Mr. James,
Owner of ABC Transport.
West wood.
To
The principal,
Saint Mary’s School.
Westwood.
Dated: 13th October 20XX
Subject: Transportation Proposal for [X]
To the Principal,
I am a transport provider in your area Westwood. I have been previously offering my transportation services for offices and now that my business of transport has grown, I have decided to offer my services for schools as well. Through this letter, I am offering your school in my transportation facility.
I have ten buses with 15 drivers as they have to work in shifts. Earlier route of all the buses was in the south of Westwood as most of the offices were located there but now, I have shifted more than half my buses in Westwood as many office-going individuals are now using their own transport. 
Our divers will provide door to door service to the students. Students whose house is either nearby or on the same route will be accommodated on one bus to save time. The driver of each bus will be given a list of students whom he has to pick and drop as well. The concerned driver's contact number and name will be shared with parents of the respective students along with the bus number he is driving.
Our buses are equipped with comfortable seats and are fully air-conditioned. The total number of seats on each bus is 24. If in case a student forgets something on the bus, the bus driver will put it in the lost and found box kept on the bus and handover the thing to the student the next day. If due to some unforeseen reason a particular driver is absent, parents of the students traveling by that bus will be intimated by a message and another driver will be made to pick and drop the kids whose details will be shared with the parents.
The fare of the bus is $[X] per month which can surely be negotiated upon acceptance of our offer. I hope to hear a positive reply from you.
Yours sincerely,
Mr. James,
Owner of ABC Transport.
Westwood.
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