Copyright of FoundLetters.com

Hiring an Advertising Agency
[DATE, ex. Saturday, February 2, 2012]

[NAME, COMPANY AND ADDRESS, ex.

Arnold Shaw
ABC Co.

123 Lane, Area 456, 
City, State, Pin Code]
Dear [NAME, ex. Arnold Shaw],

This is in reference to the discussion we had, I was impressed to talk with you on [DATE, ex. Monday], on your strategies proposed to handle our account. We have therefore decided to take your services for our company, [COMPANY NAME, ex. Larson & Co.] 
Please feel free to get in touch with me at 123-456-7890 to discuss and sign a contract in detail.

Yours truly,
[YOUR NAME, ex. Arnold Shaw]
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