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Service Inquiry: Request to Call - 
[Name, Company Name & Address here]

[Date]

Dear [name],

I am [your name] representing [Company name], located at [location name]. 

Our company is engaged in – [State business nature] - 

I am writing in to express our interest in hiring your professional services.

· [State here the services required by your company] - 

Please provide us with the information regarding your charges and, the terms & conditions for your services.

Hope to hear from you soon.

You can call us on – [no. here] for further information, and have a discussion regarding this.

Sincerely,

[Your name & Designation]

[Company name]

Encl: [Enclosures List here] 
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