [ your name ]





 [ address ]



  


  [ contact numbers ]




       [ date ]

Your ref.:

Our ref.:

[name and title of recipient ]

[ recipient’s address]

Dear [ name ],


Re: Referral of the company

Having received your email about the referral of [ the Company’s name ] to your Company,  I would like to take this chance to highly recommend [ the Company’s name ] which has proved its reliability over the past few years when dealing with us.

During the time of the cooperation with this Company, we found the coverage of the services to be both comprehensive and competitive.  [ other reasons can be specified ]

Please find enclosed the leaflet about the Company’s details. Should you have any enquiries concerning this Company, please do not hesitate to contact us further.

Yours truly,

[ your signature ]

[ your name ]

[ your title  ]

Enclosure

