
Enquiry letter

To: (contractor’s name and address) From: (your name, address and phone number)

Dear Sir or Madam,

I intend to have the building work described below carried out.

If you are interested in being considered for the work, please let me know within the next 7 days 

so that we can arrange an appointment to discuss the details.

Many thanks,

Yours faithfully

Details of the work

Give a brief description, for example extension, alterations, repairs and so on.

Address where the work is needed.

Date the work should start by if possible.          /         /    
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