From:

……………………… (Name)

Manager Marketing

Phone: ………………

Mobile ………………

Fax: …………………

To:

The Managing Director
………………… (Name of Co)

………………… (Address)

………………… (City)

PIN: ……………

Phone: ………….

Dear Sir,

Sub: Marketing & Sales of our Products.

1. We are a reputed Company of 20 years standing dealing in Office Furniture (or any other product) of high quality with ISI Certification. We are approved suppliers to some of the well known Companies in …………. (State/Region), as per list attached at Annexure-1.

2. We have noted that your Company has established a new Branch recently at the above premises. We are keen to promote our products in your establishment and create new business clientele.

3. We request you to give an appointment to our Asst Manager, Marketing to visit your establishment and demonstrate our products at your leisure and convenience.

Awaiting your valued response.

Thanking you.

Yours truly,

……………. (Signature)

……………. (Name & Designation)

Place: ……………..Date: ………………

