[letter head]

From:

[full name and address]

To:

Department of Industry and Trade of [____________]


[address]
Re: Meeting Request
Dear Sirs and Madams,

We, [name of investor], would like to establish a representative office in [____________] and would like to have information on the procedures and any other issues that you deem useful.

Therefore, we would be grateful if you could give us an appointment at your earliest convenience to discuss our project.

We thank you for your attention and look forward to meeting you.

Sincerely yours,

[signed]

_______________________
Full name:

Position:
