 [ your name ]





 [ address ]



  


  [ contact numbers ]




       [ date ]

Your ref.:

Our ref.:

[ name and title of recipient ]

[ recipient’s address]

Dear [ name ],


Re :  Request for the appointment

Subsequent to our phone conversation on [ the matter ], I wonder if we can meet at [ time ] on [ date ] to further discuss the matter together.

We would like to take this opportunity to have a brief presentation on our Company background as well as the service packages we provide. [ other agendas can be specified ].

Should you have any enquiries regarding the schedule for the meeting, please do not hesitate to contact us.

We are looking forward to meeting you soon.

Yours  truly,

[ your signature ]

[  your name ]

[  your title  ]

