Date:
[Business Name]
[Address]
[Personal in designation]
Subject: announcing availability by appointment only
Dear Mr./Ms. [name]
I [official title] [name] am writing to you on behalf of [organization name] in reference to your query regarding our [name] services. First, I would like to thank you for selecting us at [company name] for [project name]. You would not be disappointed as we are the best [retailers/service providers] in this [area/field].
Post-Covid we have slightly changed our business practices. Now our professionals are available for consultation by appointment only. This is to ensure the safety of both our staff and esteemed clients. To book an appointment please call Mr. [name] in our [department name] department. You can also book an appointment through email. The email address is [email]. In case of further quarries, you can always get in touch with our [department name] department on [phone number] or through email at [email address].
Yours sincerely,
[Title]
[Name]
[Date]
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